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Tel: 548-255-1648 | 2023aditipatel@gmail.com | Toronto, ON

SUMMARY OF QUALIFICATIONS
Detail-oriented professional with experience in data entry, analysis, and process optimization. Proficient in advanced Excel functions, including VBA, ensuring data quality and accuracy. Skilled in managing sensitive data while adhering to standards. Proven ability to conduct analyses that support informed decision-making. Strong communication skills with experience presenting to senior management. Highly organized and able to meet deadlines in fast-paced environments.

RELEVANT EXPERIENCE
Estate Data Entry Analyst 	April 2024 – September 2024
Baigel Corp., Toronto, ON
· Performed thorough searches, including prior bankruptcy, personal property, and Canadian Black Book value checks, ensuring accurate data collection and regulatory reporting
· Gathered, stored, and accurately entered client-sensitive data into industry software, ensuring data integrity and attention to detail  
· Automated part of data entry using Excel and VBA, reducing task time by 30% and increasing file processing efficiency 
· Reviewed and ensured completeness and accuracy minimizing errors and maintaining high quality
· Conducted data analysis and research to support insolvency cases, optimizing client services and improving overall effectiveness.

Analyst 	September 2022 – April 2024
Juvenileway., Waterloo, ON
· Used VBA Macro to merge sales data from three stores, enabling monthly top store analysis.
· Applied pivot tables to filter and analyze top-selling phone cases, aiding decision-making.
· Created Excel reports to summarize KPIs like sales, inventory, and expenses for strategy.
· Utilized VLOOKUP to cross-check product availability across stores, ensuring data accuracy.

Cashier	January 2022 – September 2022
A&W, Waterloo, ON
· Processed customer payments accurately using a POS system, effectively managing cash handling duties.
· Trained and mentored new team members, ensuring adherence to service standards during busy periods.
· Addressed customer inquiries promptly, maintaining service level agreements and enhancing customer satisfaction.

EDUCATION
Conestoga College, Canada	April 2023
Information Technology Business Analysis	
University of Mumbai, India	June 2021
Bachelor’s in information technology

VOLUNTEERING
Royal Ontario Museum 	September 2023 – September 2024 
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