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Crescent Detroleum

Job Details

Position Title

Data Entry Officer

Direct Supervisor

GIS Manager

Department Operation/ GIS
Contract Type Consultant
Job Location Erbil

Document Ref: DEO/GIS/May/19

Job Summary and Scope of Responsibilities

MAJOR FUNCTIONS

The position includes collecting and entering data in databases and maintaining accurate records of valuable
company information. Our ideal candidate has essential data entry skills, like fast typing with an eye for detail
and familiarity with spreadsheets and online forms. You will work closely with the GIS Manager.

Primary Duties and Responsibilities

ESSENCIAL FUNCTIONS

LNV AEWNE

computer entry

inputted

Review, fact-check and process invoices for payout

Index invoices and file them in the appropriate places
Identify unpaid invoices and notify the appropriate parties
Disperse and monitor petty cash resources

Evaluate and process expense reports from employees and executives
Prepare checks for disbursement

Maintain accurate and thorough vendor records
Evaluate and approve POs

Insert customer and account data by inputting text based and numerical information from source
documents within time limits
10. Compile, verify accuracy and sort information according to priorities to prepare source data for

11. Review data for deficiencies or errors, correct any incompatibilities if possible and check output
12. Research and obtain further information for incomplete documents

13. Apply data program techniques and procedures
14. Generate reports, store completed work in designated locations and perform backup operations
15. Scan documents and print files, when needed

16. Keep information confidential

17. Respond to queries for information and access relevant files
18. Comply with data integrity and security policies

19. Ensure proper use of office equipment and address any malfunctions
20. Establish positive rapport with employees and vendors
21. Fillin on AR side when needed

22. Preparing and sorting documents for data entry

23. Entering data into database software and checking to ensure the accuracy of the data that has been

<

e
Crescent Detroleuam

24. Resolving discrepancies in information and obtaining further information for incomplete documents
25. Creating data backups as part of a contingency plan

26. Responding to information requests from authorized members
27. Testing new database systems and software updates

28. scan documents into document management systems or databases

Minimum Educational, Technical Qualifications/Certifications Required

e Strong communication skills: Kurdish and English
e Very good computer skills: MS suite of applications, data programs, and scanners.
o familiarity with administrative duties, and with typing speed and accuracy.

e Excellent organizational skills

Minimum Professional Experience Required

Minimum of 3 years’ work experience in data entry.
Proven data entry work experience as Data entry operator or office clerk.

31 May 2019

OR

DEO/GIS/May/19)

1- Erbil, Gulan Park Tower, Floor 5t
2- Sulaymaniyah, Qaiwan Tower, Floor 16"

Please submit your application or CV to our office addresses as below no later than

Email to us at: jobs_cpdg@crescent.ae (Kindly mention in the Subject of your E-
mail the Job title and Job reference which is Data Entry Officer: Ref:
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