DEVBRAT KUMAR

DATA

ENTRY,TYPING,TRANSCRIBING

&TRANSLATING



Efficient Data Transcriber with significant training in word processing and spreadsheet management. Skilled at managing multiple, concurrent projects with competing priorities. Committed to achieving results in a timely manner.

Personal Info

[image: image1]
Address

LANKA,VARANASI-221005

Phone

8409638499

E-mail

maniaccoherent099@gmail. com

Skills
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	Very Good
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 Work History
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	2016-09 -
	Data Transcriber

	Current
	SAI EDUCATION CENTRE, VARANASI, Uttar Pradesh

	
	Located and corrected data entry errors and

	
	reported to management

	
	Managed large data projects, including

	
	scheduling, data entry, and checking for

	
	accuracy

	
	Verified accuracy of data before transcribing

	
	Prepared data by compiling and sorting

	
	information

	
	Checked completed work for proper spelling,

	
	grammar, punctuation and format
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B.A.(Hons.) ENGLISH: English Language and Literature

BANARAS HINDU UNIVERSITY - VARANASI, Uttar Pradesh

2019-08 -
M.A.(ENGLISH): English Language and

Current
Literature

BANARAS HINDU UNIVERSITY - VARANASI, Uttar Pradesh
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[image: image3] A PROFESSIONAL TRANSCRIBER AND TRANSLATOR WITH A GOOD KNOWLEDGE OF
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ENGLISH AND HINDI
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