
Data Entry Clerk interview questions
careertips.com.au: common questions and what they're really testing

What to expect
Data entry clerk interviews focus on your accuracy, speed, and ability to follow procedures. Employers
want to know you can handle repetitive work without losing focus and that you understand the
importance of data integrity, especially when handling sensitive information.

• Process and accuracy: Questions about how you approach a typical data entry task from start to
finish, including checking and validation.

• Behavioural: Questions that ask for examples of when you have caught errors, met tight deadlines,
or dealt with difficult data.

• Technical: Questions about your experience with specific software such as MYOB, SAP,
Salesforce, Excel, and OCR tools.

• Scenario: Hypothetical situations where you need to decide what to do when data doesn't match or
when you find an error.

• Compliance and confidentiality: Questions about how you handle private information and follow
workplace privacy policies.

The process often starts with a phone screen covering your availability and experience. The main
interview is usually with a supervisor or team leader and may include a practical test such as a typing
speed and accuracy assessment or an Excel exercise. You might also be asked to complete a short
data entry task to demonstrate your attention to detail.

1. Can you describe your process for entering data from a scanned
document into a database?
Why they ask
This question reveals whether you have a systematic approach and understand the importance of
checking your work.

How to structure your answer
Walk the interviewer through each step: review the document, run OCR if available, enter details into
the system, cross-check against the source, save, and file the document.

Example answer

“I start by looking at the scanned document to understand what fields need to be entered. If the scan
is clear, I might run OCR software to capture the text, but I always review the output for misreads.
Then I key the information into the database, field by field. Once I have entered a batch, I go back and
cross-check the entries against the source document, looking for any transposed numbers or
misspelled names. If everything matches, I save and move the file to the correct digital folder. This
process helps me catch errors before they affect reports.”

2. Tell me about a time you discovered a significant error in data you had
entered or were about to enter.
Why they ask
This behavioural question tests your attention to detail and your problem-solving skills.

How to structure your answer
Use the STAR method: describe the situation, the task, the action you took, and the result.

Example answer



“In a previous role, I was entering invoice amounts into MYOB and noticed that one invoice total didn't
match the sum of its line items. The difference was small, but I knew it could affect reconciliation. I
stopped and checked the original paperwork, then realised the client had made a calculation error. I
flagged it to my supervisor and contacted the client to confirm the correct amount. We updated the
invoice, and the month-end reconciliation went smoothly. My supervisor appreciated that I caught it
early.”

3. What experience do you have with data entry software such as MYOB,
SAP, or Salesforce?
Why they ask
This technical question assesses your familiarity with common systems used in the role.

How to structure your answer
Describe the systems you have used, your level of proficiency, and give a specific example of a task
you performed in each.

Example answer

“I have used MYOB for accounts payable data entry, where I entered supplier invoices and matched
them to purchase orders. In a previous government role, I used SAP to enter client details from paper
applications. I am comfortable navigating between screens and using shortcuts to speed up entry. I
have also had some exposure to Salesforce for updating customer contact records. I pick up new
systems quickly and have trained colleagues on basic data entry functions.”

4. You are entering a batch of forms and notice that one form has a figure
that doesn't match the total on the summary sheet. What do you do?
Why they ask
This scenario question tests your judgement under pressure and your ability to follow procedures
without guessing.

How to structure your answer
Acknowledge the discrepancy, avoid making assumptions, follow workplace procedure by reporting to
your supervisor, and document your actions.

Example answer

“I would not change the figure to match the summary sheet because that could introduce an error. I
would set that form aside and finish entering the rest of the batch. Then I would review the form again
to make sure I had read it correctly. If the mismatch remained, I would bring it to my supervisor's
attention, explaining what I found and asking how they would like to proceed. I would also make a
note of the issue so it could be tracked and resolved before the data is finalised.”

5. How do you ensure the confidentiality of the data you handle?
Why they ask
This compliance question is crucial in health, government, and professional services where privacy is
paramount.

How to structure your answer
Explain the principles you follow, such as accessing only what you need, locking your screen, and
following privacy policies. Give an example of how you apply these in practice.

Example answer

“I only access the data I need to complete my tasks and never share information with anyone who
isn't authorised. I always lock my computer when I step away from my desk and make sure paper
documents are stored securely. I follow the organisation's privacy policy and the Australian Privacy
Principles. For example, in a health setting, I would not discuss patient details in a public area, and I
would shred any notes I no longer need. If I am unsure about what is allowed, I ask my supervisor



rather than guess.”

6. How do you maintain both speed and accuracy when working to a tight
deadline, such as month end?
Why they ask
This question assesses how you balance competing demands and manage your time effectively.

How to structure your answer
Describe your approach to prioritisation, such as breaking the work into batches and taking short breaks
to stay focused. Explain how you check your work without slowing down too much.

Example answer

“I break the work into smaller batches and set a goal for each hour, which helps me stay focused. I
use keyboard shortcuts to speed up entry, but I still do a quick check of each batch before moving on.
If I notice my accuracy slipping, I take a short break to reset. I also communicate with my supervisor if
I think a deadline is at risk, so we can adjust priorities. At month end, I make sure to double-check
figures that feed into reports because those errors are the most costly.”


