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Resume Building and Verification Process 

 

Step 1. Put the following URL on any browser:  will be communicated shortly. 

Step 2: Login to the page using your LDAP ID and password. 

 

Step 3: Fill the entire form available. (details provided below) 

Step 4: Keep on saving the form on regular basis. 

 

Step 5: You can preview the resume generated by the resume builder any time you wish to by 

clicking on the Preview Button. 

 

Step 5: After filling all the details, click on Submit Button and wait for the verification process to 

complete.  You can apply for various jobs only after the verification process is completed. 
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Verification Process 

 

1. The schedule for the verification process will be communicated to you soon. 

2. Be ready with the scanned copies of all the documents.  

 

------------------------------------------Important Note------------------------------------------ 

 

Each entry in the resume builder should be supported by valid documents and should be 

kept ready to facilitate easy and fast verification. 

 

            ---------------------------------------------------------------------------------------------------------- 

 

Information about the various fields available 

 

Note:  

1. All the entries marked with * are compulsory to fill. 

2. The character limit of each field is marked alongside each field. 

 

A. Personal Details* 

S. 
No. 

Entry Description Example 

1 Name* Put your name in the space provided in Proper 
Case 

Ratnesh Pandey 

2 Roll No. * Write your 8 digit roll number here. 16004865 

3 Date of 
Birth* 

Select your date of birth from the calendar menu 
available. 

Select from the 
Calendar menu 
available 

4 Degree* Select your degree from the Dropdown available B.Tech. 

5 Discipline* Select your discipline from the Dropdown 
available 

Computer Science and 
Engineering 

6 Semester* Select your semester from the Dropdown available 7 

7 Batch* Write your year of admission in the batch field 2018 
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8 Institute 
Email* 

Write your institute email in this feild ratnesh@iitbhilai.ac.in 

9 Other 
Email* 

Mention your personal email other than the 
institute email here 

rpandey867@gmail.com 
 

10 Phone No. 
* 

Mention your 10 digit phone number  9424311996 

11 Present 
Address 

Write your present address here  

12 Permanent 
Address 

Write your permanent address here  

13 Dream 
Company 
(Only One) 

Mention the name of your dream company here. 
For dream company clause, refer to the placement 
policy. 

Microsoft 

14 Upload 
Resume 

1. You can upload your own resume in your 
own format here. 

2. Only pdf format is allowed. 
3. You can re-upload the document again 

yourself whenever you feel so. 

 

 

Example 

 

B. Educational Qualifications* 

Put your educational qualifications right from 10th to your highest degree in reverse chronological 

order (latest first). 

mailto:ratnesh@iitbhilai.ac.in
mailto:rpandey867@gmail.com
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S. 
No. 

Entry Description Example 

1 Qualification Mention the name of the degree/class M.Tech., B.Tech., 
12th , 10th  

2 Subject/Specialization 1. Applicable to schooling (only 10th 
and 12th) 

2. Write your major subjects you did. 

Physics, Chemistry, 
Mathematics, 
English etc. 

3 University/Board 1. For the latest degree, write IIT Bhilai 
2. Write the name of your Board for 

schooling. 

IIT Bhilai, CBSE, 
ICSE. 

4 Institute/School 1. For the latest degree, write IIT Bhilai 
2. Write your school name for 

schooling. 

IIT Bhilai, DPS Bhilai 

5 Year 1. Write your year of passing for the 
corresponding graduation/schooling. 

2021, 2017,2015 

6 Discipline 1. Applicable to Graduation/Post 
graduation 

2. Write your discipline here 

Computer Science 
and Engineering 

7 Marks/GPA/CGPA Write your percentage, GPA/CGPA obtained 
in graduation/schooling 

90%, 8.5 
 

 

Example 

 

C. Technical Skills (500 characters) 

 

1. Put the names of your technical skills you possess along with the comments (if any). 

2. You can keep on adding rows and add new skills. 

Example: 
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D. Scholastic Achievements: (500 characters) 

1. Place the information about your scholastic/academic achievements in the space provided 

along with the year. 

Example 

 

 

E. Internships (500 characters) 

1. List out all the internships you have pursued along with the duration. 

Example 
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F. Positions of responsibility (500 characters) 

1. Write description about your positions of responsibilities (if any) in the space provided along 

with the duration. 

 

Example 

 

 

G. Work Experiences (500 characters) 

1. List out your work experiences here, if any 

Example 
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H. Projects (500 characters) 

1. This is an important field as this could be of special interest to the recruiters. Hence Projects 

field should be carefully and diligently filled.  

2. Write the Project name and Description in the space provided along with the duration. 

 

Example 

 

 

I. Extracurricular activities (500 characters) 

1. Put the information about the extracurricular activities here.  

Example 
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J. Strengths (500 characters) 

1. List out your strengths in the space provided.  

Example 

 

 

K. Publications (500 characters) 

1. Mention the list of your research publications, if any. 

Example 

 

L. Others (500 characters) 

1. Put any other information in this field, which you feel is suitable to furnish to the recruiters 

and is not listed above. 

Example 
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For any assistance/queries, contact at: 

 
Ratnesh Pandey 
(Outreach Team) 
Mob. 9424311996 
Email: ratnesh@iitbhilai.ac.in/outreach@iitbhilai.ac.in 


