Data Entry

SUMMARY: 

Performs data entry and data verification according to established procedures using data entry devices, data entry screens, or data handling systems. Performs some clerical or administrative duties.

DUTIES AND RESPONSIBILITIES: 

1. Inputs and retrieves alphabetical and numerical information in prescribed format, utilizing knowledge of various computer software packages.

2. Balances batches to input department totals and reconciles errors.

3. Verifies input data to ensure accuracy of completed work; scans and edits for errors during processing.

4. May perform clerical duties as needed.

5. May work on various shift assignments.

6. Ensures strict confidentiality of client records.

7. Performs miscellaneous job-related duties as assigned. 

KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED:
· Ability to understand and follow specific instructions and procedures.

· Ability to maintain confidentiality of records and information.

· Word processing and/or data entry skills.

· Ability to verify data input and correct errors.

· Skill in the use of personal computers and related software applications.

· Certain knowledge, such as medical terminology, may be required for some positions.

