
I have been working as a freelance data entry specialist for the 
past 3 years. I have experience with a variety of data entry tasks, 
including: 

 Entering customer information into a database 

 Translating documents from one language to another 

 Categorizing and indexing files 

 Proofreading and editing documents 

 Creating and managing spreadsheets 

I am a highly organized and detail-oriented individual with a 
strong work ethic. I am also proficient in Microsoft Office Suite, 
including Word, Excel, PowerPoint, and Outlook. 

In my previous role as a data entry clerk for a small business, I 
was responsible for entering customer orders into the company's 
database. I also processed invoices and payments, and I created 
and sent out marketing materials. I was able to successfully 
complete all of my tasks on time and to a high standard of 
accuracy. 

I am confident that I have the skills and experience necessary to 
be a successful data entry specialist for you. I am available to 
work on a freelance basis, and I am willing to work flexible hours. 
I am also open to working remotely. 

I am eager to learn more about your data entry needs and how I 
can help you achieve your goals. I am available for an interview at 
your earliest convenience. 



 


