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Sajjan Siddique BA
Profile
Computer operator with BA degree, a Diploma in Information Technology and  experience of advanced use of MS Word, MS Excel, MS Powerpoint and MS Access. Hard working and conscientious. Fluent in written and spoken Hindi and English. 
Developed a new and innovative MS Access database for an International Recruitment agency which is still in use today.(This is his main selling point so is mentioned very early and prominently in the CV)
Seeking a challenging I.T. job with a major employer in the Delhi area (only say this if you are certain you want to stay in the Delhi area)  which will expand my skills and give an opportunity for career development.
Outgoing and friendly, I am the captain of my village cricket team (worth mentioning in the profile that you are captain as it illustrates the type of person you are).
I am available immediately for employment (this might be an important factor for some employers). 

Most Recent employment.
Computer Operator, Delhi International Recruitment Agency (DIRA). 

                                             July 2007- August 2008

DIRA is a major recruitment agency which places more than 800 candidates per annum in employment.

I was responsible to the Managing Director for inputting  and maintaining all records for 8000 job candidates, using MS Excel. I was also responsible for checking and validating all previous computer records to ensure they were accurate. I prepared all office correspondence in MS Word and was responsible for developing presentations in MS Powerpoint to explain and promote the role of DIRA.

· Developed a new MS Access database to improve tracking of job candidates. The database allows rapid identification of suitable candidates for particular jobs and gives up to date employment and availability status. This database is still now in use by DIRA.(Important to say as much as possible about this because it is Sajjan’s main ‘selling point’)
I left this job to begin my IT Diploma studies (be careful to explain any apparent career ‘gaps’).
Education

Diploma in Information Technology, Technical College of East Delhi.
September 2008- September 2009.

Subjects studied :

· Advanced MS Office Applications

· An introduction to Basic Programming Language.
· Advanced database development.
· Advanced Internet use.
· Future IT developments.
Sponsored 2 month project – “ Development of a database in MS Access to track sales of cars by the East Delhi Motor Company”.
Grade or marks achieved xxxxxxx

Batchelor of Arts,                          University of Delhi   September 2004-June 2007
Subjects studied:

· Information Technology

· English Language

· Indian History 

· Social Studies

· Etc

Final year Dissertation. “The role of Information Technology in the Development of Indian Society since 1990”

Grade Obtained- Second Class (Hons).
Delhi East Junior High School                                     September 1999-June 2004
Subject 1 Grade Obtained, 
Subject 2 Grade Obtained 

Etc

Additional Information

I spent three years in England from age 7-10 and so am fluent in spoken and written English.

I am keen on all sports and play cricket. I have been captain of my village team for the past two years.

I have a full driving license. 

Personal information:

Date of Birth                            9/5/1986
Nationality                               Indian
Home address                           xxx yyyyy zzzzzz    
E mail address                          siddique@yahoo.ind.net
Home phone number                12345678
Mobile phone number               91011121314
