
 

We are a dynamic and growing company seeking a highly organized and 
proactive Data Analyst to join our team. As a Data Analyst, you will be 
responsible for accurately entering, updating, and maintaining data into our 
systems and databases. This role requires strong organizational skills, high 
attention to detail, and the ability to work independently in a remote 
environment. 

TO APPLY, SEND YOUR RESUME TO: 

recruiter01@speakjobs.pro 

 
Position: Remote Data Analyst 

Working Hours: 10 - 40 hours required weekly. 

Salary: $25.56/Hours 

 
Key Responsibilities: 

 Data Entry: Accurately input and update data into various systems and databases.  

 Data Verification: Verify and correct data to ensure accuracy and completeness.  

 Data Management: Maintain and update databases, spreadsheets, and other records accurately 

and efficiently.  

 Documentation: Maintain and update records, ensuring all data is kept up-to-date.  

 Data Quality Assurance: Perform regular data quality checks and audits to identify and correct 

any discrepancies or errors.  

 Confidentiality: Maintain the confidentiality and security of sensitive information.  

 Communication: Collaborate with team members and other departments to ensure data accuracy 

and consistency.  

 Reporting: Generate reports as needed and provide data insights to support decision-making. 

 

Preferred Skills: 

 Accurate typing and data entry skills 

 Good analytic skills 

 Understanding of basic software. 

  



 

What we offer: 

 Competitive salary and performance bonuses. 

 Health, dental, and vision insurance. 

 Retirement savings plan with company match. 

 Paid time off and holidays. 

 Opportunities for professional development and growth. 

 

Qualifications: 

 Proven experience as a Data Entry Clerk or relevant role. 

 Excellent written and verbal communication skills. 

 Strong organizational and time management skills. 

 Proficiency in MS Office, Google Suite, and other relevant software. 

 Ability to multi-task and prioritize work. 

 Attention to detail and problem-solving skills. 

 High level of professionalism and confidentiality. 

 Ability to work independently and collaboratively. 

  

 


