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Data Entry
Ayu Rahma

ABOUT ME
Organized & Detail-Oriented administrative professional
with 5+ years of administrative experience in corporate

environments. Skilled in data entry, scheduling,
documentation, and communication - ensuring

operations run smoothly and efficiently in both on-site
and remote setups. Reliable, proactive, and focused on

process improvement and task accuracy.

introducing



personal
SKILLS

Detail-oriented and organized
professional with strengths in data

entry, admin support, scheduling, and
reporting — delivering accuracy,
structure, and reliability in every

project.

Data Entry

Scheduling & Task
Coordination

Administrative Support

Reporting & Data
Organization



APPS & TOOLS
I’m Proficient with



2014 - 2017
Associate Degree in Secretarial Studies

State University of Jakarta
Graduated in Secretarial Studies

EDUCATION
Graduated with a Diploma in Secretarial Studies from

Universitas Negeri Jakarta, gaining solid skills in
organization, documentation, and administrative

coordination — essential for efficient remote work.



EXPERIENCE
work
Handled daily administrative tasks including data entry,
document management, and reporting, supporting fast-
paced operations with tight deadlines.

Administrative Support Scheduling & Task Coordination Reporting & Data Organization

Data Entry

Entered, verified, and maintained data with
accuracy and attention to detail using Google

Sheets and Excel.

Managed documents, correspondence,
and daily office operations to support

smooth workflow and organization.

Organized calendars, coordinated
team tasks, and ensured projects

stayed on track and on time.

Created and organized reports to keep
records clear, consistent, and easy to
access for management and teams.



PORTFOLIO
A showcase of my remote projects focused on accuracy,
consistency, and efficiency — supporting clients with reliable data
entry and copy typing work delivered on time.

This project reflects the type of data entry tasks commonly
handled in remote administrative support roles.

project
01 Data Entry & Data Management

Collected, organized, and inputted large sets of data
into Google Sheets with 100% accuracy. Ensured
consistency, verified entries, and maintained clear
reporting for easy access by remote teams.

02 Copy Typing — Documents
Transcribed scanned documents into editable
digital formats with precision and proper
formatting. Maintained confidentiality and error-
free results under tight deadlines.

03 Copy Typing — Documents
Recreated documents from image files
into clean Word documents. Focused
on layout accuracy, readability, and
consistency to meet client formatting
standards.



PROJECT 01
Data Entry & Data Management

This project aims to maintain accuracy and consistency
when transferring passport data into the Excel “Data
Entry Workbook.” All information must be entered
carefully, without errors, and empty fields should be
filled with ‘N/A’ to ensure standardized and complete
records.

Goal

Tools I Use

Result :

20+
Data entries completed

100%
Accuracy maintained

1.5 hrs
Completion time



PROJECT 02
Copy Typing — Documents

This project aims to produce clean, well-formatted, and
error-free retyped documents that mirror the original
layout. Each file is created separately, formatted
according to the given style guide, and converted to
high-quality PDF format.

Goal

Tools I Use

Result : 100%
Layout and style consistency

maintained

1 hr 12 min
Completed ahead of schedule



PROJECT 03
Copy Typing — Documents

This project aims to produce clean, well-formatted, and
error-free retyped documents that mirror the original
layout. Each file is created separately, formatted
according to the given style guide, and converted to
high-quality PDF format.

Goal

Tools I Use

Result :

100%
Layout and style consistency

maintained

1 hr
Completed ahead of

schedule



Other Ways I Can Help

I can support you with various administrative and data-related tasks to help
your daily operations run more smoothly. These Include :

Data Entry &
Reporting Support

Email & Calendar
assistance to reduce

daily workload

General admin tasks to
help operations run

smoothly



Whatsapp

LinkedInEmail

Freelancer

LET’S
CONNECT

http://wa.me/+6282284516268
https://www.linkedin.com/in/ayu-rahma-8b5870151/
mailto:ayurahma55@gmail.com
https://www.freelancer.com/u/ayurahma55

