
Computer / Data Entry Operator 

Skill Set: Good Communication Skills 

Education: Intermediate/Graduation  

Notice Period: Immediate Joiners 

Roles and Responsibilities: 

1. Data Entry: Accurately inputting, updating, and maintaining data in computer systems and 

databases. This includes alphanumeric data, financial information, customer records, or other 

types of data specific to the organization. 

2. Quality Control: Ensuring the accuracy and completeness of data entries by verifying and 

correcting information as needed. 

3. Data Management: Organizing and managing data files and maintaining documentation and 

records related to data entry tasks. 

4. Typing and Formatting: Typing and formatting documents, reports, forms, and other 

materials as required by the organization. 

5. Database Management: Performing basic database management tasks such as data entry, 

retrieval, and updating of records. 

6. Data Analysis: Basic analysis of data entries to identify trends, discrepancies, or issues that 

may require attention. 

7. Report Generation: Generating reports and summaries of data as requested by supervisors 

or management. 

8. Confidentiality: Maintaining confidentiality and security of all data processed, adhering to 

organizational policies and regulations. 

9. Communication: Communicating effectively with colleagues and supervisors regarding data 

entry tasks, requirements, and deadlines. 

10. Technical Skills: Basic understanding of computer systems, software applications (such as 

spreadsheets and databases), and data entry equipment to perform tasks efficiently. 

11. Problem Solving: Identifying and resolving data entry issues or discrepancies in a timely 

manner. 

12. Time Management: Managing workload and meeting deadlines for data entry tasks and 

projects. 

13. Compliance: Adhering to data entry standards and procedures established by the 

organization and ensuring compliance with data protection policies and regulations. 

DEOs play a crucial role in maintaining accurate and organized data within an organization, supporting 

various departments and functions that rely on timely and reliable data entry services. 


