[FULL NAME]
[City, State]  |  [Phone Number]  |  [Email Address]  |  [LinkedIn URL]
Objective Statement
Motivated and detail-oriented professional seeking a data entry clerk position where I can apply my [XX] WPM typing speed, strong Excel skills, and commitment to accuracy. Eager to contribute to a fast-paced team environment.
Skills
1. Typing Speed: [XX] WPM  |  Accuracy: [XX]%
1. Microsoft Excel and Google Sheets
1. Data Verification and Proofreading
1. Attention to Detail  |  Organization  |  Reliability
1. [Any additional software: QuickBooks, Salesforce, etc.]

Education
[Degree or Diploma]  |  [School Name]  |  [City, State]  |  [Graduation Year]
1. Relevant coursework: [e.g., Business Administration, Computer Applications, Accounting]

Relevant Projects or Academic Experience
[Project or Role Title]  |  [Class, Organization, or Volunteer Group]  |  [Year]
1. [Describe task with measurable detail — e.g., Maintained spreadsheet records for 200+ member database]
1. [Describe task with measurable detail]

[Project or Role Title]  |  [Class, Organization, or Volunteer Group]  |  [Year]
1. [Describe task with measurable detail]

Certifications
1. [e.g., Microsoft Office Specialist (MOS) — Excel]
1. [e.g., Google Data Analytics Certificate]
1. [e.g., Verified typing speed credential from typing.com]

Volunteer Experience
[Volunteer Role]  |  [Organization]  |  [City, State]  |  [Month Year] – [Month Year]
1. [Action verb] + [task] + [measurable or descriptive result]
