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Using ChatGPT to find your next great job 
Graham Phelps 
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I used this prompt 

act as an expert in job search and recruitment advice, please write a guide on how I 
can use ChatGPT to help me to apply for new jobs or promotions, please also list 20 
example prompts I can use in ChatGPT related to this topic 

And 

create an an reaslitic photo like image of a woman manager writing her cv late at 
night on a laptop 
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And got this result. 

Leveraging ChatGPT in your job search and promotion applications can give you a 
competitive edge. This AI tool can assist in various stages, from crafting bespoke 
resumes to preparing for interviews. Here’s how to make the most of ChatGPT, 
accompanied by 20 example prompts to get you started. 

Crafting Your Resume and Cover Letter 

1. Personalization: Tailor your resume and cover letter for each job application. 
Use ChatGPT to rephrase bullet points to match the job description's 
language. 

2. Clarity and Conciseness: Ensure your documents are clear and to the point. 
ChatGPT can help simplify complex sentences and maintain a low Fog Index. 

3. Feedback: Use ChatGPT to get a second opinion on your resume or cover 
letter. It can suggest improvements or point out areas that may need 
clarification. 

Preparing for Interviews 

1. Common Questions: Ask ChatGPT for common interview questions in your 
field. Practice your responses to enhance your confidence. 

2. STAR Method: Use the Situation, Task, Action, Result (STAR) method to 
frame your answers. ChatGPT can help you structure your responses 
effectively. 

3. Company Research: Get help from ChatGPT to research the company and 
its culture. This can prepare you to tailor your responses to align with the 
company’s values. 

Networking and LinkedIn 

1. Profile Optimization: ChatGPT can suggest improvements for your LinkedIn 
profile, making it more attractive to recruiters. 

2. Networking Messages: Draft personalised messages to potential 
connections. ChatGPT can help you craft engaging and professional 
messages. 

3. Content Creation: Generate ideas for posts or articles related to your field. 
ChatGPT can assist in drafting content that highlights your expertise. 

Negotiating Offers 

1. Salary Research: Ask ChatGPT for assistance in researching competitive 
salaries for your role and location. 
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2. Negotiation Phrases: Get suggestions on how to phrase your negotiation 
points. ChatGPT can help you communicate your value assertively yet 
politely. 

Continuous Learning 

1. Skill Development: Identify skills needed for your desired role and ask 
ChatGPT for resources or courses to improve these skills. 

2. Industry Trends: Stay updated on trends within your industry. ChatGPT can 
summarize recent articles or research findings. 

 

20 Example Prompts for ChatGPT 

1. "Rewrite my resume bullet point to match this job description: [Job 
Description]." 

2. "Suggest a strong opening line for a cover letter in the [Industry] sector." 

3. "List common interview questions for a [Position] role." 

4. "Help me answer the question, 'Tell me about a challenge you overcame' 
using the STAR method." 

5. "Draft a message to a LinkedIn connection in the [Industry] field for networking 
purposes." 

6. "Create a brief for a LinkedIn post about [Topic] in the [Industry] field." 

7. "Suggest ways to politely follow up on a job application via email." 

8. "Provide examples of how to ask about work-life balance in an interview." 

9. "How can I negotiate a higher salary for a [Position] position?" 

10. "List skills important for a [Position] role in [Year]." 

11. "Summarize key takeaways from the latest [Industry] report." 

12. "Draft an email asking for a recommendation from a former colleague." 

13. "Help me explain a career gap on my resume due to [Reason]." 

14. "Generate questions to ask at the end of a job interview for a [Position] role." 

15. "Assist in drafting a 'Thank You' email after an interview for a [Position] 
position." 

16. "Suggest phrases to use when declining a job offer." 

17. "How can I highlight my experience in [Skill/Area] on my LinkedIn profile?" 
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18. "Draft a professional bio for my LinkedIn summary focusing on [Key 
Achievements]." 

19. "Provide tips for maintaining a professional online presence." 

20. "Help me prepare a pitch about my achievements for a promotion to 
[Position]." 

Using ChatGPT smartly can streamline your job search or promotion application 
process, making it more efficient and tailored to your target roles. Remember, 
personalization and clarity are key in all communications. 
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