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Professional Summary
Professional and detail-oriented business support specialist with a Bachelor of Accounting and experience in data entry, data analysis, sales, inside sales, customer service, research, and administrative support. Skilled in processing and verifying information, maintaining accurate records, researching data, identifying sales opportunities, communicating with customers, and supporting business operations. Reliable, organized, adaptable, and committed to delivering accurate work within deadlines.
Education
Bachelor of Accounting  —  2016
Experience
COUNtex — Data Entry
1. Entered and updated business information accurately and efficiently.
1. Reviewed and verified records to identify errors and incomplete information.
1. Maintained organized digital records and databases.
1. Performed data research, information gathering, and verification.
1. Corrected data inconsistencies while maintaining high accuracy.
1. Managed high-volume data-entry tasks efficiently.
1. Followed procedures and completed assigned work within deadlines.
WELL FOUND — Data Entry
1. Entered and maintained customer and business information.
1. Verified records for accuracy, completeness, and consistency.
1. Conducted online research to collect and verify information.
1. Organized electronic records and business documents.
1. Identified and corrected data-entry errors.
1. Maintained confidentiality when handling business information.
1. Completed tasks accurately while meeting deadlines.
WEBLIO — Entry-Level Sales Representative
1. Contacted prospective customers and introduced relevant products and services.
1. Identified customer needs and communicated suitable solutions.
1. Researched and generated potential sales leads.
1. Followed up with prospects to maintain engagement and identify opportunities.
1. Built professional relationships with prospective customers.
1. Maintained accurate customer and prospect information.
1. Communicated professionally through telephone, email, and online channels.
1. Supported sales and business-development activities.
INSIDE SALES REPRESENTATIVE
1. Prospected for potential customers and identified qualified leads.
1. Contacted prospects through telephone, email, and online channels.
1. Assessed customer needs and recommended appropriate solutions.
1. Presented products and services clearly and professionally.
1. Followed up consistently throughout the sales process.
1. Maintained accurate customer and sales information.
1. Built positive customer relationships through professional communication.
1. Supported lead generation, customer acquisition, and sales objectives.
DATA ANALYST
1. Collected, organized, cleaned, and reviewed business data.
1. Verified datasets for accuracy, completeness, and consistency.
1. Analyzed information to identify trends, patterns, and useful insights.
1. Organized data into clear and structured formats.
1. Prepared reports and summaries to support business decisions.
1. Conducted research and verified information from available sources.
1. Used spreadsheets to organize and analyze data.
1. Maintained accurate digital records and supported data-quality processes.
Skills
Data Entry  •  Data Analysis  •  Data Management  •  Data Verification  •  Data Cleaning  •  Quality Control  •  Database Management  •  Records Management  •  Internet Research  •  Information Verification  •  Microsoft Excel  •  Microsoft Word  •  Microsoft Office  •  Google Workspace  •  Spreadsheet Management  •  Report Preparation  •  Document Management  •  Lead Generation  •  Prospecting  •  Inside Sales  •  Customer Communication  •  Lead Qualification  •  Customer Needs Assessment  •  Sales Follow-up  •  Customer Relationship Management  •  Sales Support  •  Customer Retention  •  Telephone Sales  •  Relationship Building  •  Problem Solving  •  Critical Thinking  •  Attention to Detail  •  Communication  •  Organization  •  Time Management  •  Multitasking  •  Teamwork  •  Adaptability  •  Confidentiality  •  Independent Working  •  Remote Work  •  Deadline Management
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