Mohit Rajput
A/19 Payal Park Soc-2, Nr. Air Force Station, Makarpura, Vadodara - 390014
Phone: 9104021235 | Email: mrajput99377@gmail.com

Professional Summary
Dedicated and detail-oriented professional with over 3.4 years of experience in data entry and procurement. Strong organizational and communication skills with a keen ability to manage tasks efficiently. Adept at working in a team-oriented environment and quick to adapt to new challenges. Currently pursuing a Bachelor's in English Honors, further developing analytical and communication abilities.

Education
· The Maharaja Sayajirao University - Currently pursuing Bachelor of Arts (BA) English Honors
· Don Bosco High School - Higher Secondary Certificate (HSC)
· Kendriya Vidyalaya 3 - Secondary School Certificate (SSC)

Work Experience
JB Info-Tech | Data Entry Operator | 1.9 years
· Performed accurate data entry and management of records.
· Ensured data integrity and maintained confidential information.
· Utilized Excel and other tools for efficient data organization.
V-Connect | Purchase Executive | 1.7 year
· Managed procurement tasks and vendor communications.
· Assisted in inventory tracking and order processing.
· Negotiated with suppliers for cost-effective purchasing.

Skills
Hard Skills:
· Basic Computer Skills
· Microsoft Excel
· Data Entry
· Email Communication
Soft Skills:
· Teamwork
· Communication
· Time Management
· Leadership
· Quick Learner

Languages
· English
· Hindi
· Telugu
· Gujarati

Hobbies & Interests
· Drawing
· Music
· Traveling
· Public Speaking
· Body building 

Personal Details
· Date of Birth: 11/12/2003
· Age: 21

Declaration:
I hereby declare that the information provided is true and correct to the best of my knowledge.

