
Employability & applying
for work - using AI  



There are a few documents you may
need in life and a few things you would
do on a day to day basis. 
CV & Cover Letter 
Professional letters/emails 
Will
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Creating Documents

Sometimes these can be hard to create on
your own, so we are going through how to
use AI assistance to help you with difficult
situations for each of these. We will also be
providing you with a template and some
examples 
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CV & AI
assistance

AI is a powerful tool, a CV is necessary
to applying for jobs and something you
need.

We have provided a CV template for
you to use, but you can also use AI to
help not only answer and fill the
template, but to create you own. Here
is an example picture showing some of
what it provided.
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Word has some available to you
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Now it may provide you with what you
need, but making it look good is up to
you. You need to make sure that is
looks professional, so whether you
google some examples or use our
template.

Do not rely on AI to do every little bit
for you. Make sure to make changes
yourself.

If you aren’t happy with the ones on
Word, we have provided one for you.

CV



As you go through each
part, we have placed text
in red to help you to fill it
out as seen in the picture
to the left.

Once you have done this
yourself, you can use AI to
help you fill out the rest
and make changes
yourself as you see fit.
Make sure you are
specific and tell the AI
what you want and give
the examples, as seen in
the image to the right
once again.
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Anything you may need; AI can
assist you with. But as we have
stated, do not always trust it
fully. Make sure to proofread,
see if it sounds like you and that
you understand what it has
used. It is a useful tool but
cannot always fully do the job
for you.

Have a go with it, understand
how it works and use it to your
advantage.
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Cover Letter
A Cover letter is important
and goes with your CV

This is a specific letter that
you write to your potential
employer, giving them a bit
more information regarding
yourself and discussing a
few points.

Once again we have
provided an example, but AI
can also assist you here as
well.
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If you follow the template we have provided or do
your own, you can use AI to help fill in the gaps.
We have provided some examples from the Cover
Letter template that showcases how it can be
done.

As stated before, AI is not perfect. I was only
looking for a starting part of my letter. So roughly
50-100 words. But this has given me a whole
letter. That is ok though, I will take and choose
what I like out of this, put it together, change
some of the words to my own and I will have my
Introduction. It has made my life easier as I can
use the information it has provided to create my
own Introduction.
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Once again, we can pick and choose what we use. Make
sure with each of these, you use what you can to help you
out. Follow our examples or change them for your own
results.
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Tips for Careers – Seek helpful links

https://www.seek.com.au/career-advice/?
fbclid=IwAR0mX2W53borRdNx3rIyXZS_1fARD0Of7qYZL6RxdbfIZgRVhVNg5M__lTo 

https://www.seek.com.au/career-advice/article/free-cover-letter-template?
fbclid=IwAR09JCcsES2l_OAIKwWE-NJtn3dBukgjVcBRWGB_c_rVWhceSo7rznt_470 
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Professional letters and emails can be
hard, but AI can help you to do a lot of
the formatting and even explain it to
you step by step. It is important to be
able to use these skills in a workplace
and even when applying and sending
letters/emails on behalf of the
workplace.

Professional
Letters/Emails
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AI can once again help us out
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With a professional letter, usually
your business would have one
ready to go that you would fill in.
However, if not, make sure to check
with your boss that the formatting
is ok to use.
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Sometimes writing emails can
be hard, especially if it is not
coming out the way you want
it. AI can help to reword and if
you tell it how you want it to
sound, it will help. Remember
to check if you like it and make
changes before sending it.
Proof read, do the usual things.
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Any Questions? 

S f b Li H I i l L d
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