Saswati Dash
13842 Detroit Street, Thornton, CO, 80602
sheela17@gmail.com; (C) 303-549-5695
Legal Status: US Citizen


CAREER OBJECTIVE
I am a skilled, motivated, goal-oriented and flexible person interested in an entry level processing and data entry job.
KEY COMPETENCIES AND SKILLS

Data Entry and Processing
· Experience and knowledge of Microsoft Office Suite, and excellent computer dexterity

· Fully aware of data confidentiality issues

· Handling all confidential information in a professional manner
· Excellent spelling and grammar skill
· Strong commitment to performing and producing at the highest level of quality at all times
Professional

· Can work well in a team in a flexible manner
· Ability to multi task and prioritize daily workload

· Able to accurately use office equipment such as printers, multi-line phones, fax machines

Personal

· Fast learner

· Can communicate well at all levels
· Ability to make decisions

· Having a friendly and reliable nature

· Can function in a fast-paced environment

ACADEMIC QUALIFICATIONS AND QA TRAINING
Master of Science – Environmental Science and Management (Utkal University, India, 2003-04) 
Bachelor of Science – Botany (Utkal University, India, 1995-98)
Diploma in Computer Science (Aptech Ltd, India, 1998-00)
QA Testing Training (BestKey Solutions, 2013)
