Lake Grove
[ ] JOB SEEKERS mmmmn

HOW TO USE Al IN YOUR JOB SEARCH:

Write more persuasively, research more effectively, and save time, so that you can
use your human skills where they are needed most!




Al MEANS NEW TOOLS FOR YOUR TOOLBOX

v' Generate ideas when you are stuck
v" Improve the quality of your work

v Increase confidence that your search is
based on best practices

v’ Increase your efficiency



EMBRACING Al AT WORK IS INEVITABLE

v' Employers are choosing candidates with Al skills
v" Proof that you are a lifelong learner

v' Combats ageism

v’ Differentiates you from others who don’t adapt

v Saves time on busy work and boosts productivity



15 In-Demand Skills Defining the Future of Work

LinkedIn's analysis has identified these in-demand skills gaining momentum in the job

market:
Source: Linkedln 2025
Al LITERACY 1. Al Literacy
. Conflict Mitigation
IS THE #1
S . Adaptability

IN-DEMAND
SKILL IN 2025

LN

. Process Optimization

. Innovative Thinking

. Public Speaking

. Solution-Based Selling

. Customer Engagement & Support

o 8 1 o W,

. Stakeholder Management

10. Large Language Model (LLM) Development & Application
11. Budget & Resource Management

12. Go-to-Market (GTM) Strategy

13. Regulatory Compliance

14. Growth Strategy

15. Risk Assessment

© Lake Grove Job Seekers



HOW HAVE YOU USED AITO
INCREASE THE SPEED OR QUALITY
OF YOUR SEARCH?



U.S. Departn'iént of Labor’s

Al Literacy Framework

1. Capabilities and Limitations

2. Relevant Use Cases Foundational Content Areas of Al Literacy

3. How to Prompt and Add Context
4. How to Evaluate Output

Understand
Al
Principles
° Understanding Al's core Directly exploring Understanding how to Assessing Al-generated Using Al In ethical and
5 ° H OW to U s e I t Re s p O n s I b ly concepts, capabilities, differant Al toals and provide the right context results for accuracy SRCUR Wiy, pratecting
and limitations, creating redeuant use cases, and o Al and how ta create and relevance, ard critical infarmation, and

the foundation for how Al can complerment clear prompts that uriderstanding how to ansuring accountahility

effective use human expertise produce effective cutputs Itesate on Al outputs for oubcomes
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Capabilities and Limitations

Al IS USEFUL, BUT NOT:
X Magic

X Insightful

X Comprehensive

X Always a time-saver

X Smarter than humans

ALSO BEWARE:
X Hype

X Analysis Paralysis
X FOMO*

* Fear of missing out!

© Lake Grove Job Seekers

CAUTION -- Al CAN BE:

X Biased
X Wrong

X Hallucinatory
X Robotic
X Lazy (!)




Capabilities and Limitations

Al Tool

ChatGPT

www.chatgpt.com/

Claude

Claude.ai
Prompt Library

Perplexity

www.perplexity.ai/

Gemini
gemini.google.com/app

Copilot

copilot.microsoft.com

Gemini Notebook (Google)
notebooklm.google/

© Lake Grove Job Seekers

The original and still the leading tool. Impressive conversation capabilities including
mock interviews in voice mode. Connected to the internet but not by default - must
select. The default for many but not always the best choice.

Scores best for writing tasks thus extremely useful in a job search. Also excels at
coding. Can link to NotebookLM, create and edit in Word including tracked changes.

Excellent research tool for the most recent citations. Cites all sources for easy follow-
up research. Choose Deep Research for a more detailed analysis.

Google ecosystem. Good tool for research with Deep Research Option, has citations.
Can send writing projects to Google docs.

Biggest advantage is availability on the Microsoft ecosystem.

“Your Al-powered research partner.” A comprehensive system with many job search
applications.

https://www.zdnet.com/article/best-ai-chatbot https://www.tomsguide.com/news/chatgpt 8


https://chat.openai.com/
https://claude.ai/
https://docs.anthropic.com/en/prompt-library/library
https://www.perplexity.ai/
https://gemini.google.com/app
https://copilot.microsoft.com/
https://notebooklm.google/
https://notebooklm.google/
https://careersherpa.net/6-ways-notebooklm-ai-streamlines-your-entire-job-search/
https://careersherpa.net/6-ways-notebooklm-ai-streamlines-your-entire-job-search/
https://www.zdnet.com/article/best-ai-chatbot
https://www.zdnet.com/article/best-ai-chatbot
https://www.zdnet.com/article/best-ai-chatbot
https://www.zdnet.com/article/best-ai-chatbot
https://www.zdnet.com/article/best-ai-chatbot
https://www.tomsguide.com/news/chatgpt

Capabilities and Limitations

REFINE YOUR SETTINGS a

" There are MANY setting options now

» If you set up your accounts a while ago, go back and review Settings in all of them.

= Settings can save you time

» Provide information about you and your goals
» Describe your writing style | select writing style defaults | share writing examples

» Provide custom instructions about how you want the model to behave

= Don’t neglect Privacy settings

» Do you want your results to be used to improve the model?

=" Free couldn’t last forever: Check Advertising settings on ChatGPT

See Resource section at the end for details on Settings, Use Cases, and Special Features by Al Tool

© Lake Grove Job Seekers 9



Capabilities and Limitations

Add these instructions to ChatGPT/Claude or use the link below for more detailed instructions:

1. NEVER mention that you're an Al.

2. Avoid any language constructs interpreted as expressing remorse, apology, or regret. This includes phrases like 'sorry', 'apologies’, 'regret,
etc., even when used in a context that isn't expressing remorse, apology, or regret.

3. If events or information are beyond your scope or knowledge, respond by stating 'l don't know' without elaborating on why the information is
unavailable.

4. Refrain from disclaimers about you not being a professional or expert.

5. Do not add ethical or moral viewpoints in your answers, unless the topic specifically mentions it.

6. Keep responses unique and free of repetition.

7. Never suggest seeking information from elsewhere.

8. Always focus on the key points in my questions to determine my intent.

9. Break down complex problems or tasks into smaller, manageable steps and explain each using reasoning.

10. Provide multiple perspectives or solutions.

11. Ask for more details to confirm your understanding before answering if a question is unclear or ambiguous.

12. If a mistake is made in a previous response, recognize and correct it.

13. Always be VERY CONCISE when | ask you a question. Omit needless words. Vigorous writing is concise. A sentence should contain no
unnecessary words, and a paragraph should contain no unnecessary sentences.

On the LGJS website in Essential Tools: Custom Instructions to Cut and Paste

© Lake Grove Job Seekers 10


https://lakegrovejobseekers.org/assets/uploads/documents/AI-Writing-and-Formatting-Rules.docx

Capabilities and Limitations

TRY MULTIPLE TOOLS

= Try tasks with different models to explore your options:
» For writing tasks: Use ChatGPT and Claude

= Keep asking follow-up questions

» For research tasks: Use Perplexity, Gemini, and Gemini Notebook

®= Explore the cited source links provided

= |nput a well-crafted prompt

" Don’t be afraid to experiment

These tools are evolving, adding (and removing) features to differentiate themselves,
so trying several may be helpful. You will get different, more robust results.

© Lake Grove Job Seekers 1



Capabilities and Limitations

UNDERSTAND THE RANGE OF CAPABILITIES

The same underlying model (ChatGPT, Claude, Gemini) can act as a

quick chatbot, a repeatable process, or a full workflow, depending on how it's set up.

Basic Chatbot

One conversation, no memory

Best for a one-off questions,
not something you'll repeat

Rewrite a bullet, tighten a
summary, or explain jargon in a
posting on the spot

Practice one interview answer
or brainstorm talking points for
tomorrow's call

Repeatable Tasks

For processes you repeat

Saved instructions and
context carry over, so the
same steps run the same way
every time

Keeps formatting rules, tone,
and scoring criteria consistent
without retyping them

Good fit for interview prep or
resume customization

Connected Workflows
Links multiple steps and tools

e Runs multi-step jobs across
files and tools without you
driving each step by hand

e Turns hours of manual
searching into a few minutes of
review

e Screens a batch of job
postings against your resume
overnight, ranked and ready by
morning



Capabilities and Limitations

Teal
tealhqg.com/

CareerFlow
careerflow.ai/

Jobright
jobright.ai

Lavender
lavender.ai

Quillbot
quillbot.com

Simplify and Huntr
simplify.jobs huntr.co

© Lake Grove Job Seekers

A comprehensive resource with multiple functions. Document creation, tracking,
and applications in one place. Free Al resume help, plus a paid tier.

A growing resource with resume review, LinkedIn profile review, and job tracking.
Also includes a tool to find recruiters and hiring managers.

Upload your resume and LI URL and get personalized job recommendations with
estimated fit. Customize your resume to the job and find connections.

Email marketing tool to increase response rates that is completely free to job
seekers.

An Al-powered tool to help refine your writing. Has a Humanizer feature to ensure
your writing doesn’t sound like a bot. Chrome extension.

Helps to autofill job applications and automatically track applications you
submit, all for free

13


http://www.tealhq.com/
https://www.careerflow.ai/
https://jobright.ai/
http://www.lavender.ai/
http://www.quillbot.com/
https://simplify.jobs/
https://huntr.co/

How to Prompt and Add Context

Use More Complex Prompts + Context to Improve Results

You don’t need complex prompts for simple questions, but if you aren’t getting the results you want, refine them

THE AI’S ROLE Tell the model its role: “You are a software engineering recruiter.”
Optional for quick prompts; helpful for more detailed ones.

YOUR GOAL Specify your goal: “| need to write a brief Summary section for my resume to
highlight my unique value.”

INSTRUCTIONS Provide clear, detailed instructions: “The Summary should briefly connect my
experience to the employer’s requirements and include 2-3 relevant achievements.”

OUTPUT FORMAT Specify the output: Do you want bullet points? A table? Short paragraphs?
Is there a word limit? Do you want one version or 3 versions you can compare?

EXAMPLES Provide an example of the desired output if you have one.

CONTEXT INPUT Provide inputs as context: your resume, LinkedIn profile, job posting(s),
Self-Assessment Summary, About Me documents, and more.

Ask it to question you: “If my request is vague, ask clarifying questions first.

QUESTION ME Do not answer until then.”

CONSTRAINTS What you don’t want: Be direct. | want your honest assessment, not a balanced “it depends.”

Johannes Sundlo; OpenAl https://platform.openai.com/docs/guides/prompt-engineering?utm_source=substack&utm_medium=email;
https://arxiv.org/pdf/2312.16171v1.pdf?utm_source=www.theneurondaily.com&utm_medium=newsletter&utm_campaign=26-prompting-hacks

© Lake Grove Job Seekers 14


https://platform.openai.com/docs/guides/prompt-engineering?utm_source=substack&utm_medium=email
https://platform.openai.com/docs/guides/prompt-engineering?utm_source=substack&utm_medium=email
https://platform.openai.com/docs/guides/prompt-engineering?utm_source=substack&utm_medium=email

How to Prompt and Add Context
]

Ask Al to Create/Refine a Prompt OR If It Needs More Information

THE AI’S ROLE You are a resume writing expert who specializes in making bullet points credible, specific, and human-sounding.
YOUR GOAL I'm going to give you my existing resume bullet points. Your job is to rewrite each one so it:
INSTRUCTIONS 1. Shows measurable impact (humbers, percentages, timeframes, scale — even rough ones like "~50%" or "reduced from ~3

days to same-day")
2. Includes specific evidence of HOW you achieved the result (tools, methods, team size, context)
3. Sounds like a real person wrote it, not a job description template

DO NOT use generic corporate language like: drove, spearheaded, leveraged, synergized, utilized, facilitated, or "responsible
for."
DO use active, precise verbs: built, cut, negotiated, wrote, shipped, trained, closed, fixed, launched.

OUTPUT FORMAT For each bullet, show me:

- Your rewrite
- A 1-line note on what you changed and why
- Afollow-up question if you need more specifics to make it stronger

QUESTION ME If a bullet is too vague to improve without more information, say so directly and ask the right question.

CONTEXT INPUT List provided by Claude (not shown)

© Lake Grove Job Seekers 15



Relevant Use Cases

JOB SEARCH Al USE CASES

Refine Your Resume

Draft Networking Emails
Decode Job Postings

Brainstorm Skill Keywords

Optimize LinkedIn
Profiles

Research Target
Companies = S
Find Career Alternatives e ; ,

© Lake Grove Job Seekers

Prepare for Interviews and

Salary Negotiations

For even more use cases see Extras at the end

16



Relevant Use Cases St/
Strvaarllug:hs -

Proposition

K,

ds/
Goals Values
Jobs and Financial and
Industries Other Needs

Explore career alternatives

Provide a detailed description of your professional situation, educational background,
skills, interests, and values. The more information you give, the better it can tailor its career
guidance.

You are an award-winning career counselor. | am passionate about environmental conservation and value work-Llife
balance. | am exploring a career change. | have a bachelor's degree in computer science and have been working as a
software developer for five years. My current hard skills include programming in Python, Java, and C++, while my soft skills
include problem-solving and teamwork. Create a list of possible industries and careers within those industries for me to
explore. Provide details on why you think they are a good fit.

= Be sure to take this information as a STARTING POINT only.

= Ask follow-up questions (it’s a conversation!) Use different tools to get different answers.

© Lake Grove Job Seekers 17


https://lakegrovejobseekers.org/get-started/self-assessment

Relevant Use Cases

Gain a deeper understanding
of your value and fit
with this prompt -

Make sure your resume include all your

achievement-focused bullet points!

The output:

v" Your strongest qualifications --
with evidence

v'  Avalue proposition you can use
throughout your search

v'  Alist of target roles

Save the output to use in

later prompting!

© Lake Grove Job Seekers

Assume the role of a career coach who specializes in translating a resume into a clear, evidence-
based picture of what a candidate has to offer.

Review my attached resume. [Upload base resume]

Build a detailed "qualifications profile" that captures what | bring to the table, not what I'm looking
for. Cover these categories:

1. Core competencies (the skills | can point to with real evidence, not just skills listed on the
resume)

Quantified achievements (specific results with numbers, scope, or scale)

Domain expertise (industries, functions, or subject areas where | have real depth)
Seniority signals (scope of responsibility, budget, team size, reporting line)

Credentials and qualifications (degrees, certifications, licenses)

Transferable skills (things that apply outside my most recent role or industry)

Unique differentiators (the combination of things that make my background less common)
Target role titles I'm realistically qualified for right now (not aspirational, qualified)

Gaps or stretch areas (things a hiring manager might flag as missing)

© ® N Ok 0N

For each category, don't just list generic terms. Pull direct evidence from the resume. If something
is vague or thin (for example, "led cross-functional projects" without scope or outcome), ask me a
follow-up question to get the specific detail before including it in the profile.

When you've gathered enough detail, produce:

1. Aprioritized list of my strongest qualifications, ranked by how differentiating they are

2. A specific, evidence-backed definition of what | bring for each category above

3. Avalue proposition that fits the formula “I help [target audience] to [pain point solved] by [how

| am uniquely suited to solve that problem]. Fill it in by answering these questions: Who
benefits most from my work? What problem do | solve repeatedly? What skill enables that?
What result/outcome does it create?

A list of 3-6 target role titles I'm qualified for today, with a one-line rationale for each

If you need more information to produce this, ask me first.

Share the output as plain text in this conversation as well as in a .md file | can download called
"my-qualifications-profile.md".



Relevant Use Cases

Conduct a digital informational interview

Ask it questions (one by one) you might ask someone in your target field or industry:

You are a long-time employee in a government agency. | am currently a purchasing manager for a manufacturing
company. | am considering moving into the government sector which | believe is more regulated, but | need more

information.

* How are purchasing jobs similar or different in the government sector?

* What are some typical job titles for purchasing in the government sector?

* How importantis itto have experience in government to get a job in purchasing?
* Arethere any helpful certifications | should consider?

Ask follow-up questions; clarify when necessary

© Lake Grove Job Seekers 19



Relevant Use Cases

Brainstorm a long list of skill keywords

Add to your base resume and LinkedIn Profile

You are a recruiter with extensive experience writing job descriptions. | need information about the most
frequently mentioned skill and experience keywords to help me optimize my resume and Linkedln
Profile. Generate a list of common keywords and phrases found in a set of job postings for [specific job
title(s)] in the [industry] industry. Search closely related job titles as well.

Output: State the job titles you used to find keywords. Then, generate a long list of keywords. Create
Skill categories when it makes sense. Name the category and then list sub-skills in that category. End
with a list of High-Value Resume Keywords (the most frequently appearing).

1. Use multiple platforms
2. Review the results; select the skills that apply to you
3. Add skills to your Base Resume and LinkedIn Profile

© Lake Grove Job Seekers 20



Relevant Use Cases

Brainstorm job titles

You are a recruiting expert. | am a [technical
program manager] in the [semiconductor]
industry. My resume is attached. Provide a list of
alternative job titles that are used for this
function in [semiconductors] or other related
environments. Do not invent job titles, use only

titles from currently posted jobs. Provide an
overall description of each job title. m

Job titles have changed a lot in the
past few years.

Make sure you understand the

breadth of roles available to you
(but check accuracy!)

These are partial Results for Technical
Project Manager / Semiconductors -

© Lake Grove Job Seekers

1. Core Silicon & Hardware Execution Titles

Engineering Program Manager (EPM) / System Silicon EPM

Where it’s used: Apple, consumer electronics-adjacent silicon teams.

Overall Description: This role sits at the intersection of custom silicon design and system-
level integration. Rather than just focusing on the chip itself, a System Silicon EPM ensures
that the chip architecture satisfies the constraints of the final product (e.g., iPhone, Mac,
server). They coordinate architecture reviews, specification sign-offs, and track
validation/qualification milestones across the silicon development lifecycle.

Hardware Program Manager - Custom Silicon

Where it’s used: NVIDIA, AMD, hyperscalers building custom chips (Google, AWS).

Overall Description: This title is heavily focused on the core hardware and ASIC development
lifecycle. These managers handle the end-to-end coordination between internal engineering
groups, marketing, and external silicon foundries or IP providers. Responsibilities typically
include tracking complex ASIC programs, managing memory subsystems (like HBM or LPDDR
integration), and handling high-speed interfaces from initial requirements to silicon delivery.

2. Specialized Lifecycle Titles

IP Engineering Program Manager / Global IP Program Manager

Where it’s used: Intel, major chip design firms.

Overall Description: Instead of managing an entire System-on-Chip (SoC), this role focuses
specifically on the front-end lifecycle of high-level Intellectual Property (IP) blocks (e.g., GPU
IP, Al accelerators, or PCle blocks). They act as operational partners to engineering VPs,
helping teams navigate the pre-silicon phase, architecture definition, design tradeoffs, and the
validation of reusable IP components before they are integrated into larger chip designs.

(etc.)
21



Relevant Use Cases
]

Expand your target company list

Don’t forget to specify the format of the output

You are an expert in the [industry] industry in Oregon. | am interested in finding a job in [role] in this industry.
Provide a list of companies or organizations that hire for this role in Oregon/The location could be the headquarters
or a branch/manufacturing location. Include the top 50 companies. The output should be a spreadsheet. Column one
is the company name, column two is the city/state location, column three is the number of employees (at that
location if possible), and column four is additional information you can find. Rank the table by company size.

Results when using different tools:

» Different lists of company names

» Different levels of detail
Combine your results across tools

» Additional resources from some (Gemini and Perplexity recommended) as
you will get different results. Use a tool
» Follow-up links provided in some that provide citations for further research.

© Lake Grove Job Seekers 22



https://lakegrovejobseekers.org/assets/uploads/documents/AI-Prompts-to-Build-Your-Target-Lists.docx#asset:23889@1:url
https://lakegrovejobseekers.org/assets/uploads/documents/AI-Prompts-to-Build-Your-Target-Lists.docx#asset:23889@1:url

Relevant Use Cases

Understand a long or
poorly-written job posting

Remember that if the job posting
seems vague, you’ll get a vague Al
response.

Try using networking connections to
get the inside scoop.

© Lake Grove Job Seekers

Use the following prompt to help me understand a job posting. Here is the prompt.
[Shift-Enter twice, Copy-Paste the prompt]:

1.Job Summary:
*  What is the main purpose or objective of the role?
*  What are the primary responsibilities and tasks the candidate will be expected to
perform?
2.Required Skills and Qualifications:
* I|dentify the essential skills, both technical and soft, needed for the role.
* Look for specific qualifications, certifications, or degrees mentioned in the job
description.
3.Experience and Background:
* Determine the level of experience required for the position.
*  Check for any industry-specific experience or background that is crucial for the
role.
4.Key Responsibilities:
*  Break down the responsibilities into key areas of focus.
* Identify any specific projects or initiatives mentioned in the job description.
5.Preferred Qualifications:
* Note any additional skills or qualifications that are listed as preferred but not
mandatory.
6.Company Culture and Values:
*  Look for cues about the company's culture and values within the job description.

Here is the job posting | am analyzing
[Shift-Enter twice, Copy-Paste or upload the job posting]

23



Relevant Use Cases

Try Al-powered search copilots to find better-fit jobs

Al-powered Search Copilots match you with jobs based on your resume, and offer other tools:

joblogr.com | tealhg.com | jobright.ai

Q jobright JOBS > Recommended Liked@)  Applied@)  External @ a

& Jobs Portland, OR » Project/Program Manager v Senior Level v Full-time (+2) + Onsite (+1) « Past week v Industry « Years of Experience v (@ Recommended v
&) Resume ® @ Hidden Jobs -

@ Profile

.. 59 minutes ago 5 school alumni work here  Be an early applicant
A t . .

Q@ Agen = Senior Technical Program Manager 87..

@ Coaching Microsoft f Artificial Intelligence (Al) - Cloud Computing - Public Company

@ interview (0 @ Portland, OR +5more S Full-time $120KJyr - $235K/yr SR

Onsite & Senior Level 5 4+ years exp

+ Growth Opportunities

+ HIB Sponsor Likely
Less than 25 applicants S W) ‘4 ASK ORION —

Reposted 4 days ago 4 school alumni work here  Be an early applicant

Technical Program Manager 4 83..
Lam Research / Renewable Energy - Manufacturing + Public Company )
( Tualatin, OR {3 Full-time GOOD MATCH
Hybrid & Senior Level 5 5+ years exp

+ Comp. & Benefits

¥ HIB Sponsor Likely
Less than 25 applicants [N @) 4 ASK ORION

© Lake Grove Job Seeker 24



https://joblogr.com/
http://www.tealhq.com/
https://jobright.ai/

How to Prompt and Add Context

Use Claude Cowork to Find Good-Fit Jobs

_ Open Job Finder Toolkit for Claude

o8 o 3

Build your qualifications Create a fit-scoring Run the job match finder
profile - methodology -
Claude.ai Claude.ai Claude Cowork
o Upload your resume o Turns your profile into a 0-100 scoring o Searches career pages and job boards for
o Claude pulls out evidence-backed A Siplel el
strengths: quantified wins, domain depth, J Weighs required vs. preferred o Scores every role against your
seniority signals qualifications, experience level, domain methodology, returns your top 10-15
. Ends with 3-6 target role titles you're overlap, scope match matches with evidence
qualified for right now o Sets clear thresholds for strong fit vs. long o Your feedback updates a decision log for
shot future runs



https://lakegrovejobseekers.org/assets/uploads/documents/Open-Job-Finder-Toolkit-for-Claude.docx#asset:25875@1

Relevant Use Cases

Assess your fit for a posted job before you apply

Use this prompt to both assess your fit and get advice about how to
strengthen your application:

Download >

* This prompt differs from a simple keyword analysis. It is a deeper analysis of the overall
strengths and gaps in your skills, experience and education.

* The output may help you to decide if an application is worth your effort.

* Ifthereis a strong enough fit, it will help you to highlight strengths and overcome deficits in
your resume and cover letter.

Ask Claude to create a repeatable Skill from this prompt:
Level

“Create a skill from this prompt” then paste the prompt



https://lakegrovejobseekers.org/assets/uploads/documents/Brutally-Honest-Job-Fit-Prompt.docx

Relevant Use Cases

Writing First Drafts: Claude is recommended

Remember that Al-assisted writing needs editing. It can be:

» Generic/Vague
» Repetitive A
» Cliché-ridden

» False/exaggerated

Carefully review the feedback and add your own distinctive HUMAN touch

© Lake Grove Job Seekers 27



Relevant Use Cases

Resumes: First, write a base resume draft on your own!

® Review the Resumes 101 Skill Builder Workshop with a focus on the
storytelling section.

> Review the achievement prompts at the end of the deck to help brainstorm your
own. Don’t be shy, this is the time to brag a bit!

= Write down your success (SOAR) stories which will become your
achievement bullet points.

» This step is key. GenAl tools can’t read your mind!

‘
» Write as many as possible. Don’t worry about length or formatting at first, just get B
them written in as much detail as possible. ‘\

» Use a structured document to record them. Have separate sections for
Situation | Opportunity or Obstacle | My Action | Positive Result.

= This makes it easy to upload to an Al tool for context later. Our Storytelling Worksheet helps.

© Lake Grove Job Seekers



https://lakegrovejobseekers.org/assets/uploads/documents/Resumes-101.pdf
https://lakegrovejobseekers.org/assets/uploads/documents/Storytelling-Worksheet.docx

Relevant Use Cases

Refine your base resume

_ Al Prompts for Base Resume Creation

= This collection of prompts will help you edit section by section:
» Edityour bullet points
» Refine your list of skills/keywords
» Reduce language that can potentially trigger age bias

» Create a base Summary section (will be edited for each application)

© Lake Grove Job Seekers 29


https://lakegrovejobseekers.org/assets/uploads/documents/AI-Prompts-for-Resumes-Base-Resume.docx

Relevant Use Cases

Tailor your resume and cover letter to a specific job

You have 3 main options:

1. One-shot editing | faster: Use Projects to Streamline Resume and Cover Letter Customization _

» Upload your base resume and other documents one time, then use the project to customize resumes
» Use the space/canvas to refine your resume next to the prompt — no cutting/pasting back and forth.
» See the full document for step-by-step instructions.

2. Section-by-section | more control:

Al Prompts for Resume Customization and Al Prompts for Cover Letters _

3. Purpose-built online tools | integrated with other tools:

> TealHQ.com (the most customization options)

» Jobright.ai

> Jobscan (available for free from WorkSource)

© Lake Grove Job Seekers 30


https://lakegrovejobseekers.org/assets/uploads/documents/Use-Projects-to-Streamline-Resume-and-Cover-Letter-Customization.docx#asset:25870@1:url
https://lakegrovejobseekers.org/assets/uploads/documents/AI-Prompts-for-Resumes-Customized-Resumes.docx
https://lakegrovejobseekers.org/assets/uploads/documents/AI-Prompt-for-Cover-Letters.docx
http://www.tealhq.com/
http://www.tealhq.com/
https://jobright.ai/ai-resume-builder
https://jobright.ai/ai-resume-builder
https://help.worksystems.org/wp-content/uploads/2019/02/Jobscan_JobAid_CustomerAccess.pdf

Relevant Use Cases

Refine your LinkedIn profile

1. Section-by-section | recommended: Al Prompts for Linkedln Optimization [€Dowaicad

» You need to optimize keywords for recruiter search, but also (very important!) convey your unique
value for recruiter and hiring manager reviews, and networking contacts who are trying to get a
sense of the real you. Al tools can help but need your human edits.

2. Purpose-built online tools: Don’t use the (paid) LinkedIn Al,
it doesn’t allow you to
Most LinkedIn profile optimization tools focus on add more information and refine.

headline rewriting, recruiter keyword tuning, and profile scoring: Fsbot

u can write about your years of experience, industry, or skills. People also talk about thei
achievements or previous job experiences.

Andy Crestodina is a co-founder and CMO of Orbit Media, an award-winning 50-person digital

» lealHO.com (a Chrome extension) sy s

Gver the past 24 years, Andy has provided digital strategy to 1000+ businesses. He s a top-rated

speaker al national conferences, including Content Marketing World (10x), Social Media Marketing
World (&x), Call to Action Conferance (5x), Marketing Profs B28 Fopum.iS an o

» CareerFlow (a Chrome extension) R Al is built into Linkedn for

Andy has written 500+ articles on content strategy, search engine

Analytics, / Premium users
(+ Wrie wih m."j. . .
171002,

Review and edit the Al draft before saving so it reflects you. Learn more

» Jobscan (available for free from WorkSource)

Skills
Show your top skills — add up to 5 skills you want to be known for. They'll also appear in your Skills
section,

Analytics X Artificial Intelligence (Al) X Content Strategy X
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Relevant Use Cases

Prepare for Interviews: Fit, Company Research and Questions

You have 2 main options:

1. One-shot prep | faster: Instructions on How to Create an Interview Prep Skill _

» Create a Skillin Claude that will do much of the work with ONE command: /interview prep

» See the fulldocument for step-by-step instructions. « Highly recommended

» Set up this Skill ONE time and repeat it for each interview process!
2. Section-by-section:

Al Prompts for Interview Prep

Al Prompts for Company and Industry Research

Brutally Honest Job Fit Prompt: How are you equipped to solve their pain points?
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Relevant Use Cases

Create a “Tell Me About Yourself” Interview Answer

»

You are an expert interview coach. I'm going to give you a job
description and my resume. Your job is to write a polished,
interview-ready response to "Tell me about yourself.”

Here is the job description: [paste job description]

Here is my resume: [paste resume]

Step 1: Identify the 3 core functions of this role based on the

job description. List them briefly.

Step 2: Write a "Tell me about yourself" response using this

structure:

- Present: A snapshot of where | am now in my career

- Past: The relevant experience that got me here

- Future: Why this role is the right next step and what | can
contribute.

Rules:

- 200 words max. Aim for something | can say in about 90
seconds.

- Conversational. Written like someone talking, not
presenting.

- Pullin keywords from the job description naturally, don't
force them.

- First person throughout.

- Don'tinvent facts. Use only what's in my resume.

© Lake Grove Job Seekers https://www.jeffsu.org/tell-me-about-yourself-using-chatgpt/ 33
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Relevant Use Cases

Do Mock Interviews with ChatGPT Voice Controls

1) Prompt ChatGPT 2) Start the voice conversation
You are a recruiter at [company], hiring for a [job To start the conversation, click on the headphones icon at
role]. We will have a mock interview for this role. the bottom right corner of the mobile app (not available on
Don't start the interview until say I'm ready. Once desktop) and say “I'm ready to start the interview.” The
I'm ready, please start by introducing yourself interview will then begin. ChatGPT will ask you questions
and the company. Then ask me a series of typical before concluding the interview and will provide you with
interview questions for this position. Ask the comprehensive feedback.
questions one at a time, then listen to my answer
and provide feedback followed by the next Say hello to Voice
question. After the interview is complete, provide
comprehensive feedback on my overall (52 Natural conversations ‘
) ) ) Senses and responds to interruptions, humor, and more.
performance. Highlight areas where | did well and
offer suggestions on how | can improve my Xe g‘f‘;:f: "e‘)’(‘;:;ded T
answers and presentation skills for more
effective performance in real interviews. Here is ® z:’n*‘j;‘:'::i:’w”:: | custom netructions to shape
the complete job posting: [shift-enter twice] [job responses.
pos.ting] Please confirm if you understand your ) Yourein control
assignment Audio recordings are saved, and you can delete them at any

time. Learn how to manage recordings.
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Relevant Use Cases

Do Mock Interviews with Purpose-Built Sites

Yoodli - Focuses on overall communication skills

. Real-time analytics on speech, pacing, and body language; unlimited practice options;
% yOOdh helps with communication beyond just interviews | Focuses more on communication
skills than technical interview prep.

yoodli.ai/

Exponent - Focuses on technical interviews

Peer-to-peer coding/system design interviews with live interaction | Feedback quality
depends on peers; lacks expert insights. Formerly called Pramp.

=| F¥ponent’

www.tryexponent.com/practice
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Relevant Use Cases

Janell Trujo

C re ate a Q u a lifi cat i O n S M at rix Technical Program Manager | Platform Software | Linux | Cloud Enablement | Semiconductor NPI | PMP

janell.trujo@gmail.com | 503-355-7158 | Portland, OR {opentorelo) | finfiangll-trujo/

Can be used for applications + Qualfications Matrix
i n t e rVi ews Your Requirement My Qualifications

Leading HW+SW programs from Owned platform and Linux enablement programs at Intel spanning
requirements through launch hardware, software, validation, and infrastructure teams for 6 annual
Chromeboock and server product lines, delivering 100% on-time launches

ere . . from 2022 to 2025. Also drove x86 Linux kernel driver development and
Q ua l.lfl Catl ons M at rix P rom pt upstreaming as part of that same integration work.
Managing cross-functional/cross-team | Coordinated cross-functional execution across hardware, software,
projects validation, infrastructure, and partner teams at Intel for 9+ years across

5 roles. At the Enterprise Systems level, ran 8 parallel projects with 200+
stakeholders simultaneously.

Remaoving roadblocks and keeping Cut Xeon NPI blocker resolution time from 14 to 7 days across 2 platform
complex schedules on track generations by building risk and defect governance across 3 milestone
gates. Separately, assembled a 12-person cross-team debugging effort
that resolved 8 critical-path issues in 10 days to protect a Q4 2020

launch date.
Executive-level communication and Presented a trade-off analysis directly to a corporate VP when a safety-
risk escalation compliance tool conflicted with a launch schedule, resulting in a decision

to delay by 6 months with zero compliance risk. Built executive
dashboards and escalation paths used across the Xeon and Chrome 05

programs.
Operating effectively in ambiguity, Translated 50+ ambiguous reguirements from architects, platform
applying process only where it adds teams, and Google engineers into scoped, actionable plans for 3 Chrome
value 05 platforms. Built a program operating framework (roadmap

management, dependency tracking, bug/risk reporting) that raised on-
time delivery from 70% to 95%.

Driving new product introduction and | Stabilized the Intel Xeon 7th-generation NPI with a daily triage cadence
risk/mitigation planning for 80+ validation bugs across 20+ engineers in the U.S., China, and India,
eliminating a 3-month launch slip risk. Also moved Chrome OS validation
earlier into the silicon lifecycle, cutting post-silicon debug from 8to 5
weeks,
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Relevant Use Cases

Good for manager-level and above

interviews

Create Interview Tools: 30/60/90 Day Plan

Below is a link to one long prompt, splitinto 3 sections:

1. Research the company
2. Build the plan
3. Create a PPT slide

Cut and paste the whole thing into your Al tool, then provide the [REQUESTED INFORMATION].

30 60 90 Day Plan Prompt [[Eistnss

What to Include in a 30/60/90-Day Plan
PowerPoint Template for a 30/60/90-Day Plan

© Lake Grove Job Seekers

A

Accelerating Transformation through Communications Excellence

415-555-7791 | Aaron.Smith@gmail.com

Learning Goals

People Goals

Performance Goals

Multi-level listening tour and
comms and perception audit.
Gap analysis.

» What's working and not. Review

policies, business strategy, KPls,

plans, engagement level (Viva
Engagement)

» Map and engage stakeholders.
Conduct focus groups, 1:1, and
influencers.

» Pulse Stay survey. SMART goals,
findings and engage and align.

With shared goals/vision, develop
strategy and initial tactics.

% Dive deeper into current tools and
new potential tools.

% Launch new cross-functional
circles/communities as needed
with clear goals.

» Organize comms advisory team
Define 'One Ericsson’ comms plan
messaging for Granger.

Early positive outcomes from
comms excellence.

# Tie comms even closer to business
strategy to drive company growth.
Ensure alignment.

> Align thought leadership plan with
corp comms for internal moments
and campaign and exec comms
swim lanes

» Report on quarterly results/KPls
Seek management feedback.
Launch video podcast series
(channel).


https://lakegrovejobseekers.org/assets/uploads/documents/30-60-90-day-plan-prompt.docx#asset:25928@1:url
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Relevant Use Cases

Practice Your Salary Negotiation

ChatGPT’s
suggestions for

helpful salary
negotiation
prompts

© Lake Grove Job Seekers

"What are the average salaries for a [job title] in [industry] in [location]?"

"What benefits and perks are commonly offered to [job title] in the [industry]?"

"Can we simulate a salary negotiation where | am asking for a raise from my current position as a [job title]?"
"What are some common questions employers ask during salary negotiations, and how should | respond?"

"Help me articulate my key achievements and contributions as a [job title] to strengthen my salary
negotiation."

"How can | frame my salary increase request to be both compelling and professional?"

"What are some potential constraints employers face during salary negotiations that | should be aware of?"
"Can you provide insights on the financial health and recent business performance of [company hame]?"
"Give me tips on using positive and assertive language during my salary negotiation."

"How should | prepare for counteroffers and rejections during my salary negotiation, and what are some
strong rebuttals | can use?"

https://www.careerflow.ai/blog/chatgpt-salary-negotiation; ChatGPT 38
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Relevant Use Cases

Ask ChatGPT for Daily Affirmations

Helps you stay motivated and on track - | am searching for a job. | would like to create a job search

plan that includes the following tasks:

- networking with people | know,

- expanding my networking efforts with people | don't
know,

- creating a target list of companies | am interested in,

- refining my resume and LinkedIn profile,

- searching on job boards,

- posting and commenting on LinkedIn,

- following up on networking meetings,

- prepping forinterviews,

- following up on interviews,

- submitting 3-5 applications a week,

- researching and negotiating salaries.

| would like to open up ChatGPT each day and get a
motivational prompt since this process is discouraging. |
would also like some accountability questions to make
sure | am staying on task. How do | set that up?

© Lake Grove Job Seekers 39



Relevant Use Cases
e e —

Ask for Insights
You’ve been sharing your goals and how you talk about yourself for weeks. Get some insights!

Based on everything you know about me from our past chats
and interactions related to my job search, what's something |
probably don't know about myself that you've noticed?

¥

You spend much more time reducing the risk
of being misunderstood than amplifying what
makes you exceptional. Across hundreds of
questions, you almost never ask: "How can |

look more impressive??" Verbatim ChatGPT

feedback to a
job seeker
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How to Prompt and Add Context
|

Prompt Engineering Has Evolved Into Context Engineering

Prompt Engineering
That boring output Al produces with simple prompts is Prompt LLM Output
generic by default. \

Context is additional information you provide to a i Context

model to help guide it towards better outcomes.
System Prompts

Models do not have your learned experiences, which can make their

o ) : - Custom Instructi
responses less valuable. Asking it to build a 10-step job search plan | [FHStOMm INSEHCHONS

is something these models can do, very generically. Structured data Brrdned e e B Output
But a more valuable plan to you would be a plan reflective of your Data Sources

goals, finances, skills, prior experiences, exactly how you write, and i Memory (‘G\,@"e
lots of other factors these models would never know unless you i \4\0‘&(@\@"\6
told them. ; APIs / Tools o

i LLM / Better

Sid Arora | JustAnotherPM

https://www.justanotherpm.com/blog/what—is—context—engineerin%aand—
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How to Prompt and Add Context
N |

Optimize Your Chats

® Chatbots are conversational

» If you don’t get the desired results, refine them.
= Claude works best with a complex prompt to start
» ltuses up more a lot more tokens (computing credits) if you ask follow ups.

= Chunk your project into smaller steps

» Smaller steps can help clarify your instructions and ask follow-up questions

» Forexample, ask about your resume Summary section, not your entire resume.
= Avoid including personal or confidential information

» Use an anonymized resume; do not upload company information that’s not public

= Start fresh

» When done with one chat, start a new chat.

» ChatGPT can get lost in long conversations.

© Lake Grove Job Seekers 42



Settings are different by platform;
check all the ones you use

How to Prompt and Add Context

Use Settings to Provide Context

ChatGPT and other tools allow you to that are saved in
your Profile to avoid adding context and role in each prompt.

1. Loginto youraccount
2. Clickyourimage
3. Click “Customize ChatGPT”

Custom instructions (i)

What would you like ChatGPT to know about you to provide better responses?

Thought starters

* Where are you based?
* What do you do for work?
A b o u t Yo u (C O n t ext) * What are your hobbies and interests?
* What subjects can you talk about for
hours?
* What are some goals you have?

A

0@

Hide tips &

01500

[¥] Customize ChatGPT

How would you like ChatGPT to respond?

About ChatGPT’s Role

See next slide for example
Custom Instructions.

0500

Enable for new chats ()

© Lake Grove Job Seekers
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How to Prompt and Add Context

Secret Weapon #1:
Al Writing Guidelines
Custom Instructions for Settings

Ban em dashes! Vary sentence and paragraph lengths.
Avoid “it’s not this, it’s that” construction and Al “tell”
words and phrases. And much more.

Use as Custom Instructions
(applies to all output)

Instructions for Claude
Claude will keep these in mind across chats and Cowork within Antk

## 1. WRITING RULES
Write like a sharp human who happens to be typing.
**Pacing & rhythm:**

- Short paragraphs. 1-2 sentences default. 3 max.
- Get to the point. No warm-up laps.

1. Download this file from our website Custom Instructions to Cut and Paste _

2. Editif needed (you may have different preferences).

3. Cut and paste into the Custom Instructions text box in Claude/ChatGPT Settings.
*  You don’t need to upload a file; just cut and paste text to into the Custom Instructions box.

© Lake Grove Job Seekers
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How to Prompt and Add Context

Secret Weapon #2:
Your Base Resume

GARBAGE OUT

© Lake Grove Job Seekers

If you use Al to customize resumes,
Al can only improve what it can read.

If you don’t write a complete base resume with
ALL your great achievements, filled with

ALL the relevant keywords, it can’t create a
strong customized resume or cover letter.

This is essential.
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How to Prompt and Add Context
N

Secret Weapon #3:
Career Source Material
Markdown (.md) File

Keep it in plain markdown, update it as
your search evolves, and name it
something obvious like

career source material.md.

HOW TO CREATE A MARKDOWN FILE:

Word: Create the document formatted with
headers and sub-headers for the different

sections, save it, then upload it to an Al tool
and ask it to create a markdown file for you.

Google Docs: Create the document formatted
with headers and sub-headers for the different

sections, then download as .md file:
File/Download/Markdown

© Lake Grove Job Seekers

Copy/paste your Self-Assessment Summary (ensure all these are addressed)
* What you want and don’t want in your next role.

* Targetjob titles. Be sure to include variations. Open to contract?

* Industries you're targeting, and any you want to avoid.

* Company size preference; other preferences.

* Top 5 skills.

* Differentiators: Your unique value: how do people describe you?

* Projectsyou are proud of.

Copy/paste your SOAR stories (this is very important).

If available, also copy/paste your CliftonStrengths results.

Add a Career Story narrative

A 3-5 sentence "here's my story" summary. Think of it as the answer to "tell me
about yourself" in plain prose. What's the thread connecting your roles? What
problems do you solve for employers? This is harder to write than a resume bullet

but more useful than anything else in the file.

Add potential barriers: Employment gaps, missing skills, no degree, a short
tenure, or a career pivot.
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How to Prompt and Add Context
N

Secret Weapon #4:

Job Search Writing Samples

Update it as your search evolves, and
name it something obvious like
writing samples.md.

HOW TO CREATE A MARKDOWN FILE:

Word: Create the document formatted with
headers and sub-headers for the different

sections, save it, then upload it to an Al tool
and ask it to create a markdown file for you.

Google Docs: Create the document formatted
with headers and sub-headers for the different

sections, then download as .md file:
File/Download/Markdown

© Lake Grove Job Seekers

If you're uploading it so Al can use your writing style, a
markdown file isn’t necessary, but it can work better than Word.

Word docs can be read, but the formatting overhead (styles,
headers, tracked changes) adds noise. Markdown is clean signal.

Whatever format you use, label each sample clearly so the Al tool
knows what it's looking at:

## Writing sample: Cover letter (marketing manager role, 2026)
## Writing sample: Email (follow-up after interview)
## Writing sample: Resume summary

Using Styles in Word or Google Docs will help to create the
sections in way that makes it easier for Al to understand .,

Normal |NoSpacing Headin Heading Tltle Subtitle

Styles ]
o/



How to Evaluate Output
I

1. Verify anything you'd be embarrassed to get wrong.
Names, dates, numbers, quotes, citations. Al invents these
constantly and says them with total confidence. If a claim would

matter in a meeting or on a resume, check it against a real source.

2. Ask yourself: "How would | know if this is wrong?" If
you can't answer that, you're not evaluating, you're just hoping.
When you have no way to verify a claim, treat the whole thing as a
rough draft, not an answer.

3. Don't confuse fluency with accuracy. Al writes
smoothly even when it's completely wrong. The polish is the trap.
A confident paragraph and a correct paragraph look identical, so
the smooth tone tells you nothing about whether the facts hold

up.

4. Test it on something you already know. Ask it about
your own field, your hometown, a topic you've got expertise in.
Watch where it slips. That gives you a feel for how often it's wrong
on stuff you can't check.

5. Catch the agreement reflex. Push back on something
correct and watch what happens. A lot of the time it'll fold and
"agree" with your wrong correction. If you lead it toward an
answer, you'll often get that answer back regardless of whether
it's true.

6. Bad input, bad output. vague prompt, generic mush.
Before you blame the Al for a weak response, look at what you
gave it. Half of "bad Al output" is really thin context. Tell it who you
are, what you're trying to do, and what good looks like.

7. Spot filler dressed up as substance. Run a quick test:
can you cut a sentence and lose nothing? Al pads. Phrases like

"it's important to consider" and "this plays a key role" sound like
content but say nothing. Strip them and see what's left.

8. Be suspicious of clean statistics. "73% of employers
prefer..." with no source attached is a red flag. Al generates
plausible-sounding numbers out of thin air. If a stat has no
citation you can click, assume it might be invented.

9. The first draft is almost never the best one. This is the
big one novices miss. They take draft one and run. The real value
shows up when you say "make it more specific," "you missed X,"
"that intro is generic, redo it." Treat it like a conversation, not a
vending machine.

10. Use it to refine your thinking, not replace it. If you
couldn't roughly tell whether the outputis good, you've handed
over too much. The people who get burned are the ones who
outsource the judgment, not just the typing. You stay the editor.
The Al is the intern.



How to Use Al Responsibly
I

= Treat every input like it could go public. Don't paste anything you'd panic about leaking: Social Security numbers,
bank details, passwords, home address, medical info. Once it's in the box, you've lost control of where it goes. For a
resume, strip the personal identifiers before uploading and add them back yourself later.

= Watch what you upload at work. If you're job hunting while employed, don't run your current company's confidential
files through an Al to "help with examples." That can violate your contract and burn a bridge. Use your own general
experience, written in your own words.

= Don'tfeed it other people's private information. This is the one people miss. A reference's phone number, a
former coworker's details, a hiring manager's email from a private thread. That's not yours to hand over. Same goes for
anyone using Al at work: client data and internal documents shouldn't go into a personal Al account.

= You own what you send out, not the Al. If it writes a cover letter with a made-up accomplishment and you send it,
that's on you. Read every word before it goes anywhere with your name on it. "The Al wrote it" is not a defense to an
employer.

= Don'tletit lie for you. Al will happily inflate a job title, invent a metric, or claim a skill you don't have if your prompt
nudges it that way. A resume that wins the interview and collapses in the room is worse than no interview. Keep it honest,
because you have to live up to it.

= Verify before you act on advice. Salary numbers, company facts, "what to say in an interview" tips. Al gets these
wrong. Cross-check anything that affects a real decision against a real source.



PAUSE BEFORE YOU PROMPT

BEFORE YOU USE AN Al TOOL, PRESS PAUSE AND CONSIDER:

will you need to
independently know

N

15 there a resource on : =
| campus that can help you |

\_ this skill in the future? /
\ /

/—"-\

/ Hove you vsnﬂao‘\

thot this tool will
/ produce accurots,
up-to-date, quality

i 3 /
\ information? S
\_’_’_/

Ask yourself questions related to:

\  more effectively pursue |

this task? J/

L ——

.
How will you know if the

tool produces information

thot does not exst? This is

W Acadunc
/ m'm o \{naa a hallucination,
dinckise your s What are your s ot
"ﬁ:ﬁ:o" Transparency goals for using _
Y, L ti f ing Al — Al for this A ~
our goals motives for using s e P A
Have you checked with pined sl Be task? Do you trust this I i outpiits da bk
] AC cura Cy the %eo’ge :‘ou've wo;k-ng show and replicate tool? Can you PerpRbucEs Bl
. ) W S AN oo e Alfor articulate why? alfossdnss
= Ethical questions ,
= Consequences Sowiiht ) Wos s oot uained on
works (books, articies,
u i i i i A inputts Do you want to retain ort) used without
Privacy and confidentiality ity e Isthe vlueof you pormison?
H is protected by using greater
L | RS argument, data, or ~
C O py rl g h t e writing in the future? SRR LR iRIcLe
i
= Transparency ey
= cortamiy T
weative L e and water will this
awnership, s i rad task consume?
What might \_/ s
Are you comfortable i yc?u s =
Vg YLK Protpt this tool?
P tied to your name
oA 2 N and email? Does using an Al tool

Pause Before you Prompt (Expanded Version). Created by Eva Sclippa,

/I the data you've

\

( inputted
\ confidential?
N

)

/

Is your use of Al
tools permitted in your
chass?

for this task minimize
the importance of
human expertise or
creativity?

Jack Mulvaney, Kristina Bush, Lucy Flamm, Maggie Boyd, and Natalie LoRusso. Boston University. 2025,



Recruiters are overwhelmed by a
HUGE increase in the number of
applications AND the number using Al

HOW
RECRUITERS

PLAN TO FIGHT
BACK

o I A )

% Using more knockout questions or short-answer questions
so that candidates self-select out of the applicant pool

«&) Changing the application process to ensure authenticity, e.g.
video cover letters, skills-based projects, hand-delivered apps

n Replacing assessments with new ones that can’t be “gamed”

-] Using Al to rank applicants. Most employers had previously
“=  triedto review all resumes, even if only briefly.

Actively searching vs. posting: They may instead search on
Indeed, Linkedln, Google and rely more on referral networks

© Lake Grove Job Seekers https://drjohnsullivan.com/articles/chatgpt-recruiting-warning/ https://www.wsj.com/lifestyle/careers/ai-job-application-685f29f7 51
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On the Essential Tools page of our website:

NEXT STEPS /

1. Download the PDF of this presentation
2. Edityour settings

» including Custom Instructions
3. Expand your horizons:
» Try the other Al tools

» Try new use cases

» Try more complex prompts

» Explore purpose-built Al-enhanced job search tools
like TealHQ.com

4. Create and use markdown files including a
Career Source Material .md file

© Lake Grove Job Seekers

Al Overview

How to Use Al in Your Job Search: this presentation.
Custom Instructions to Cut and Paste: Ban em dashes
and other Al "tells"

Job Search Writing Guidelines: Upload when writing
resumes and cover letters

Additional Al Prompts and Tools

"Brutally Honest" Job Fit Prompt: Should | Apply? In
depth feedback on individual jobs

Use Projects to Streamline Resume and Cover Letter
Customization: Save a ton of time

Al Prompts for Networking

Al Prompts for Creating a Base Resume

Al Prompts for Resume Customization

Al Prompts for Cover Letters

Al Prompts for Target Lists

Al Prompts for LinkedIn Profile Optimization

Al Prompts for Company and Industry Research

Al Prompts for Interview Prep

Interview Prep Skill: Acomprehensive tool

Open Job Finder Toolkit for Claude: Streamlines finding
and evaluating jobs

Qualifications Matrix Prompt

30 60 90 Day Plan Prompt
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https://lakegrovejobseekers.org/assets/uploads/documents/How-to-Use-AI-in-Your-Job-Search.pdf
https://lakegrovejobseekers.org/assets/uploads/documents/AI-Writing-and-Formatting-Rules.docx
https://lakegrovejobseekers.org/assets/uploads/documents/Job-Search-Writing-Guidelines.docx
https://lakegrovejobseekers.org/assets/uploads/documents/Brutally-Honest-Job-Fit-Prompt.docx
https://lakegrovejobseekers.org/assets/uploads/documents/Use-Projects-to-Streamline-Resume-and-Cover-Letter-Customization.docx
https://lakegrovejobseekers.org/assets/uploads/documents/Use-Projects-to-Streamline-Resume-and-Cover-Letter-Customization.docx
https://lakegrovejobseekers.org/assets/uploads/documents/AI-Prompts-for-Networking.docx
https://lakegrovejobseekers.org/assets/uploads/documents/AI-Prompts-for-Resumes-Base-Resume.docx
https://lakegrovejobseekers.org/assets/uploads/documents/AI-Prompts-for-Resumes-Customized-Resumes.docx
https://lakegrovejobseekers.org/assets/uploads/documents/AI-Prompt-for-Cover-Letters.docx
https://lakegrovejobseekers.org/assets/uploads/documents/AI-Prompts-to-Build-Your-Target-Lists.docx
https://lakegrovejobseekers.org/assets/uploads/documents/AI-Prompts-for-LinkedIn-Profile-Optimization.docx
https://lakegrovejobseekers.org/assets/uploads/documents/AI-Prompts-for-Company-Research.docx
https://lakegrovejobseekers.org/assets/uploads/documents/AI-Prompts-for-Interview-Prep.docx
https://lakegrovejobseekers.org/assets/uploads/documents/interview-prep-skill.docx
https://lakegrovejobseekers.org/assets/uploads/documents/Open-Job-Finder-Toolkit-for-Claude.docx
https://lakegrovejobseekers.org/assets/uploads/documents/Qualifications-Matrix-Prompt.docx
https://lakegrovejobseekers.org/assets/uploads/documents/30-60-90-day-plan-prompt.docx

» Don’t use Al to write your resume from scratch

» Don’t use Al-generated text without editing

» Don’t outsource your critical thinking skills
» DO NOT use Al platforms that automatically apply

to 100s of jobs on your behalf

NO, NO, NO, NG
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CONSUMERS WANT COMMUNICATION

THAT IS HUMAN, EMPATHETIC, AND REAL.
SO HOPEFULLY OUR AL CAN LEARN TO
GENERATE CONTENT LIKE THAT FOR THEM.

&

TOM
FISH
GUKNE

® marke’roonis’r.com



Extras and Resources



Free +

=
& GROW WITH GOOGLE: FREE Al COURSES e e

https://www.coursera.org/google-certificates/google-ai

Google

Google Al Professional Certificate

Build your Al fluency and get more done, faster.
Get the Al skills employers are looking for and create 20+ solutions you can use at work, right away

G Instructor: Google Career Certificates

Enroll for free

1,008,197 already enrolled
Included with COUrsera « Learn more

7 course series 4.8 %

Earn a career credential that from 6,511 reviews of courses in
demonstrates your expertise this program

Flexible schedule
Recommended experience ® Learn at your own pace

Beginner level 8 hours to complete

©L 56
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ADDITIONAL TRAINING AND RESOURCES

2 Hour Job Search in the Age of Al YouTube video

Ruben Hassid (LinkedIn/Substack/YouTube): tons of free content and step-by-step guides, highly approachable:

© Lake Grove Job Seekers

Claude 101: https://lnkd.in/gTKxkNrY

Claude Fable-5: https://Inkd.in/eXGyP7eR

Claude Cowork: https://Inkd.in/ewnrQbDt

Claude Code: https://lnkd.in/dDZc89 J

Claude Skills: https://Inkd.in/gRg4tpgc

Claude Design: https://lnkd.in/eGnArUbB

Claude for Excel: https://Inkd.in/dPmwrBk8

How to Prompt: https://lnkd.in/gEbmng5W

Claude + Linkedin: https://lnkd.in/gyZ2Y-ym

Be good at Claude: https://Inkd.in/g49kgYX9

Stop writing like Al: https://lnkd.in/gb-6qd57
Claude for your team: https://lnkd.in/gafiDp35
Claude Connectors: https://lnkd.in/d2RNrTEM
Stop Prompting Claude: https://Inkd.in/e47NxW22
Claude to sound like you: https://lnkd.in/gbwnfs34
Stop hitting Claude limits: https://lnkd.in/gzzhvrY6
Stop using Claude at work:https://lnkd.in/gPiDW8Qn
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ADDITIONAL TRAINING AND RESOURCES

Free content from Frank Andrade/ Artificial Corner

New to Al? Start Here
*First steps: best Al tools, first prompts, chatgpt vs gemini vs claude
*Learning: from Al beginner to pro, how | learn claude, Claude habits
FREE Claude Course (from beginner to pro)
*Move from ChatGPT to Claude
*Don’t use Claude wrong
«Claude chat: basics, setup, .md file, connectors
*Best Claude skills: part 1, part 2 (claude code skills part 1, part 2)
*Cowork: basics, setup, scheduled tasks, projects, dispatch, computer use
«Claude Code: setup & basics, concepts, skills, claude.md, projects memory
*Extras: opus 4.7, charts and artifacts, usage limits
*Bonus: 21 things to install, ai papers, make money with Claude
NotebookLM course
*How We Learn (Any) Topic Faster with NotebookLLM
*How to Build Your Own Al Mentor
*How to Connect Claude Cowork with NotebookL M
Claude Workflows
*How to make Claude write like you
*Claude Cowork for web scraping
*Claude in Excel
*Claude Cowork + NotebookLM
*Best Cowork prompts to automate your work
Al for professionals, leaders, & executives
*How to Al-Proof Your Career in 2026
*Professional Visuals with Al

© Lake Grove Job Seekers

New to Prompting
*Prompt Formula
*Prompting Technigues (Part 1)
*Prompting Technigues (Part 2)
*Prompting Techniques (Part 3)
*Optimize your prompts with Al
ChatGPT
*Free Course to Master ChatGPT & Al Literacy
*How to Go from ChatGPT Beginner to Pro
*ChatGPT Setup
*GPT-5 modes
*GPT-5 Prompting Technigues
*ChatGPT Overview (GPT-5, Features, Plans)
*Voice Mode
*Deep Research
*ChatGPT Agent
*lmage generation, Projects, Deep Research
«Create better Al images
Best Al Tools (Complete Guides)
*ChatGPT, Gemini, Claude
*Nano Banana Pro (Al images)
*Perplexity (Al search)
*ChatGPT Atlas (Al browser)
*Heygen (Al video language translation)
*n8n (Al agents)
*Best way to use Al with Excel in 2025
*Best Al Agents for 2026 58



https://www.google.com/url?q=https://artificialcorner.com/p/prompt-formula&sa=D&source=editors&ust=1784668177847952&usg=AOvVaw1kOj4HWPg891rwrO-kkhJW
https://www.google.com/url?q=https://artificialcorner.com/p/prompt-formula&sa=D&source=editors&ust=1784668177847952&usg=AOvVaw1kOj4HWPg891rwrO-kkhJW
https://www.google.com/url?q=https://artificialcorner.com/p/best-prompt-principles&sa=D&source=editors&ust=1784668177848055&usg=AOvVaw3AUPylBEbkuyvDat3RiNjT
https://www.google.com/url?q=https://artificialcorner.com/p/best-prompt-principles&sa=D&source=editors&ust=1784668177848055&usg=AOvVaw3AUPylBEbkuyvDat3RiNjT
https://www.google.com/url?q=https://artificialcorner.com/p/prompt-engineering&sa=D&source=editors&ust=1784668177848152&usg=AOvVaw3LRbkHE2m0Bg_WJZlcjV7U
https://www.google.com/url?q=https://artificialcorner.com/p/prompt-engineering&sa=D&source=editors&ust=1784668177848152&usg=AOvVaw3LRbkHE2m0Bg_WJZlcjV7U
https://www.google.com/url?q=https://artificialcorner.com/p/google-prompt-engineering&sa=D&source=editors&ust=1784668177848252&usg=AOvVaw0Gq2M8spJn8Y9soNkM4nGT
https://www.google.com/url?q=https://artificialcorner.com/p/google-prompt-engineering&sa=D&source=editors&ust=1784668177848252&usg=AOvVaw0Gq2M8spJn8Y9soNkM4nGT
https://www.google.com/url?q=https://artificialcorner.com/p/optimize-your-prompts-with-ai&sa=D&source=editors&ust=1784668177848361&usg=AOvVaw0KOhJog05ncHCe8aMKvwPc
https://www.google.com/url?q=https://artificialcorner.com/p/optimize-your-prompts-with-ai&sa=D&source=editors&ust=1784668177848361&usg=AOvVaw0KOhJog05ncHCe8aMKvwPc
https://www.google.com/url?q=https://artificialcorner.com/p/free-course&sa=D&source=editors&ust=1784668177848523&usg=AOvVaw3OzBwR7wuW6-e2QQqfr3Te
https://www.google.com/url?q=https://artificialcorner.com/p/free-course&sa=D&source=editors&ust=1784668177848523&usg=AOvVaw3OzBwR7wuW6-e2QQqfr3Te
https://www.google.com/url?q=https://artificialcorner.com/p/master-chatgpt&sa=D&source=editors&ust=1784668177848630&usg=AOvVaw08FRnzVPLgmZ34XEnxi1Qg
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https://www.google.com/url?q=https://artificialcorner.com/p/gpt5-prompting&sa=D&source=editors&ust=1784668177848888&usg=AOvVaw0RFZT_fMDEqwDSHE-QZVAa
https://www.google.com/url?q=https://artificialcorner.com/p/gpt5-prompting&sa=D&source=editors&ust=1784668177848888&usg=AOvVaw0RFZT_fMDEqwDSHE-QZVAa
https://www.google.com/url?q=https://artificialcorner.com/p/gpt5-overview&sa=D&source=editors&ust=1784668177848978&usg=AOvVaw3IVZMh4V5hSWET_cbmFAWG
https://www.google.com/url?q=https://artificialcorner.com/p/gpt5-overview&sa=D&source=editors&ust=1784668177848978&usg=AOvVaw3IVZMh4V5hSWET_cbmFAWG
https://www.google.com/url?q=https://artificialcorner.com/p/hands-on-with-chatgpts-advanced-voice&sa=D&source=editors&ust=1784668177849122&usg=AOvVaw3cAgxHbGnV9k4SRP1Kbx2z
https://www.google.com/url?q=https://artificialcorner.com/p/hands-on-with-chatgpts-advanced-voice&sa=D&source=editors&ust=1784668177849122&usg=AOvVaw3cAgxHbGnV9k4SRP1Kbx2z
https://www.google.com/url?q=https://artificialcorner.com/p/chatgpt-deep-research&sa=D&source=editors&ust=1784668177849210&usg=AOvVaw0xC2h21ByiFnNXIrahFzjy
https://www.google.com/url?q=https://artificialcorner.com/p/chatgpt-deep-research&sa=D&source=editors&ust=1784668177849210&usg=AOvVaw0xC2h21ByiFnNXIrahFzjy
https://www.google.com/url?q=https://artificialcorner.com/p/my-honest-review-of-chatgpt-agent&sa=D&source=editors&ust=1784668177849303&usg=AOvVaw2P-zN9as4IQt0d3wAMAcmb
https://www.google.com/url?q=https://artificialcorner.com/p/my-honest-review-of-chatgpt-agent&sa=D&source=editors&ust=1784668177849303&usg=AOvVaw2P-zN9as4IQt0d3wAMAcmb
https://www.google.com/url?q=https://artificialcorner.com/p/chatgpt-best-features&sa=D&source=editors&ust=1784668177849408&usg=AOvVaw0L3yvBwvWrj6jMnOQ5s4kM
https://www.google.com/url?q=https://artificialcorner.com/p/chatgpt-best-features&sa=D&source=editors&ust=1784668177849408&usg=AOvVaw0L3yvBwvWrj6jMnOQ5s4kM
https://www.google.com/url?q=https://artificialcorner.com/p/a-simple-tweak-that-helps-me-generate&sa=D&source=editors&ust=1784668177849507&usg=AOvVaw2cWqEwNa0FFECLHgwHEu0A
https://www.google.com/url?q=https://artificialcorner.com/p/a-simple-tweak-that-helps-me-generate&sa=D&source=editors&ust=1784668177849507&usg=AOvVaw2cWqEwNa0FFECLHgwHEu0A
https://www.google.com/url?q=https://artificialcorner.com/p/master-chatgpt&sa=D&source=editors&ust=1784668177849689&usg=AOvVaw3xmIqmknzX1tjGi5R_Z8iG
https://www.google.com/url?q=https://artificialcorner.com/p/master-chatgpt&sa=D&source=editors&ust=1784668177849689&usg=AOvVaw3xmIqmknzX1tjGi5R_Z8iG
https://www.google.com/url?q=https://artificialcorner.com/p/gemini-3&sa=D&source=editors&ust=1784668177849744&usg=AOvVaw3vZDzhTYexsbZsOG41G1iz
https://www.google.com/url?q=https://artificialcorner.com/p/claude&sa=D&source=editors&ust=1784668177849795&usg=AOvVaw1o8nUlzPe0C8eICZ41kXD2
https://www.google.com/url?q=https://artificialcorner.com/p/nano-banana-pro&sa=D&source=editors&ust=1784668177849882&usg=AOvVaw2MTBhTeOmRP-nLbRvJalNh
https://www.google.com/url?q=https://artificialcorner.com/p/nano-banana-pro&sa=D&source=editors&ust=1784668177849882&usg=AOvVaw2MTBhTeOmRP-nLbRvJalNh
https://www.google.com/url?q=https://artificialcorner.com/p/perplexity&sa=D&source=editors&ust=1784668177849975&usg=AOvVaw1-cAOSficTNhJt7MYG58HX
https://www.google.com/url?q=https://artificialcorner.com/p/perplexity&sa=D&source=editors&ust=1784668177849975&usg=AOvVaw1-cAOSficTNhJt7MYG58HX
https://www.google.com/url?q=https://artificialcorner.com/p/chatgpt-atlas&sa=D&source=editors&ust=1784668177850065&usg=AOvVaw1d-sG6k-LmyM1oQTm8IaQe
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https://www.google.com/url?q=https://artificialcorner.com/p/video-translation&sa=D&source=editors&ust=1784668177850167&usg=AOvVaw1N5CgGS1How-PxxT2BLFQn
https://www.google.com/url?q=https://artificialcorner.com/p/n8n&sa=D&source=editors&ust=1784668177850263&usg=AOvVaw3Aq5PqvZ_Ga5KeXfk-Nfgm
https://www.google.com/url?q=https://artificialcorner.com/p/n8n&sa=D&source=editors&ust=1784668177850263&usg=AOvVaw3Aq5PqvZ_Ga5KeXfk-Nfgm
https://www.google.com/url?q=https://artificialcorner.com/p/how-to-use-ai-with-excel-reliably&sa=D&source=editors&ust=1784668177850401&usg=AOvVaw1_XjZEBgebyx1r_eKiMIbx
https://www.google.com/url?q=https://artificialcorner.com/p/how-to-use-ai-with-excel-reliably&sa=D&source=editors&ust=1784668177850401&usg=AOvVaw1_XjZEBgebyx1r_eKiMIbx
https://www.google.com/url?q=https://artificialcorner.com/p/best-ai-agents&sa=D&source=editors&ust=1784668177850517&usg=AOvVaw3YlkvVntQ0qmYPU6YP_-mR
https://www.google.com/url?q=https://artificialcorner.com/p/best-ai-agents&sa=D&source=editors&ust=1784668177850517&usg=AOvVaw3YlkvVntQ0qmYPU6YP_-mR
https://www.google.com/url?q=https://artificialcorner.com/p/best-ai-tools&sa=D&source=editors&ust=1784668177842986&usg=AOvVaw2L5oogRpPfa9qk7KCaenpR
https://www.google.com/url?q=https://artificialcorner.com/p/best-prompts-2026&sa=D&source=editors&ust=1784668177843101&usg=AOvVaw0SGuqbN8R3AnD5WfhlFkwo
https://www.google.com/url?q=https://artificialcorner.com/p/best-ai-model&sa=D&source=editors&ust=1784668177843181&usg=AOvVaw3mp70QABg5Uo2iRbKzJ5tN
https://www.google.com/url?q=https://artificialcorner.com/p/best-ai-model&sa=D&source=editors&ust=1784668177843181&usg=AOvVaw3mp70QABg5Uo2iRbKzJ5tN
https://www.google.com/url?q=https://artificialcorner.com/p/best-ai-model&sa=D&source=editors&ust=1784668177843181&usg=AOvVaw3mp70QABg5Uo2iRbKzJ5tN
https://www.google.com/url?q=https://artificialcorner.com/p/best-ai-model&sa=D&source=editors&ust=1784668177843181&usg=AOvVaw3mp70QABg5Uo2iRbKzJ5tN
https://www.google.com/url?q=https://artificialcorner.com/p/best-ai-model&sa=D&source=editors&ust=1784668177843181&usg=AOvVaw3mp70QABg5Uo2iRbKzJ5tN
https://www.google.com/url?q=https://artificialcorner.com/p/ai-pro&sa=D&source=editors&ust=1784668177843310&usg=AOvVaw3dFyp8gTNXzwvB7S7Q1LLg
https://www.google.com/url?q=https://artificialcorner.com/p/self-study-claude&sa=D&source=editors&ust=1784668177843378&usg=AOvVaw36_71ThWhRScBYrSo9W5Xd
https://www.google.com/url?q=https://artificialcorner.com/p/self-study-claude&sa=D&source=editors&ust=1784668177843378&usg=AOvVaw36_71ThWhRScBYrSo9W5Xd
https://www.google.com/url?q=https://artificialcorner.com/p/learn-with-claude&sa=D&source=editors&ust=1784668177843441&usg=AOvVaw3a0AutopiMR3L-Wc-E7-ew
https://www.google.com/url?q=https://artificialcorner.com/p/switch-to-claude&sa=D&source=editors&ust=1784668177843625&usg=AOvVaw2T41roiDDkJ7X-cKATZ4EN
https://www.google.com/url?q=https://artificialcorner.com/p/switch-to-claude&sa=D&source=editors&ust=1784668177843625&usg=AOvVaw2T41roiDDkJ7X-cKATZ4EN
https://www.google.com/url?q=https://artificialcorner.com/p/claude-levels&sa=D&source=editors&ust=1784668177843746&usg=AOvVaw11q3B8R4CqEuRj8ViHZOA7
https://www.google.com/url?q=https://artificialcorner.com/p/claude-levels&sa=D&source=editors&ust=1784668177843746&usg=AOvVaw11q3B8R4CqEuRj8ViHZOA7
https://www.google.com/url?q=https://artificialcorner.com/p/claude&sa=D&source=editors&ust=1784668177843837&usg=AOvVaw1sb-mFS1GF3xZFSz9YPCTJ
https://www.google.com/url?q=https://artificialcorner.com/p/claude-setup&sa=D&source=editors&ust=1784668177843890&usg=AOvVaw2BzfvysqySbRNQ7ivMfPPu
https://www.google.com/url?q=https://artificialcorner.com/p/md-file&sa=D&source=editors&ust=1784668177843945&usg=AOvVaw1JEaGSxXSKX2y9BiNHYDMt
https://www.google.com/url?q=https://artificialcorner.com/p/best-claude-connectors&sa=D&source=editors&ust=1784668177844007&usg=AOvVaw1Q-6igKNesXnQ_UxB5AmUm
https://www.google.com/url?q=https://artificialcorner.com/p/claude-skills&sa=D&source=editors&ust=1784668177844104&usg=AOvVaw2FyLZAB0DLSZVUkfX2lnYK
https://www.google.com/url?q=https://artificialcorner.com/p/best-claude-skills&sa=D&source=editors&ust=1784668177844166&usg=AOvVaw0iNmPF7HYci06R19JM4wFz
https://www.google.com/url?q=https://artificialcorner.com/p/best-claude-code-skills&sa=D&source=editors&ust=1784668177844237&usg=AOvVaw2uART2UmXsbiKvTaChLqJN
https://www.google.com/url?q=https://docs.google.com/document/d/1uhd4Y8qLvlAj3oDRVHiXtBV6n53nt5qwtdGS-PO-fj0/mobilebasic&sa=D&source=editors&ust=1784668177844316&usg=AOvVaw3g6ResMnuXJTMzPZRDPo0Q
https://www.google.com/url?q=https://artificialcorner.com/p/cowork&sa=D&source=editors&ust=1784668177844420&usg=AOvVaw1PlUrpd-hsNuINebzoCVkm
https://www.google.com/url?q=https://artificialcorner.com/p/cowork-setup&sa=D&source=editors&ust=1784668177844473&usg=AOvVaw14FSMIYomb3o9A0weQv0D2
https://www.google.com/url?q=https://artificialcorner.com/p/claude-automates&sa=D&source=editors&ust=1784668177844535&usg=AOvVaw3Drc4_Hv6SRrBVP5NSJr3v
https://www.google.com/url?q=https://artificialcorner.com/p/cowork-projects&sa=D&source=editors&ust=1784668177844592&usg=AOvVaw174tIO4zs9G0FDBMW4rSAd
https://www.google.com/url?q=https://artificialcorner.com/p/cowork-dispatch&sa=D&source=editors&ust=1784668177844647&usg=AOvVaw2dhoKC4sAFySF7HPweMYUR
https://www.google.com/url?q=https://artificialcorner.com/p/claude-computer&sa=D&source=editors&ust=1784668177844707&usg=AOvVaw1ynlt18gfNmvi8KzJLdpkT
https://www.google.com/url?q=https://artificialcorner.com/p/claude-code-basics&sa=D&source=editors&ust=1784668177844810&usg=AOvVaw2Mf4l9Afe0WXYaikGDNvxa
https://www.google.com/url?q=https://artificialcorner.com/p/claude-code-concepts&sa=D&source=editors&ust=1784668177844869&usg=AOvVaw18z4X2A8X4xNPQ2QgqES9I
https://www.google.com/url?q=https://artificialcorner.com/p/claude-code-skills&sa=D&source=editors&ust=1784668177844926&usg=AOvVaw1Njkkvx3GYfZyerdhjRzop
https://www.google.com/url?q=http://claude.md&sa=D&source=editors&ust=1784668177844975&usg=AOvVaw0Gg_uXzzhvEeZ-6QyLm3fR
https://www.google.com/url?q=https://artificialcorner.com/p/claude-code-memory&sa=D&source=editors&ust=1784668177845038&usg=AOvVaw3nJqLjXSFANyAv_t5btkDe
https://www.google.com/url?q=https://artificialcorner.com/p/opus-4-7&sa=D&source=editors&ust=1784668177845126&usg=AOvVaw32pPjimBcu5p0C65Wlymdf
https://www.google.com/url?q=https://artificialcorner.com/p/claude-artifacts&sa=D&source=editors&ust=1784668177845226&usg=AOvVaw1M0rgylTYsRluxaKZMwtma
https://www.google.com/url?q=https://artificialcorner.com/p/claude-limits-fix&sa=D&source=editors&ust=1784668177845296&usg=AOvVaw2X3MRFfqsbgz93JZsVlco_
https://www.google.com/url?q=https://docs.google.com/document/d/1VNIA9h3iBFpfvVH8_b50CsbhP8pxTOYjQM6_feUfxnc/mobilebasic&sa=D&source=editors&ust=1784668177845439&usg=AOvVaw0_j6JB7oYXNNxOnf4cQJBG
https://www.google.com/url?q=https://artificialcorner.com/p/ai-papers&sa=D&source=editors&ust=1784668177845502&usg=AOvVaw2Y5bk0yH1QaQDgcs5P9vGs
https://www.google.com/url?q=https://artificialcorner.com/p/money-with-claude&sa=D&source=editors&ust=1784668177845572&usg=AOvVaw0chDsbu9xWpzizS-I2pupE
https://www.google.com/url?q=https://artificialcorner.com/p/notebooklm&sa=D&source=editors&ust=1784668177845747&usg=AOvVaw1fTNUuLuHloKmaGxXbcLyG
https://www.google.com/url?q=https://artificialcorner.com/p/notebooklm&sa=D&source=editors&ust=1784668177845747&usg=AOvVaw1fTNUuLuHloKmaGxXbcLyG
https://www.google.com/url?q=https://artificialcorner.com/p/ai-mentor&sa=D&source=editors&ust=1784668177845845&usg=AOvVaw1mx1r0gAV6l4jvBvLZp3zj
https://www.google.com/url?q=https://artificialcorner.com/p/ai-mentor&sa=D&source=editors&ust=1784668177845845&usg=AOvVaw1mx1r0gAV6l4jvBvLZp3zj
https://www.google.com/url?q=https://artificialcorner.com/p/cowork-notebooklm&sa=D&source=editors&ust=1784668177845952&usg=AOvVaw0CDlttME1jfMmKclh7WRKN
https://www.google.com/url?q=https://artificialcorner.com/p/cowork-notebooklm&sa=D&source=editors&ust=1784668177845952&usg=AOvVaw0CDlttME1jfMmKclh7WRKN
https://www.google.com/url?q=https://artificialcorner.com/p/cowork-notebooklm&sa=D&source=editors&ust=1784668177845952&usg=AOvVaw0CDlttME1jfMmKclh7WRKN
https://www.google.com/url?q=https://artificialcorner.com/p/cowork-notebooklm&sa=D&source=editors&ust=1784668177845952&usg=AOvVaw0CDlttME1jfMmKclh7WRKN
https://www.google.com/url?q=https://artificialcorner.com/p/voice&sa=D&source=editors&ust=1784668177846450&usg=AOvVaw3K3tgxOGNy5terzO5qI5Ut
https://www.google.com/url?q=https://artificialcorner.com/p/voice&sa=D&source=editors&ust=1784668177846450&usg=AOvVaw3K3tgxOGNy5terzO5qI5Ut
https://www.google.com/url?q=https://artificialcorner.com/p/claude-web-scraping&sa=D&source=editors&ust=1784668177846563&usg=AOvVaw3X4ecdmcA0wrZ_qW6yJToq
https://www.google.com/url?q=https://artificialcorner.com/p/claude-web-scraping&sa=D&source=editors&ust=1784668177846563&usg=AOvVaw3X4ecdmcA0wrZ_qW6yJToq
https://www.google.com/url?q=https://artificialcorner.com/p/claude-web-scraping&sa=D&source=editors&ust=1784668177846563&usg=AOvVaw3X4ecdmcA0wrZ_qW6yJToq
https://www.google.com/url?q=https://artificialcorner.com/p/claude-web-scraping&sa=D&source=editors&ust=1784668177846563&usg=AOvVaw3X4ecdmcA0wrZ_qW6yJToq
https://www.google.com/url?q=https://artificialcorner.com/p/claude-in-excel&sa=D&source=editors&ust=1784668177846646&usg=AOvVaw1i91uNuz5iMueOkIe2QZ1-
https://www.google.com/url?q=https://artificialcorner.com/p/claude-in-excel&sa=D&source=editors&ust=1784668177846646&usg=AOvVaw1i91uNuz5iMueOkIe2QZ1-
https://www.google.com/url?q=https://artificialcorner.com/p/claude-notebooklm&sa=D&source=editors&ust=1784668177846848&usg=AOvVaw0EHOknkjNBVLvcFc_5p3Bk
https://www.google.com/url?q=https://artificialcorner.com/p/claude-notebooklm&sa=D&source=editors&ust=1784668177846848&usg=AOvVaw0EHOknkjNBVLvcFc_5p3Bk
https://www.google.com/url?q=https://artificialcorner.com/p/claude-notebooklm&sa=D&source=editors&ust=1784668177846848&usg=AOvVaw0EHOknkjNBVLvcFc_5p3Bk
https://www.google.com/url?q=https://artificialcorner.com/p/claude-notebooklm&sa=D&source=editors&ust=1784668177846848&usg=AOvVaw0EHOknkjNBVLvcFc_5p3Bk
https://www.google.com/url?q=https://artificialcorner.com/p/cowork-workflows&sa=D&source=editors&ust=1784668177846958&usg=AOvVaw0qG1nG3bSHkyQ_hbbJrWqW
https://www.google.com/url?q=https://artificialcorner.com/p/cowork-workflows&sa=D&source=editors&ust=1784668177846958&usg=AOvVaw0qG1nG3bSHkyQ_hbbJrWqW
https://www.google.com/url?q=https://artificialcorner.com/p/cowork-workflows&sa=D&source=editors&ust=1784668177846958&usg=AOvVaw0qG1nG3bSHkyQ_hbbJrWqW
https://www.google.com/url?q=https://artificialcorner.com/p/cowork-workflows&sa=D&source=editors&ust=1784668177846958&usg=AOvVaw0qG1nG3bSHkyQ_hbbJrWqW
https://www.google.com/url?q=https://artificialcorner.com/p/ai-proof&sa=D&source=editors&ust=1784668177847354&usg=AOvVaw26zDh6mz9OSh5cylKW-mCy
https://www.google.com/url?q=https://artificialcorner.com/p/ai-proof&sa=D&source=editors&ust=1784668177847354&usg=AOvVaw26zDh6mz9OSh5cylKW-mCy
https://www.google.com/url?q=https://artificialcorner.com/p/ai-proof&sa=D&source=editors&ust=1784668177847354&usg=AOvVaw26zDh6mz9OSh5cylKW-mCy
https://www.google.com/url?q=https://artificialcorner.com/p/ai-proof&sa=D&source=editors&ust=1784668177847354&usg=AOvVaw26zDh6mz9OSh5cylKW-mCy
https://www.google.com/url?q=https://artificialcorner.com/p/visuals&sa=D&source=editors&ust=1784668177847819&usg=AOvVaw3WPIJq9xcs6EMEaHnYT9ZU
https://www.google.com/url?q=https://artificialcorner.com/p/visuals&sa=D&source=editors&ust=1784668177847819&usg=AOvVaw3WPIJq9xcs6EMEaHnYT9ZU

Create Claude
Skills in seconds.

Describe your skill

| .
www.makemyskill.com

Describe what you want in plain
English. Get a ready-to-use Claude
Skill you can download and install
instantly.

© Lake Grove Job Seekers

Or, within Claude, click Customize then Add
and there are several ways to create Skills,
including uploading Skills you created in
www.makemyskill.com:

Q.  Browse Add v

(= Create with Claude
Lastu)
E] Write skill instructions

712912 T, Upload a skill
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http://www.makemyskill.com/

God of Prompt has some downloadable
skills that might be useful.

Here is a link to the Notion site

© Lake Grove Job Seekers

Claude Skills Pack for Beginners

Ten skills. One everyday job each. Run your first one tonight.

Claude can become a specialist on demand. You are probably still typing prompts from scratch
every time. This pack closes that gap with ten small, focused skills that each do one real job well,
ask you a couple of questions instead of staring back at a blank box, and end by telling you what

to double-check. No prompt-engineering, no jargon, no code.

You do not have a Claude problem. You have a blank-chat problem. These ten skills are
the fix: write, summarize, email, learn, organize, decide, compare, job-hunt, spreadsheets,

and plan.

10 Claude skills

29 Claude Skills

Writing Fixer

writing-fixer.zip

Email and Reply Writer

email-reply-writer....

MNotes to Action Plan

notes-to-action-pl...

Research and Compare

research-and-com...

Summarize Anything

summarize-anythi...

Explain It Simply

explain-it-simply.zip

Decision Helper

decision-helperzip

Job Search Coach

job-search-coach....



https://gop-product.notion.site/Claude-Skills-Pack-for-Beginners-38151ab4a40081fa88ecdc8652084a51
https://gop-product.notion.site/Claude-Skills-Pack-for-Beginners-38151ab4a40081fa88ecdc8652084a51

Al Agents explainer

THREE AGENTIC
Al YOUTUBE YIDEOS

Al AGENTS,
CLEARLY
EXPLAINED

USING ADVANCED
TOOLS IN THE

JEFF SU
+ 10 MINUTES

VIBE CODING
FUNDAMENTALS
IN 33 MINUTES

WORKPLACE

Al Agents full course

Vibe coding in 33 minutes

TINA HUANG
* 33 MINUTES

Al AGENTS FULL
COURSE 2026:
MASTER

Into to Al Agents: Codeacademy

Al Agents for Everyday Professionals: Linkedln Learning

The Managers Guide to Integrating and Managing Al Agents: LI Learning

© Lake Grove Job Seekers

AGENTIC Al
NICK SARAEV
+2 HOURS

>~
=

| TO

@ Part of Google’s Workspace suite, this tool
lets you create agents to handle simple ongoing
tasks—say, sending summaries after Google Meet
meetings or monitoring your Gmail for messages
that require a response.

@® Notion started out as a flexible, collaborative
note-taking app. More recently, it’s evolved into a
command center for Al-fueled workplace produc-
tivity. Along with being able to perform automated
work using Notion’s own features on your behalf,
it can access data from external sources such as
Slack and Google Docs.

@® Do you live in Slack? So does its built-in bot,
giving it access to the information reflected in con-
versations and channels. It calls on this repository
of work-related data to help it prep you for meetings,
review projects in progress, and more.

@ Now in its third version, the video-calling giant’s
agent can schedule meetings, propose ways to achieve
agreed-upon goals, and share notes for follow-up.

)}/

TRY A
SPECIALIST
ORTWO

MAJOR WORKADAY PRODUCTIVITY PLATFORMS
aren’t the only type of software that’s going agen-
tic. A profusion of lesser-known Al agent upstarts
are emerging to address specific work scenarios,
from note-taking during meetings to pulling data
into spreadsheets.

Give this app your notes, and it will perform the
heavy lifting necessary to convert them into a dy-
namic, visually compelling presentation or website.

GRANOLA GRANOLA.AI

In the crowded field of Al helpers that take notes
during meetings, Granola’s accuracy and simplicity
make it a favorite among busy, Al-forward types.

PARADIGM PARADIGMAI.COM

Lots of projects involve collecting data from the
web, then plopping it into a spreadsheet. Tell
Paradigm what you're researching, and it'll do
the collecting and plopping for you.

RECLAIM.AI RECLAIM.AI

A pioneering Al scheduling assistant now owned
by Dropbox, Reclaim finds time on your calendar
for you to actually check off your to-dos, build

in buffer time between meetings, and even wedge
lunch into the busiest of days.

ZAPIER.COM

This platform serves as the glue connecting more
than 9,000 apps and services. Its Al can figure out
which tools to call on to accomplish tasks for you.

CODECADEMY

Fifteen minutes
of video in-
struction aimed
at curious lay-
people, plus a
quiz to test your
knowledge.

LINKEDIN
LEARNING

If you're ready
to try your
hand at building
your first agent,
start here.
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LINKEDIN
LEARNING
Analyst
Charlene Lion
business use
of agents,
from measuring
their impact
to avoiding

ethical traps. ¥
SHm)



https://youtu.be/FwOTs4UxQS4?si=mgfcaMaQ2PMch_Wu
https://youtu.be/iLCDSY2XX7E?si=Seq6vYGvBVGDL5kl
https://youtu.be/EsTrWCV0Ph4?si=mLIZK2L0a4b09iuU
https://www.codecademy.com/learn/intro-to-ai-agents
https://www.codecademy.com/learn/intro-to-ai-agents
https://www.linkedin.com/learning/ai-agents-for-everyday-professionals-simple-automations-to-speed-up-your-work-no-code-required
https://www.linkedin.com/learning/the-manager-s-guide-to-integrating-and-managing-ai-agents

Model Comparison: Overall

Best for:

Strengths

Limitations

When to
choose

© Lake Grove Job Seekers

ChatGPT (Free)

General knowledge Q&A,
quick concise answers,
learning concepts,
realistic mock interviews,
persistent memory

Broad knowledge base;
consistent responses; large
user community and
resources; voice chat
available

Smaller context window;
must manually enable web
search; knowledge cutoff;
less nuanced on complex
reasoning

Learning explanations;
quick factual answers;
technical assistance; plugin
ecosystem (paid only)

Claude (Free)

Complex reasoning, creative
writing, document analysis,
coding, thoughtful discussions,
privacy-focused use

Nuanced, thoughtful responses;
strong reasoning; large context
window (200K tokens); excellent
for writing and summarization;
doesn't train on your
conversations.

No real-time web search; no
image generation; no voice
interaction on free plan;
knowledge cutoff (~Oct 2024)

Thoughtful analysis of complex
topics; high-quality writing
assistance; document review and
summarization; philosophical
discussions

Gemini (Free)

Visual tasks, Google
ecosystem integration,
multi-modal interactions,
mobile experience

Strong image understanding;
works with images and text
together; Google Search
integration; available on
mobile; good at math

Sometimes less detailed
responses; occasional
accuracy issues with
complex reasoning; weaker
for long, nuanced text
generation

Image analysis and
understanding; working with
visual content; integration
with Google services;
mobile-first experience;
multi-modal interactions

Perplexity (Free)

Real-time information,
research assistance,
news analysis, sourced
information, fact-
checking

Real-time web search;
cites sources; up-to-date
information; focused on
factual accuracy; good
for current events

Limited conversation
depth; free tier has usage
limits; weaker for creative
content; not focused on
long-form writing

Current information and
news; research with cited
sources; hews analysis
and summaries; fact-
checking with references
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Model Comparison: Settings

SETTINGS

Memory

Internet access

Writing style

Connecting to my files

Custom instructions

Choosing a model

© Lake Grove Job Seekers

ChatGPT

On by default in most plans;
retains context across
sessions

Enable "Browse with Bing" in
settings; free on GPT-40

Set tone in custom
instructions; no dedicated
style selector

Upload files per
conversation; Google
Drive/OneDrive via
connectors

Two-field setup: what
ChatGPT should know about
you + how it should respond

GPT-40 for most tasks; 01/03
for complex analysis

Claude

Memory available; also
use Projects to persist
context per job search
task

Web search available;
toggle on per
conversation

Dedicated Styles setting;
Concise recommended
for job search

Upload to a Project once;
available every session

Profile field in settings;
also set per-Project
instructions

Sonnet for everyday
tasks; Opus for strategy
and nuanced writing

Gemini

On by default;
remembers preferences
across conversations

On by default via Google
Search integration

Set preferred response
style in custom
instructions

Connect Google Drive,
Docs, Gmail natively

"About you" field in
settings

2.0 Flash for speed; 1.5
Pro for long documents

Perplexity

Limited; use Spaces to
save ongoing research

On by default; core to
how it works

Not recommended for
writing

Upload per
conversation; no
persistent file storage

Brief profile in settings

Sonar by default

63



BEST USE CASES

Writing

Research

Mock interviews

Other

© Lake Grove Job Seekers

ChatGPT

Cover letters, resume
bullets, email drafts;
Canvas for multi-session
iteration

Company research with live
web access; good for salary

data

Voice Mode for spoken,
real-time practice with
feedback

GPTs (custom apps) like

Resume Coach or Interview

Warmup

Claude

Cover letters, resume
bullets; best for human-
sounding output;
Canvas for real-time
editing

Strong analysis; pair with
web search for current
data

Text-based role-play;
strong behavioral
interview prep using
SOAR

Career pivot strategy,
salary negotiation role-

play

Gemini

Draft directly in Google
Docs; good for
structured documents

Deep Research mode
for multi-source
synthesis; real-time
Google data

Text-based; decent for
question generation

Industry trend briefings
before networking
conversations

Perplexity

Best-in-class; cites
sources from LinkedIn,
Glassdoor, Levels.fyi

Model Comparison: Use Cases
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SPECIAL FEATURES

Canvas/workspace

Spaces/projects

Supported output
formats

Canvas/workspace

Spaces/projects

Supported output formats

© Lake Grove Job Seekers

ChatGPT

Canvas: persistent writing
workspace; export to Word
or Google Docs

Custom GPTs for recurring
tasks

Word, Google Docs (direct
export from Canvas); code,
tables, PDFs

Canvas: persistent writing
workspace; export to Word
or Google Docs

Custom GPTs for recurring
tasks

Word, Google Docs (direct
export from Canvas); code,
tables, PDFs

Claude

Projects: persistent
workspace with
uploaded files; Artifacts
for finished outputs

Projects with custom
instructions + uploaded
.md files

Text, code, tables,
markdown; no direct
export but copies
cleanly

Projects: persistent
workspace with
uploaded files; Artifacts
for finished outputs

Projects with custom
instructions + uploaded
.md files

Text, code, tables,
markdown; no direct
export but copies
cleanly

Gemini

Workspace via Google
Docs integration; no
standalone canvas

Gems: custom Al
personas with saved
context

Google Docs (native);
Word via download

Workspace via Google
Docs integration; no
standalone canvas

Gems: custom Al
personas with saved
context

Google Docs (native);
Word via download

Model Comparison: Special Features
I

Perplexity

Spaces: save and
organize ongoing
research by topic

Spaces for saved
research threads

Text and citations;
export via copy/paste

Spaces: save and
organize ongoing
research by topic

Spaces for saved
research threads

Text and citations;
export via copy/paste



Relevant Use Cases

Networking outreach
email drafts

Try if you are truly stuck;
you will soon be able to
write them yourself

Also try:
Al Prompts for Networking

which includes more
networking use cases such as
finding networking contacts

Surprisingly, adding this line increases

© Lake Grove Job Seekers

the odds of a response -

| want to email a potential networking contact that | do not know to request a brief informational interview. This
person works at a company that is on my target list. My connection to this person is [provide information — we
went to the same college, | admire their LinkedIn posts, etc.] Provide 2 examples of an email | might send. Include
a subject line for each example.

Use these 6 points to write the drafts:
LENGTH: Fewer than 75 words. People are busy, concise makes it easier to respond.

CONNECTION: State first if | have one or skip this step. A connection maximizes my chances of getting a
response.

CONTEXT: Define my interest both narrowly and broadly. This sets context for my request and helps them
understand my goals: e.g., “more information about product management in creative fields.”

ASK: Insight and advice, not job leads. | want to earn their trust first. It is much easier to say “yes” to a meeting to
share one’s “story.”

FORMAT: Make my request in the form of a question (ending in “?”). Questions demand attention; it’s easier to
see the ask and communicates confidence.

FOCUS ON THEM: Keep over half the word count about the contact, not about me. Avoid “about me” language
which mixes the message, buries the ask, and feels like I’'m selling myself.

Below is an example email to use as a model:

Subject: Seeking Your Advice

Dear Mr. Jones,

My name is [firstname lastname], and [mention my connection].

I'm evaluating my career path and trying to learn more about marketing careers at semiconductor companies,
and your insights would be very helpful. May | have 15 minutes of your time to ask you about your experience at
IBM?

I realize this may be a busy time for you, so if you’re not able to connect, | understand.
Thank you for considering,

[firstname]
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How to Prompt and Add Context

You are an expert interview coach with 20 years of prior experience as a hiring manager at a top-tier company. You know
what makes interviewers lean in and what makes them tune out.

I’ll provide 3 items as context:
1. Ajob description

2. My resume

3. My SOAR story bank

I need targeted behavioral interview questions and responses for these topics:
Leadership, Teamwork, Challenges, Problem Solving, Communication, Decision Making, Initiative, Organization, Time
Management, Ambiguity

**For each topic, output:**

I n puts: **Topic:** [topic name]

**Question:** A realistic behavioral question for this topic (e.g., "Tell me about a time you had to make a decision without
all the information you needed.")
**Response:** A full SOAR-structured answer

—

Your base resume
The job description

N

**SOAR structure (required for every response):**

_ ’ - **Situation:** Set the scene briefly. Who, what, where.
3 ° YO ur SOAR Sto ry d ocume nt yo uve - **Qbstacle or Opportunity:** What made this moment worth telling? What was at stake?
H : o) - **Action:** What YOU specifically did. First person. Concrete steps.
ertte n th em d own ’ Fl ght * © - **Result:** What happened. Quantify where possible.

**Writing rules:**

- Conversational. Written like someone talking, not presenting.

- Specific details over vague claims. Numbers, names, real stakes.

- First person throughout. "l did X" not "the team was able to..."

- Keep the interviewer's attention. Vary the pace. Don't bury the result.

- Pull keywords and responsibilities from the job description naturally into each story.

**Hard rules:**
- Never invent facts. If my materials don't support a story for a given topic, say so and tell me exactly what's missing.
- Don't pad. If the story is told, stop.

Ready? Start by asking for the job description.
© Lake Grove Job Seekers 67



How to Prompt and Add Context
I

teal G Al Resume Builder Job Application Tracker Tools v More v

Career Hub > Interviews t-job-interview-prompts

30 ChatGPT Job Interview Prompts
for More Effective Interview Prep

More i nte rvi ew prom ptS https://www.themuse.com/advice/best-chatgpt-job-interview-prompts
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How to Prompt and Add Context

Inputs you’ll be asked for:

* Job title

e Company

* Location (affects salary)

* Offer on the table

* Salaryyou're targeting

* Market rate for this role

* Any other perks you want to negotiate

* [e.g. PTO, remote flexibility, signing
bonus, relocation]

© Lake Grove Job Seekers

You are an expert negotiator with deep experience in recruiting and HR. We're doing a role-play simulation where | practice
negotiating a job offer.

Before we start, collect these details:

- Your name: [insert]

- Job title: [insert]

- Company: [insert]

- Location: [insert]

- Offer on the table: [insert]

- Salary you're targeting: [insert]

- Market rate for this role: [insert]

- Any other perks you want to negotiate: [insert, e.g. PTO, remote flexibility, signing bonus, relocation]

**How this works:**

You play the recruiter. | play the candidate. Run a realistic negotiation simulation, roughly 10 exchanges. Ask one question or
make one move at a time, then wait for my response before continuing. Don't rush the scenario or stack multiple questions.

Make it real. Include pressure tactics like:

- "Do you have other offers on the table?"

- "If we came back to you tomorrow, would you accept?"
- "Are we your first choice?"

- "Help me understand why we should go higher."

- "Our budget is fixed. This is our best offer."

Vary the recruiter's stance as the conversation develops. If | push well, push back. If | fold too fast, let me feel that.

**After the simulation ends** (either naturally or when | say "end simulation"):

Grade my overall performance 1-10 and break down:

- What | did well

- What| left on the table

- Specific moments where | could have responded differently, and how

- The negotiation science behind each piece of feedback (anchoring, silence, BATNA, reciprocity, etc.)

Then offer me the next round: harder if | scored 7+, easier if | scored below 5.

Ready? Ask me for my details and let's begin.
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