Instructions: Below you will find one strong master prompt that you can reuse every time you apply for a job. You can use the AI bot of your choice and then upload your A2 Achieve Working Resume and the job announcement. Then copy and paste the below prompt. The AI you chose to use should produce an application-ready, targeted resume. You will need to transfer the content into a document and format it to your preference. Make sure to review the content for accuracy before using. 
Using the A2 Achieve Working Resume I uploaded and the job announcement I uploaded, create a targeted resume for this specific position.
The Working Resume is my source document. The job announcement tells you what to emphasize. Your job is not to reinvent my career or make me sound more impressive than I am. Your job is to identify the parts of my actual experience that are most relevant to this employer and make those connections easy to see.
Read the entire job announcement first. Determine what the employer is really hiring this person to do, not just which keywords appear most often. Pay particular attention to the responsibilities, problems this person will be expected to solve, level of authority, leadership expectations, required experience, preferred experience, systems or technical knowledge, industry requirements, and repeated themes.
Then review my Working Resume against those requirements.
Build the targeted resume around the strongest legitimate overlap between what the employer needs and what I have actually done.
Do not invent, assume, exaggerate, or fill in missing information.
Do not give me a responsibility, accomplishment, skill, system, credential, certification, degree, title, team size, budget, financial result, client, industry, or metric that is not supported by my Working Resume.
Do not change my official job titles to make them match the posting. If my official title does not fully communicate my scope, you may use an accurate functional descriptor beneath it, but the official title must remain intact.
Do not automatically add every keyword from the job announcement. Use the employer's terminology when it accurately describes work I have actually performed. If the job announcement asks for something I have not done, leave it out rather than trying to make another experience sound like the same thing.
Use stronger evidence instead of stronger adjectives.
For example, showing the size of a business, financial volume, number of clients, number of projects, contract volume, team scope, systems implemented, geographic reach, or measurable improvement is more useful than calling me strategic, accomplished, dynamic, innovative, exceptional, or results-driven.
Keep my professional story coherent.
My broader career direction is senior business operations leadership. My experience includes business operations, finance and operations, commercial strategy, enterprise systems, project-based business operations, process improvement, organizational infrastructure, risk, compliance, HR administration, and executive partnership.
Do not position me solely as an accounting or finance professional unless the specific opportunity is clearly a Finance & Operations role and the job announcement makes that emphasis appropriate.
If the position is primarily Business Operations, emphasize organizational growth, scalability, process improvement, enterprise systems, cross-functional leadership, commercial operations, operating structure, and executive partnership.
If the position is primarily Finance & Operations, bring forward financial volume, monthly and annual close, cash and liquidity, forecasting, WIP, receivables, project economics, financial reporting, enterprise systems, commercial terms, and the connection between finance and business operations.
If the position is COO or executive operations focused, emphasize organizational scope, decision authority, growth, operating infrastructure, executive partnership, people leadership, enterprise systems, commercial responsibility, risk, and cross-functional execution. Do not imply that I have experience such as full companywide P&L ownership, large-scale executive-team management, extensive board responsibility, or other executive experience unless it is specifically documented in my Working Resume.
For any other position, determine the appropriate emphasis from the job announcement while keeping my overall career story intact.
My current title, Director of Client Finance, can create a perception that my experience is narrower than it actually is. Make sure the content underneath the title clearly communicates the broader scope of the work documented in my Working Resume. Do this through evidence, not by inflating the title.
The resume should show progression. My career should make sense as a continued move toward broader responsibility for how businesses operate. Do not make my earlier work look unrelated simply because it occurred in a different industry.
Prioritize my most recent and most relevant experience. Give significantly more space to my current position than to older positions. Keep earlier experience concise while retaining enough information to establish my career history and the foundation of my business-operations experience.
Within each position, put the most relevant and important accomplishments first. Do not simply preserve the order used in my Working Resume.
Whenever appropriate, convert responsibilities into stronger evidence-based statements that show scope, ownership, decisions, problems solved, changes made, or business impact.
Use metrics already contained in my Working Resume when they strengthen the match to the position. Do not manufacture precision where the source uses an approximation or range.
Do not cram every accomplishment from my Working Resume into the targeted resume. This is a selection exercise. Include what strengthens my candidacy for this particular job and remove material that distracts from that story.
At the same time, do not strip so much context away that my breadth disappears. One of my strengths is understanding how operations, finance, contracts, systems, projects, cash flow, risk, clients, and people affect one another.
Write a professional summary specifically for this position. It should immediately establish the level at which I operate, the areas of my background most relevant to this role, and two or three pieces of evidence supporting that positioning.
Do not begin the summary with "Results-driven," "Dynamic," "Seasoned," "Highly accomplished," "Strategic leader with a proven track record," or other generic resume language.
Do not use an objective statement.
Create a focused Core Expertise section using approximately 12–18 skills or areas of expertise that are both important to this particular job and supported by my actual experience.
Do not turn the Core Expertise section into a list of every keyword in the job posting.
Write accomplishment-oriented experience bullets. Avoid repeatedly starting bullets with "Responsible for," "Helped," "Assisted," or "Worked with" when my actual level of ownership supports a stronger and more accurate verb.
At the same time, preserve distinctions between things I led, owned, managed, supported, influenced, or participated in. Do not change "supported" into "led" simply because "led" sounds better.
Use plain, intelligent, credible language. The resume should sound like an experienced professional wrote it with a very good understanding of her own career.
Do not use corporate clichés, inflated executive language, marketing copy, or obvious AI phrases.
Avoid unnecessary constructions such as "leveraged," "spearheaded" everywhere, "at the intersection of," "uniquely positioned," "instrumental in," "demonstrated excellence," "proven ability," or "track record of success" when a specific fact can make the point more clearly.
Vary sentence structure naturally.
Optimize for ATS compatibility without making the resume sound like it was written for a computer. A human hiring manager should be able to skim it and immediately understand why my background is relevant.
Use the terminology from the job announcement naturally where it matches my experience. Do not keyword stuff.
Keep important recognizable systems, tools, functional terminology, and technical knowledge when they are relevant to the position.
Technical skills should be curated for this application. Do not include every system in my Working Resume if it adds no value for this job.
Education should remain accurate and concise. Do not attempt to compensate for the field of my degree or explain it inside the resume.
Do not add a volunteer, awards, certification, professional association, publication, or leadership section unless information supporting it exists in my Working Resume and it materially strengthens this application.
Do not include references or "References available upon request."
Do not include a career objective.
Do not include a photograph, age, marital status, or other personal information that does not belong on a professional resume.
Do not use tables, text boxes, columns, graphics, icons, rating bars, or decorative elements.
Aim for a strong two- to three-page senior-level resume depending on how much relevant experience this particular position requires. Do not reduce valuable evidence simply to force an arbitrary page count.
Use this general order unless the job announcement gives you a compelling reason to adjust it:
Name and contact information
Targeted professional title
Professional summary
Core expertise
Professional experience
Technical skills
Education
Before writing, silently compare the job announcement with my Working Resume and determine:
What this employer appears to care about most.
Which parts of my experience provide the strongest evidence.
Which qualifications I meet directly.
Which requirements are supported by transferable experience but should not be presented as identical experience.
Which requirements I do not appear to meet.
Which parts of my Working Resume should receive more emphasis.
Which parts should be minimized or removed for this application.
Do not show me that analysis unless I specifically ask for it.
Then write the targeted resume.
The final response should contain the resume only. Do not explain your choices. Do not give me resume-writing advice. Do not summarize the job posting. Do not tell me that you tailored the resume. Do not add notes before or after the resume.
Most important: make me easier to understand, not more impressive on paper. If stronger wording conflicts with accuracy, choose accuracy. If a keyword conflicts with my actual experience, leave out the keyword. If a claim would require you to assume something, do not make the claim. The finished resume should be the strongest truthful version of my actual background for this particular opportunity.

