SUMMARY	CHRIS S. CYBER

phone number
chriscyber@gmail.com
website, LinkedIn,github etc. 

If you decide to use this section, keep it short and relevant! A few sentences or a short paragraph. Make sure it reflects your brand and is interesting to the reader (which means, you may have to update it depending on the job you are applying for). Make sure you show your professional value to the reader.
EDUCATION		Comment by Rebecca Andersen: Put your education near the top if you are a current student or recently completed a degree. If you are an experienced professional, typically place education at the end of the resume unless this degree will open the doors for you.  	Comment by Rebecca Andersen: If you right click on the heading and go to “paragraph”, you will see that I have set 12pt space to be before each heading (with exception of the first heading, which was done differently). 
University of California, Berkeley – Master of Information and Cybersecurity 	Anticipated 2021
RELEVANT COURSES: If you list relevant courses, be sure the titles make sense to the reader! Don’t list a course they wouldn’t know!  Another section you could list instead of relevant courses is “focus areas”; if you do this section, be sure that your focus areas make sense together and don’t paint a picture of you as “unfocused”. You may also consider highlighting course projects and Capstone.
University of Wisconsin, Madison – Bachelor of Computer Science	2010	Comment by Rebecca Andersen: If you right click on the first line in each subsection after the first on, you will see I put a 3pt space between subsections.  
CERTIFICATIONS		Comment by Mary McHale: 
Certified Information Systems Security Professional (CISSP), (ISC)2	Date
Certified Ethical Hacker (CEH), EC-Council	Date
Security+, CompTIA	Date
TECHNOLOGY SKILLS AND TOOLS		Comment by Rebecca Andersen: How should your order sections such as Certifications, Skills & Tools, and Experience? I would order them most relevant/interesting to least relevant/interesting. 
· 
Programming: list your programming languages	Comment by Mary McHale: You can make this more readable by using categories as per this example.  You may have other categories such as Productivity Software, Databases, etc-that’s fine-just use the terms generally used 
Security: list the security software you have experience with
Operating Systems: list the operating systems you have worked in
PROFESSIONAL EXPERIENCE		Comment by Rebecca Andersen: This can be paid or volunteer. As long as it’s relevant!
Business Name, City, State
TITLE	date – date	Comment by Rebecca Andersen: 	Comment by Mary McHale: Recruiters prefer dates easily viewable and right justified but you can put them elsewhere, just be consistent. You can bold them or regular font format.

	Comment by Mary McHale: 
· List your jobs from most recent to least recent. 	Comment by Mary McHale: You can show that you were promoted/gained new responsibilities by just listing company once with overall dates of employment and then the job titles and the dates of each position. This will save lines and make your promotions and role changes more readily noticed.


· If you’ve been at one job for a long time or have a LOT of experience there (i.e., a lot of bullets), you can break up the bullets by subheadings such as “leadership & innovation”, “technical skills”, “projects”, etc. 
· Start your descriptions with action verbs! Use implied first tense. Pay attention to verb tense- use present tense for your current job, and past tense for previous jobs. 
Business Name, City, State	
TITLE	date – date	Comment by Rebecca Andersen: Be sure when you using dashes that they are all the same size/format!
· The most important thing you should do when writing your descriptions is to showcase your strengths, skills, and accomplishments. Do NOT just write what you did (i.e., what you were responsible for, what tasks you completed). Always include some element of why you did it, or how you did it, or who you did it with (i.e., how you collaborated or communicated), or what impact you made. 
· Make sure descriptions are action oriented and talk mostly about what you did, not what the product was or what the project accomplished. Spoon-feed the reader; spell out why it is relevant. 
Business Name, City, State
TITLE	date – date	Comment by Mary McHale: After a few years of work experience you will probably need to use 2 pages.  
· A good article to read to gain information about what to put in the description can be found here: http://ti.me/1iEKMdM 
