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Generic job description and selection criteria 
	Job title
	Data Entry Assistant

	Department
	

	Grade and salary
	Grade 3


Job description

Overview of the role
Responsible for the entry of data into a database

Responsibilities/duties 
· Work through documentation to select the information that is required and enter it into the database. This may require some learned knowledge of technical terminology and interpretation of the data in order to extract what is needed
· Responsible for the accurate and timely entry of data into the database

· Ensure confidentiality and security of data at all times
· Coordinate the resolution of data queries when able, or re-direct them to managers as appropriate 
· Carry out missing data and quality checks by reviewing documents, checking against query lists, and contacting site staff for further information
· Provide job-related progress reports to managers as requested

· Assist with the data management of databases
· Support the activities of the team in clerical tasks such as photocopying documents and filing
Selection criteria 
Essential
· Educated to A Level standard or equivalent 
· Ability to demonstrate accuracy with figures together with attention to detail 

· Demonstrable ability to work methodically and work on routine matters with minimum supervision
· Previous experience of managing large datasets including using data collection forms, data entry, and validation techniques
· Computer literate, including familiarity with the internet, and proficient in the use of Microsoft Word and Excel
· Good organisational skills and the ability to work on multiple projects and prioritise workloads
· Demonstrable knowledge of principles of working with confidential data 
Desirable
· Previous experience of specific databases
· Knowledge of project specific terminology
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