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Rc. No. 0l/CCE/Acsd.Cell/CEJP/AC-15/2023 Date: _t0712023
Sub: Collegiate Education - Collegiate Education Job Portal (CEJP) - Guidelines
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Daled: 31.05.2023
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In the continuation above references for submiuing the Student Profile details in Collegiate
Education Job Portal (CEIP) (hnp: l0i.39.li-l.l-.i-l cce Jobponal ) it is instructed to all the

Principals. Placement Office$. Mentors and Students ofall Covemment Degree Colleges follow
the following Guidelines.

l. Name:

The name ofthe student should be as per the SSC cenificate.

2. Photo:

. The photo should be in good quality and size should be below or equal to 50KB
o Preferable Dimensions are width: 33cm and Height: 35cm

3. Personal lnfo;

Students should submit the following content:

c Gender
o Date ol Ridh: As per the SSC Certificate
o Moitol Slotus: Present Marital Status

o F her Name
o Mother Nane
o ,4ddrass.' Present Address for Communication
a Mobile Number: Mobile number format should be Indian ISD Code and student

mobile number. i.e., +91 xxxxxxxxxx.
a Ernail-Id: Ema -ld format should be the name of the student. Preferably full name.

Email-lds which contain nicknames, and other names are prohibited.

o Stills
o Langaages Knor'rr.' The Languages that the student knows to speak. write and read

very well.
a Hobbi6: Maximum 3 Hobbies.

4. Cereer Objective :

o A career objective is a short stalement that describes lhe stude t's professional goals.

. It should be one sentence-

o Example: Find a responsible career opponunity where I can apply my knowledge and

skills while contributing to the gromh ofthe company.

5. Educational Qualificrtions:

Reverse chronological order of Educational Qualifications i.e., staning fiom the current or
most recent one and following up with previous Educational Qualifications.
Example: Degree. Intermediate. SSC.

Students should enter Educational Qualification duration- Qualification (Specialization ).

SchooUCollege Name and Percentage ofmarks.



6. Certilication Courses:
. Reve$e chronological order of Cenification courses i.e., staning ftom the cunent or most

recent one and following up with previous Cenification courses.
. Students should enter Course durdtion. Course Name. Offline/Online and Name of the

Organization/College.

7. Professional Experience:

. lt is an Optional section.
o Reverse chronological order of Professional Experience i.e., staning fiom the cunent or

most recent one and following up with previous Professional Experiences.
. Students should enter Professional Experience duration. Designation and Responsibilities

(Max. 3 Responsibilities).

8. lnternship Projects:

. For Each Project students should submit the following content.
o Cotmnaniy Semice Project:

o Duration (Month, Year-Month, Year)
o Title ofthe Community Service Project
o Name & Address of the Community / Habitation
o Objective ofthe project in one line.
o Awareness programmes conducted in one line.
o Major findings ofthe project in two lines.

. ShorT-Tem Inte shlp:
o Duration (Month. Year-Month, Year)
c Title of the Intemship
o Name and Address ofthe lntem Organization
c Job Role during the Internship
c Brief Description ofthe Activities
c Real-Time Skills (Technical/Managerial/Communication) Acquired

. Semeste?-Temlnlenship:
c Duration (Month, Year-Month, Year)
c Title of the Intemship
o Name and Address ofthe Intern Organization
o Job Role during the Internship
c Brief Description ofthe Activities
o Real-Time Skills (Technical/Managerial/Communication) Acquired

9. Acedemic Proj€cts:
. Reverse chronological order of Academic Projects i-e.. starting from the current or most

recent one and following up with previous Academic Projects.
o For Each Project students should submit the following content.

o Duration (Month, Year - Month, Year)
o Project Title
o Name and Address ofthe Organization / lnstitution
o Brief Description ofthe Proje€t

o Technologies/ToolsUsed
o Achievements and Outcomes

10, Achievements:
o Each Achievement should be in a single sentence.

I I. Extm{urriclrlar Activities:
. Reverse chronological order of Extra-Curricular Activities i.e., stafiing from the current or

most recent one and following up with previous Extra-Curricular Activities.
. For Each Extra-Cunicular Activity, the students should submit the following content.

o Duration (Month. Year-Month Year)
o Role
c Organization Name
o Achievements (if Any)



12. Declaration:
o Each time the student after editing his/her student profile, the student should download the

latest resume and fill the Place. Date and Signature by hand with a Blue or Black ballpoint
Pen only.

\,,e
Fof Commissio ner ofC Education

Enclosure:

l. CEJP Resume Format

To,
Principals ofall GDCs and RJDCEs,
Copy to File



General Guidelines for the Preparation of R6ume through CEJP

l. Academic Qualifications:

For SSC, Intermediate, Degree and other qualifications - marks should be mentioned
only in percentage up to Two decimal points (E.9.: 98.0270).
If your institution uses the COPA / Credit System for any of these, convert your
CGPA / GRADE into percentage as per your School,/Boardruniversity crileria.
Degree percentage should be mentioned only upto 46 semester as this application is to
be filled in 5ft/6b semester.

II. Certificate Courses:

. Maximum latest five certificate couse details may be provided.

. Any certificate course with minimum 30 hours duation is to be mentioned-
o Name of the certificale course is to be mentioned in first column against the following

points.
. Information to be provided in the form ofthree bullets.
. First bullet - Duration of the course to be mentioned only in hours and provide the

Starting Date and Ending Date.
. Second bullet - Off line/ Online
. Third bullet - Provide the name of the organization / platform (For example:

Govemment Degree College x / SWAYAM A{PTEL/ Code Academy, etc).

III. Internship Projects:

As per the curriculum of CBCS for degree colleges, every student should complete
Community Service Project, 8 weeks Intemship project and Semester Intemship projecs
mandatorily. Hence the details are to be mentioned as follows.

l. Community Service Project.

o It contains 6 bullets.
. First bullet - Title of the Community service Project
o Second bullet - Name & Address ofthe Community / Habitation and provide the

Starting Dat€ and Ending Date
. Third bullet - Main objective ofthe project
o Fourth bullet - Awareness programmes conducted.
o Fifth bullet - Major findings ofthe project.
o Sixth bullet - Grade Awarded

. First bullet : Title ofthe Internship
o Second bullet: Name and Address ofthe Internship Organization and provide the
Starting Date and Ending Date
. Third bullet Job Role during the Intemship

2. Eight - Week Internship



3. S€m€ster Internship

o Forth bullet : Activities undertaken
o Fifth bullet: Real Time Skills (TechnicaUManageriaVCommunication) Acquired.

o Sixth bullet - Grade Awarded

o First bullet : Title of the Intemship
o Second bullet: Name and Address of the Intemship Organization and provide the

Staning Date and Ending Date
. Third bullet: Job Role during the Intemship
o Forth bullet: Activities undertaken
. Fifth bullet: Real Time Skills (Technical/ManageriaVCommunication) Acquired.
o Six& bullet - Grade Awarded

lV. Acedemic Projects:
An academic project refers to a structurcd and educational undertaking pursued by

studens within or outside of a college- These projecS arc designed to enhance leaming
develop critical thinking skills, and allow students to appty the knowledge they have gained

during their studies to rcal-world situation.
. First bullet: Title ofthe [toject
o Second bullet: Duration ofthe project and provide the Starting Date and Ending Date
. Third bullet: Name and Address ofthe Organization / Institution-
o Forth bullet :About the project
o Fifth bullet: Technologies / Tools / Methodologies used.
. Sixth bullet: Outcome ofthe project.

V. Skill Set:

As per the curriculum ofCBCS for Degree Colleges, every student should complete 4
Skill Development Courses and 4 Life Skill Courses and hence are to b€ reflected in the
following fields.

l. Skill Development Coun€s: Mention the 4 Skill Development Courses student has
studied.

2. Life Skill Courses: Mention the 4 Life Skill Courses student has studied.

3. Other Skills: Mention at the maxim 4 other skills student is having @.g.: Communication
Skills, team building skills, social skills, etc.)

VI: Positions and Responsibilities held:

Students will tre taking various positions and responsibilities like convenon /
members / secretaries , etc for various clubs/ committees (Eg: Eco club, Red ribbon club,
Student union, Spl fee committee, cultural committee, NSS, NCC, etc). Such details are to be
presented here. Not more than 3 positions can be mentioned.



Position name in first bullet and Club /Committee name in second bullet to be
mentioned.

VI[: Co-Curricular / Extra-Curricular Activities

Students can mention herc the co-curricular (eg: seminars, elocutions, group
discussions, quiz, etc) and extra - curricular (Cultural, sports, games, etc) activities
participated. They can mention

. Filst bullel Name of the activity
o Second bullet Activity organized by organizatior/institution.
o Third bullet Description.
o Fourth bullet: Achievement @g: First prize / awarded certificate, ac).

VII: Achievements:
. Students can mention maximum three achievements
o Prioritize recent and noteworthy achievements
o Be Specific and mention your achievements in a clear and concise manner

VIII: Hobbies
. Students can mention maximum three hobbies
o Include a variety ofhobbies o display a well-rounded personality
o Only mention hobbies that genuinely interest you and can talk about comfortably if

asked during the intewiew

Other importrnt notes3

. StudenB must be ready with all proofs for an interview.
o Each bullet point should not exceed one line.
o Should strictly follow all the format rules and guidelines while filling the application on

job portal.
. All the activities in every section must be mentioned in reverse ckonological order (i.e.

the most recent activity will appear first where as the oldest will appear last).



o 6cotursstot{EnAIE or sotlrctAIf EouGAItox
Governnent o{ Andhra Pradesh

Resume

RAIAN TAIA Mobile: 9t76543210

E-Mail ID: mtentate@gmdl.com

Qudificrtioo Sp€cidizatiotr School/ Collegc Name
Year of
Paseitrg

Marle
Pctcearagc

SSC CICSchool,Mumb.i 2018 88.01

Intermcdi2t€ MPC Bishop College, ShhJa 2020 19.65

Degree B.Sc - MPCs GDC, Mansalasiri 2023 u.23

l)uratioo: 30 Hou:s (01-06.2027 @ n462V21)
IIodc: Oolioe

tioo / Platform: CISCO

. Title Vlttr Frcilities and Drialing Vater Availability
o Addrcss of }labitation: Mmgdagiri,2n rd (014+2021 to 31-05-2021)
r Obicctive: To nire avaleness oo watet cooservatioo
. Awarcncss Prograrnmcs: 'Ioproviog Access to Clean Dtiokiag l9ater"
. Ilaior l.indinS:s: W.t€r Quulity Assessareot md Impact oa Hedth
. Gradc r\wardcd: A+

Tidc Netwodr Eogiaeetiog hern
Organizati<m .\d&ess: CISCO Solutioos, \rthfryrd. (014+m2, @ 3145-2024

Job Rolc: Leaming Netwo* Troubteshotiag aod Netwo* Con6guretioa
,\ctivities: Networl Secrrity add Network SupportioS

Rcal 'time Skilts: Techoical Sldlts (Netwod( Mooitoriog ana Maaegemeo0

Crlde ,\qarded: A+
. 'lidc Netsork Eogineering lntem
. ()rganiatioo lddress: CISCO Soh*ioG, ViiaFmdr (01-11-n2, .o 304+m23)
. -lob Roh: L€.rairg Netwod Techaologks and geia pnctic.l experieace
. .\ctiiities: Network Designisg 1nd S€curity Ass€$oieat
. Rea.l 'lime Skills: Techniczl SkilL (Networh Performznce Optimization)
. Grade As"flleil: A+

. 'Ildc: Network Inrn sioo Detection Sptern
r Duratioc 2 Months (O1.{&mn to 31-10-2On)
. Orexniation .\ddrcss: CDC, Mzogdzgiri
o ,{bout the Proiccc k L a security techoology desigaed to moaitor oetwo* trefEc
. ltchnologies / 'tools Llsed: Soort and Mecbine I-eardidgAlgodtbos
. Outcome Edbanced Networh Security rod Aw"rreners of vfieabilities

Ineo&rti,oo to
Cyb.. S.curity

Cossrmity S€wice
Proicct (E *.cfB)

Eigtt Vc€k
IDtcraship

Scaclt r / Six
M@&s InarnsLip

Acadcoic Prt*rt



SkiU Developmetrt
Courses

. PLnt NrEs€f,y

. Sk l2r Enefgy

. D2iry Techdiqucs
r Oaline Busioess

r Hr.rnao Values aod Professiooal Ethics.
. Infordutioo md Coarmunicatioo Technologies
. Aoeltnicel Skills
. Eoviromcot Educrtioo

Other Skille
. Commuoicatioo Skills
. Tearn buildinc SHh

Po€itioa Tidc,
Comninee / Club
Na6e

Meober
College IT Club

Po.ition Tidc,
Coomittee / Oub
NaEc

Meober
IEEE Coofetcace - Hospiality Comittee

Activity N.mc
Organized By
Dcacriptioa
Achicvcf,cata

o Semiaar
. D€pt of Cdtrputer ScieEc
. Geve Sesioai on 'Iotrusion Detectioa eod is Iopect oo Otgmizatioos"
. Received Bcst Pre*rtatiod Av.rd
. CriclEt TourDeEEat
. Acb2rfr NzSrrinoa Uaiee6ity
. Played as aa all-rormder ia the College Team

. Received Bcst Catch Ar,".!d

Received Cash Ptize and Cenificate for Standing Cbss First i SSC

Received Best Project Awrrd io Degrec

fuceived Best Studetrt A{ad in Degree

. Erploring Codpttt t Networt Attides

. M!6ic

. Giclet

F.rher Occupadoa CEOFether Name Nar.al Tata
Mother N.me Simooe Tata Mother Occupatior House l7ife

2*12-2cn3 Blood Group B+veDate of Birth

Ratao Tata
Bodtbay Horrsg
Hodri Modi Strect
Murnbai - 400 001

Ad&€s

Dcda.ation-

I heteby solearoly dedarc fiat dl the above iaformtiro is co.rect to th. bcat of oy knorledge eod belief.

Phce:
Date:

Signatute

(R^TAN TATA)

Ufc Shill Courgca

ActiYities

Activig Nac
O.Barizcd Bt
Dcr€riptior
Aclicvfa.nrB

Achievements

Hobbics .

Hobbics



o 6SotHlssrortnArf of cotltelAIf ElrucAilota
Covernment of Andhra Pradesh

Resume

FIRSTNAME LASTNAME

Quali6catiod SpccielizatioE School/College Nemc
Ycar of
Paasiag

Marks
Perceata*e

ssc
Irtermedi.te
Degree
Others

Mobile: :ooooooooo<

E-Mail ID: :ooooooooooo<@guailcom

Naae of thc Coorsc

Cotrnrdity Scrskc
Prolcct {8 weeb}

Eigh \feck
IntcrasLip

S.ocatcr / Six
M@6s lrtcr.ship

Acr&ric Proiccts

Acadcoic Proicct



Sbll Devclopoeat
Courecs

. Plaat ouEery

. Solar Eoe!8,

. Dair!' techniques

. ODline Braitr€ss

. Huquo v"rlu€s and professiood erhics

. IaforD.tioa aod comlmication tccLaologies

. Ar lytical skils

. Eoviromle1lt Educatioo

Other Skils
e Commuaicatioo Shlls
o Teao buildine Skils

Positiotr Tid€,
Coomincc / Club
Naoc
Pcitnn Tidc,
Coaaitcc / Club
Naoc

Activity N.ae
Orgeaized By
Description

Achievements

Father OccuprtionFethcr Neoe
Mother OccupetionMother N.me

Datc of Bi.th Blood Group

Ad&ess

IMr.d6:

I hercby soleooly &clec ri.t dt d. rhov€ idfororrrim ir corcct to the best of oy loowhdge.od bdi.[

Place:

Date:
Sigoature

(FIRSTNAME I.ASTNAME)

Ufe Sbtr Cosrgce

&

Activities

A.airity N.s€
OB.!ir.d Bt
Dcicripdon
Aati<ecm.dtc

Achi

lloblic.

Hotbiet



FIRSTNAME LASTNAME

Find a responsible career opportunity where I can apply my knowledge and
skills while contributing to the groN{h ofthe company.

20n-20rx B.Sc. (M.P.CS.)
College Name
xx.xx%

20rr-20rr Intermediate (M.P.C.)
Collcge Name
xx.xx%

20rx-20rx SSC
School Name
xx.xx%

Month. Year -
Month. Year

Course Name
Offline/Online
Name of the Organizatiorv College

Designetion.
Name of the Organization.
. Responsibilty I

. Responsibilty2
o Responsibiltyl

Month, Yeer -
Month, Year

Communi Serrice Pro ect \lonth Year-\Ionth. Year
o Title of the Community Sewice Project
o Name & Address of the Community / Habitation
o Objective ofthe project in one line.
o A$ areness programmes conducted in one line.
o Major findings ofthe project in nvo lines.

Short-Term Internshi l'ear-\{ont YearIlon
o Title of the Intemship
o Name and Address ofthe Int€rn Organization
e Job Role during the Intemship
. Brief Description ofthe Activities
. Real-Time Skills (Technical/I\,Ianagerial/Communication) Acquired

I'ear-\Iont YearSemester-Term Internsh \lon t
o fitle of the Intemship
o Name and Address ofthe Intem Organization
o Job Role during the lntemship
o Brief Description of the Activities
o Real-Time Skills (Technical/I\,lanagerial/Communication)Acquired

. Project Title
o Name and Address ofthe Organization / lnstitution
o Brief Description ofthe Project
o Technologies/IoolsUsed
. Achievements and Outcomes

llfonth, Year -
IIonth, Year

CAREER OBJECTIVE:

EDUCATIONAL QUALIFICATIOI{S:

CERTIFICATIO]{ COURSI S:

PROFESSIONAL EXPERIENCE:

INTERI{SHIP PROJECTS:

AC,{DE IIC PROJECTS:

,)

II

l"l

I

;A coitmsstoiltRAlt 0f cotttGtAlt HlucATtoil

Government of Andhrr Pradesh

I
N

[,t!

Personal Info
Gender:

Female

Date of Birth:

0l-01-2000

Mrrital Status:

Single

Fether Neme:

Mr. Father Name

Mother Name:

Mrs. Mother Name

Address:

D. No./Flat No.,
Street Name,
Village/City Name,
District Name-PIN, A.P.

Mobile No:

+9lxxxxxxxx

Emeil-Id:

xxxxx@xxxxx.com

Skills:

o Plant Nursery
o Solar Energy
o Dairy Techniques
o Online Business
o Human Values and

Professional Ethics
o Information and

Communication
Technologies

o Analytical Skills
o EnvironmentEducation
r Commrmication Skills
r Team building Skills



. Achivenrent-l

. Achivement-2

. AchiYement-3

Month. !'ear -
]lonth. \'ear

o Role
. Organization Namc
o Any Achievements

EXTRA.CURRICULAR ACTI!'ITIES:

Declaration:

I solemnly declare that all the above information is conect to the best ofmy knowledge and belief.

Place:

Datr: Signature
(FIRSTNAME LASTNAME)

ACHIE\E}IENTS:

fi GoilMtsst0ilERtrt 0t coil.[GtATt toucAlt0t{
Go,lernnrent of Andhra Pradesh

Lanquages Known:

Telugu
Hindi
English

Hobbies:

. Listenrng Music
o Watching TV


