ALEX MORGAN
Transcriptionist | Audio-to-Text | Proofreading
name@example.com  |  +234 800 000 0000  |  Nigeria / Remote  |  linkedin.com/in/yourname  |  portfolio.example.com
SAMPLE RESUME — REPLACE ALL DETAILS WITH YOUR OWN
PROFESSIONAL SUMMARY
Remote Transcriptionist professional with a practical, organized approach to digital work, communication and delivery. Comfortable collaborating asynchronously, documenting progress and learning new tools. This sample profile is illustrative; replace it with your real experience, strengths and measurable results.
CORE SKILLS
Listening and typing accuracy  •  Proofreading and formatting  •  Confidentiality  •  Time management
EXPERIENCE
Transcriptionist — Sample Remote Project
Independent / Portfolio Project  |  2024–Present
Convert clear audio into accurate, well-formatted text following project guidelines.
Review transcripts for punctuation, speaker labels and terminology consistency.
Mark unclear audio rather than guessing and meet agreed delivery schedules.
Selected contribution: Applied a final quality checklist for names, timestamps when required, punctuation and unclear sections.
Earlier Experience — Add your real employer, role, dates and achievements here.
EDUCATION
Qualification / Degree — Institution Name  |  Year completed (replace with your details)
TOOLS & CERTIFICATIONS
Listening and typing accuracy, Proofreading and formatting, Confidentiality. Add only tools you can genuinely use and certifications you have earned.
REMOTE WORK READINESS
Reliable internet and power plan (state only if true); clear written updates; deadline awareness; willingness to document processes and collaborate across time zones.




