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INTRODUCTION

How Al Can Help—And Why You Still Need to
Show Up

Al is a powerful tool in the modern job search—but it’s not a
replacement for your voice, your judgment, or your effort. Think of it
as your assistant, not your stand-in.

Used well, tools like ChatGPT can help you:
Brainstorm career pivots and role matches
Customize resumes and cover letters faster
Practice for interviews and difficult conversations
Write outreach messages and negotiation emails
Stay organized and confident during the search

But here’s what Al can’t do for you:

® Understand your personal “why”

®© Replace authenticity in networking

® Pick the right opportunity based on your values

® Interpret tone, nuance, or cultural fit the way a human can
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INTRODUCTION ¢«

Why You Still Need Human Intervention

Al writes with patterns, not wisdom.
It might suggest a buzzword-filled resume or too-generic email if you
don’t add specific context or review carefully.

Human touch = trust.

Hiring managers and recruiters can tell when a message is overly
polished or impersonal. You still need to show enthusiasm, care, and
realness.

It won’t always know what’s ethical.
For example, Al might exaggerate results or recommend inflating skills
—always fact-check, edit, and stay honest.

The Best Strategy?

Al + YOU = Job Search Superpower

Let Al do the heavy lifting, formatting, and first drafts.

Then step in to personalize, refine, and connect the dots.

That’s how you'll stand out—not just as qualified, but as someone they
want on the team.
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# | TOP Al TOOLS FOR JOB
SEEKERS: USE CASES &
LIMITATIONS

Al isn’t one-size-fits-all—different tools excel at different tasks. Here's a
breakdown of the most useful tools for job searching, what they're
great at, and where to be careful.

ChatGPT (OpenAl)

Best For:
e Generating resume bullets, cover letters, and outreach messages
e Interview simulations and salary negotiation scripts
o (Career clarity exercises (e.g., job title comparisons, pathfinding)
e Summarizing job descriptions and company info

I Watch Out For:
e May sound generic or robotic without clear input
e Doesn’t always include the latest data (check version & cutoff)
e Can “hallucinate” facts (always fact-check!)
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TOP AI TOOLS FOR JOB
SEEKERS: USE CASES &
LIMITATIONS

Al isn’t one-size-fits-all—different tools excel at different tasks. Here's a
breakdown of the most useful tools for job searching, what they're
great at, and where to be careful.

ChatGPT (OpenAl)

Best For:
o Generating resume bullets, cover letters, and outreach messages
o Interview simulations and salary negotiation scripts
o Career clarity exercises (e.g., job title comparisons, pathfinding)
e Summarizing job descriptions and company info

I Watch Out For:
e May sound generic or robotic without clear input
e Doesn’t always include the latest data (check version & cutoff)
e Can “hallucinate” facts (always fact-check!)

Pro Tip:
The more specific your prompt, the better your result. Always include
your role, goal, and tone.
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TOP AI TOOLS

Teal HQ

Best For:
e Tracking job applications and contacts
o Tailoring resumes to job descriptions
o Saving and organizing Al-generated content (e.g., interview stories,
notes)

I Watch Out For:

e The resume builder can sometimes over-template your content

e Not ideal for highly specialized formatting (e.g., design-heavy
resumes)

. Pro Tip:
Use the Chrome extension to instantly analyze job descriptions and
identify missing keywords.

Rezi

Best For:
o ATS-optimized resume creation
e Building role-specific resumes from scratch
o Keyword matching and bullet suggestions
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TOP AI TOOLS

I Watch Out For:
e Limited customization unless you upgrade
o Writing can feel stiff—always edit for tone and flow

. Pro Tip:
Use Rezi for structure and formatting, then refine your content in
ChatGPT or manually.

Yoodli

Best For:
e Practicing interview answers with real-time feedback
o Improving filler words, tone, and pace
e Mock interviews in a low-pressure setting

I Watch Out For:
e May not always replicate industry-specific questions
e Lacks human warmth—don’t become overly “scripted”

. Pro Tip:
Use Yoodli to smooth out nerves and delivery, then test your answers
live with a friend or coach.
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TOP AI TOOLS

Google’s Interview Warmup

Best For:
e Practicing role-based interview questions (tech, UX, data, etc.)
e Getting sample answers and reviewing patterns in your replies
e Quick practice sessions

! Watch Out For:
e No personalized feedback or suggestions
e Limited roles and industries

. Pro Tip:

Use this as your “pre-game warmup” before deeper mock interview
sessions in ChatGPT or with people.

LinkedIn’s Al Features

Best For:
o Auto-generating profile summaries and headlines
o Helping draft InMail messages or posts
e Discovering trending roles and skillsith your unique voice, values,
and key wins.
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TOP AI TOOLS

! Watch Out For:
e Auto-written summaries often sound robotic or vague
e No nuance or storytelling—use only as a baseline

Pro Tip:
Use the Al-generated draft, then personalize it with your unique voice,
values, and key wins.

Jobscan

Best For:
e Matching your resume against a job description
 Identifying missing keywords or skills
e Scoring your chances of passing ATS filters

I Watch Out For:
e Too much focus on “keyword stuffing” can hurt readability
e Not a writing tool—it’s an evaluator

Pro Tip:
Use it post-edit to audit your resume, not as your only optimization
step.
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## | TOP AI TOOLS

Notion + Al

.4 Best For:
e Creating job search dashboards and application trackers
e Organizing Al-generated ideas, prompts, and strategies
e Journaling and reflection with Al assistance

I Watch Out For:
¢ Not intuitive for first-time users
o Al writing inside Notion isn't as advanced as ChatGPT yet

Pro Tip:
Combine Notion + ChatGPT for power: use Notion to stay organized,
ChatGPT to generate and refine content.
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¢ | TOP AI TOOLS: SUMMARY
Tool Best For Caution Point
ChatGPT Prompts: scripts, Needs strong input to avoid
summaries fluff
Teal HQ Rgsume tracking + lelteq for.mattlng
tailoring customization
Rezi ATS-optimized resumes | Requires tone editing
Yoodli Interview delivery May feel mechanical
feedback v
Google . : :
Quick interview drills No feedback or depth
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LinkedIn Al Profile and message Sounds generic
drafts
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Notion + Al Job search organization Il;:::Snmg curve for some
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1. INTRO TO AI IN THE
JOB SEARCH

What'’s Changing—and Why It Matters

Al tools have become powerful co-pilots in the job hunt—not by
replacing humans, but by helping them move faster, make better choices,
and stand out. If your last job search was a slog, it probably lacked the
efficiencies Al now brings.

Here’s how Al is reshaping the landscape:

Cuts down busywork - Tailor resumes in seconds instead of hours
Simulates professional feedback - Practice interviews or refine
writing without judgment

Surfaces insights — Analyze job descriptions, company pages, or
your own resume for alignment

Boosts confidence — Use Al to roleplay conversations, negotiations,
or career transitions

Try this prompt in ChatGPT:
“Act as a career coach. Based on my experience as a QA engineer and
my interest in cybersecurity, what career paths should [ explore? What
certifications would help me pivot successfully?”

! Heads-Up:
Al is only as good as the input you provide. Don't expect magic with
vague prompts. The clearer and more specific your context, the better the
output.
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2. USING AI TO CLARIFY
YOUR CAREER GOALS

From Overwhelmed to Focused

Before you start applying, get clear on what kind of work lights you up
and aligns with your experience. Al can guide this process by mirroring
back your strengths and showing you paths you haven'’t considered.

How to Use Al for Career Clarity:
1.Reflect on your wins — Ask ChatGPT to help you extract patterns
from your past roles.
2.Explore transitions — Use it to map adjacent roles, industries, or
hybrid skill sets.
3.Simulate job matches — Feed your resume and ask what types of
jobs you're best aligned for.

2 Prompt to try:
“Here’s a list of my recent projects. What are 3 career paths that
would align with these experiences? [Paste project list]”

& Pro Tip: Add context like salary goals, work style (remote vs. in-
office), and personal values to get richer output.
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7 | 3. AI-POWERED RESUME
OPTIMIZATION

Your Resume = Your Strategic Marketing Asset

A resume isn’t your life story—it’s your entry ticket. Al can help you

customize resumes at scale, optimize for applicant tracking systems
(ATS), and highlight the skills that matter.

%€ Tools That Help:
e TealHQ - Job-specific resume versions and keyword tracking
e Rezi — ATS-optimized resume builder
e ChatGPT - Tailored rewrites and resume summaries
o Jobscan — Matches your resume against real job descriptions

/ Prompt to try in ChatGPT:

“Take this resume summary and align it with the following job
description. Highlight key skills they're likely prioritizing: [Paste resume
+ job description]”

O Common Al Resume Wins:
o Shortening bullet points for clarity
o Turning responsibilities into quantifiable impact
e Adding missing keywords from job posts

I. Warning: Al tools won't always understand nuance or context.
Always review for tone, relevance, and accuracy.
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4. WRITING BETTER
COVER LETTERS WITH Al

Make It Easy to Start. Then Make It Personal.

Writing a fresh, targeted cover letter for every job is exhausting. But Al
can give you a fast, structured first draft—and save you hours per
application.

¢

. Al Writing Framework:

1.Why them? - Mention the company’s mission or recent work
2.Why you? — Connect your experience to their needs

3.How you fit in — Show cultural or role alignment

4.Close with confidence — Thank them and invite action

- SN

b

fESOME T
Prompt to try:
“Write a concise, enthusiastic cover letter for a UX designer role at a
fintech startup. Emphasize my experience with accessibility and passion
for user-centered design.”

I Keep It Ethical:

Never use Al-generated letters as-is. Always:
e Customize personal anecdotes
e Verify company details
e Inject your authentic voice
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7 | 5. JOB DESCRIPTIONS:
DECODING & MATCHING
WITH Al

Turn Wordy Listings into Actionable Intel

Job descriptions are full of fluff—but they also contain gold. Al can
break them down into:

o Core responsibilities

e Required skills and technologies

e Cultural clues

o Keywords for resume matching

= Prompt to try:
“Analyze this job description. What are the top 10 keywords I should
include on my resume to align with it?”

# Smart Use Cases:
o Create a checklist before applying
e Tailor each resume version based on extracted keywords
e Predict potential interview topics

Advanced Tip:
Ask ChatGPT: “Rewrite my resume bullets to emphasize the
competencies in this job posting. Highlight impact and results.”
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6. PREPARING FOR
INTERVIEWS USING Al

Simulate, Refine, Repeat

Al interview prep is like having a personal coach—available 24/7. It
won't judge you, and it never gets tired of mock questions.

How to Use It:
e Practice STAR-format answers
e Roleplay interviews (technical + behavioral)
o Simulate recruiter calls or “Tell me about yourself” intros
o Get feedback on clarity, tone, and structure

What’s STAR Format?
STAR stands for Situation, Task, Action, Result—a proven framework for
telling compelling, structured stories in interviews.

Situation - Set the scene. What was going on?

Task - What were you responsible for?

Action — What specific steps did you take?

Result - What was the outcome? Bonus if you can quantify success.

Example:

"We were missing sprint deadlines (Situation), and as the lead, I was tasked
with identifying the bottleneck (Task). I created a daily sync and used a
Kanban board to visualize blockers (Action), which improved team velocity
by 40% in two weeks (Result)."
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6. PREPARING FOR
INTERVIEWS USING Al

& Prompt to try:
“Act as a hiring manager. Ask me 5 behavioral questions for a senior
cloud engineer. After each response, give me feedback on how I could

improve.”

@ Bonus Use: Ask Al to guess what questions are likely based on the
job description or company values.
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7. SALARY RESEARCH &
NEGOTIATION SCRIPTS
WITH Al

Know Your Market. Ask with Confidence.

Negotiating your salary starts before you get the offer. Al tools can help
you:

e Benchmark salaries by region, role, and company

o Write persuasive negotiation emails

e Roleplay tough conversations

«* Prompt to try:
“Draft a polite but firm email asking for a $10K increase based on market
data. Mention a competing offer but keep the tone positive.”

ul Research Tools:
e Levels.fyi (tech roles)
e Blind (anonymized employee insights)
e Glassdoor, Builtln, Comparably
e ChatGPT (for script creation)

& Bonus Prompt:
“Act as a compensation expert. What is the current salary range for a
data analyst with 5 years of experience in Boston?”
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8. USING AITO
RESEARCH COMPANIES
& ROLES

Show Up Informed, Not Just Interested

Al can digest dense company websites, news, and LinkedIn pages to
prepare you for interviews or strategic outreach.

O, What to Research:

e Recent product launches or acquisitions
Leadership insights or investor trends
Team culture and company values
Competitor positioning

“2 Prompt to try:

“Summarize this company’s recent news and key values. What questions
could I ask to show I've done my homework? [Paste company site or
links]”

2P Use it to craft better follow-ups:
“Based on what I learned from your recent cloud migration initiative, I'd
love to understand how your team is approaching DevSecOps..."
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# | 9. AUTOMATING YOUR
JOB SEARCH
WORKFLOW

Save Time. Reduce Stress. Stay Organized.

Between applications, follow-ups, interviews, and networking—it’s easy
to drop the ball. Use Al and simple tools to create a clean, repeatable
process.

2 Tools to Combine:
o TealHQ - Job tracker with notes and templates
e Notion / Trello — Custom boards for stages and tasks
e Google Sheets + ChatGPT - Use Al to generate follow-up
messages, summaries
o Zapier or Make — Automate reminders or syncs

£+ Prompt to try:
“Help me design a job search tracker in Notion. [ want columns for role,
status, last contact, next step, and notes.”

Time-Saving Prompts: ' =

“Create a weekly schedule for job search ——
activities including networking and skills i |=|=|= ==
refresh.” 3 = =—ai
“Draft a follow-up message after a second- =

round interview for a data engineering role.”
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7 | 10. ETHICAL & SMART
USE OF AI'IN YOUR JOB
SEARCH

Use It as a Partner. Not a Shortcut.

Al is an enhancer—not a replacement for your voice, credibility, or
intent. The most successful job seekers use it thoughtfully, not lazily.

Best Practices:
o Always add your own insight and story
e Double-check for tone, accuracy, and authenticity
o Keep confidential info out of prompts
e Avoid copying answers into applications verbatim

Rule of Thumb: I Red Flag Uses:
If you wouldn'’t say it e Faking experience
face-to-face, don't let e Using Al to write code challenges
Al say it for you.  Inflating roles or results
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Al PROMPT LIBRARY @€
FOR SMARTER JOB
SEARCHING

Use these high-impact prompts in ChatGPT, Claude, Gemini,
or any Al writing tool.

Each is crafted to generate actionable, personalized content—fast.
1. Career Clarity & Pivoting

Best for: Exploring new roles, industries, or leveraging past
experience in new ways.

& Prompts:
“Based on my experience as a [job title], what adjacent roles or career
paths could I consider if I want to pivot into [industry]?”

“Here are my top 5 skills and 3 favorite work experiences. What career
options align with these strengths?”

“Compare the roles of data analyst, business analyst, and product
analyst. Which might be the best fit if I enjoy storytelling with data and
working cross-functionally?”

“What job titles match someone with [5] years of experience in front-
end development who wants to move into product management?”s.
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Al PROMPT LIBRARY

“Act as a career coach. Help me decide between staying in my current
industry or transitioning into AI/ML. What are the trade-offs and
requirements?”

Bonus Tip: Add your goals (remote work, leadership roles,
creative projects) to guide the Al toward aligned suggestion

2. Resume Editing & Tailoring

Best for: Keyword alignment, formatting improvements,
quantifying impact.

& Prompts:

o “Rewrite these 3 resume bullets to align with this job description.
Focus on results and active verbs. [Paste bullets + job description]”

o “Convert these project tasks into resume accomplishments using
the STAR format. [Paste project description]”

e “Add metrics to this resume bullet where possible: ‘Led team
migration to cloud-based infrastructure.’”

e “Identify missing skills or keywords in this resume based on the
following job posting. Suggest changes. [Paste resume + job
description]”

o “Simplify and improve the formatting of this resume to make it
easier to scan in 6 seconds.”

Bonus Tip: Always edit Al output for tone and truth—don't let it
overhype or misrepresent.
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Al PROMPT LIBRARY

3. Interview Prep

Best for: Mock interviews, STAR responses, storytelling, and
practicing confidence.

Prompts:

o “Simulate a technical interview for a [job title] at a SaaS company.
Ask 5 questions and provide feedback on each of my responses.”

e “Generate 5 behavioral interview questions for a leadership role in
IT consulting. Then help me outline STAR-format answers.”

e “Act as a recruiter. Ask me ‘Tell me about yourself,” then give
suggestions to make my response more compelling.”

e “What are the top interview questions likely to be asked for a
remote-first senior DevOps role?”

e “Based on this job description, what interview questions should I be
prepared for?”

Bonus Tip: Roleplay tough questions like “Why did you leave your
last job?” or “Tell me about a failure.”

I

2F
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¥ | Al PROMPT LIBRARY

4. Networking Outreach

Best for: LinkedIn messages, email outreach, reconnecting with
former colleagues.

Prompts:

o “Write a friendly and professional LinkedIn message to reconnect
with a former coworker and let them know I'm job searching.”

e “Draft a short message to a LinkedIn connection I've never met,
asking for a quick 15-minute virtual coffee to learn about their
team.”

e “Help me write a LinkedIn post to announce that I'm open to new
opportunities after a layoff. Keep the tone optimistic and
authentic.”

o “Write a follow-up thank-you note after an informational interview.
Mention 1 takeaway and express interest in staying connected.”

e “Create a message I can send to a former manager to ask if they'd
be open to acting as a reference.”

Bonus Tip: Ask Al to “personalize this more” or “make it warmer”
if the message feels too generic.
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Al PROMPT LIBRARY

5. Negotiation Language

Best for: Counter-offers, salary transparency, equity questions, or
flexible work terms.

B Prompts:

e “Draft a professional email to ask for a salary increase based on
market benchmarks and added responsibilities.”

o “Write a response to a job offer asking if there’s room to negotiate
on compensation or signing bonus.”

e “What's a respectful way to bring up equity or stock options in a
startup offer conversation?”

e “Give me a script for a phone call where I ask for 10% more than
the initial offer due to cost-of-living and competing offers.”

o “Write a message thanking the employer for the offer and
requesting 48 hours to review while I consider competing
opportunities.”

Bonus Tip: Al can also roleplay difficult conversations with hiring
managers or recruiters—just ask it to simulate the back-and-forth.
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Al PROMPT LIBRARY

“2 Pro Prompting Tips

¢ Always give context: Your role, goals, values, and audience

¢ Refine output: “Make it more concise,” “Add confidence,” or
“Sound less formal”

¢ Use follow-ups: Great prompting is often iterative. Don'’t stop
after one run!

¢ Check for accuracy: Especially if Al mentions numbers,
companies, or industry-specific facts

¢ Inject your voice: Let Al be your ghostwriter, not your ghost
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BONUS: USING 1-800- @¢¢
CHATGPT FOR REAL-
TIME INTERVIEW
PRACTICE

Simulate the interview. Hear your tone. Build
confidence.

With the release of ChatGPT'’s voice conversation mode, you can now
talk to Al like you're on a call with a recruiter, mentor, or hiring
manager. It's like mock interviewing with a calm, never-judging coach
—perfect for practicing tone, timing, and storytelling.

O, Why Use ChatGPT Voice for Interview Practice?

Simulates real interview pacing — Helps you think on your feet
Improves delivery — Practice tone, confidence, filler word
reduction

Offers instant feedback — Ask for critique or follow-up questions
Low pressure — No scheduling, no judgment, practice anytime

@© Best For:
e Practicing behavioral and situational questions
o Answering “Tell me about yourself” with clarity
e Rehearsing follow-ups, negotiation calls, or recruiter screens
o Building muscle memory before the real call
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USING 1-800-CHATGPT

% How to Set It Up for the Best Results

1. Use ChatGPT Mobile App
e Download the ChatGPT app on iOS or Android
o Ensure you're using GPT-5 with Voice Mode (Pro version
required)
« Tap the headphones icon {1 to begin a live voice session

2. Set the Context Right Away
o Start the call by telling ChatGPT exactly what role and level you're

targeting.

®- Say:

“Hi ChatGPT, [ want to simulate a phone interview for a mid-level data
analyst role at a fintech company. Please act as the hiring manager and
ask me realistic interview questions. After each answer, give me
feedback on my clarity, tone, and completeness.”

3. Be Honest and Specific in Your Answers
¢ Treat the simulation like a real interview. Pause, think, and answer
out loud in full sentences.

4. Ask for Feedback or Follow-Up
After answering, prompt it to coach you.

“ Say:
“How could I improve that answer?” | “Did I ramble too much?” |
“Was my STAR format clear?”
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USING 1-800-CHATGPT

5. Use Reflection Mode Afterward
End the session and immediately jot down notes in a job search journal
or Notion doc:

o What felt strong?
o What was clunky or unclear?
o What stories felt incomplete?

»+ Example Call Flow: What to Say to ChatGPT

You Say: “Hi ChatGPT, I'm preparing for a job interview for a senior
UX designer role. Can we do a voice-based mock interview? Ask me
common behavioral and role-specific questions and give feedback on
how I can improve.”

ChatGPT Responds (Live):
“Of course! Let’s begin. Tell me about a time you had to balance user
needs with tight technical constraints...”

I Limitations to Keep in Mind

e It won't read your body language or facial expressions

o Feedback may still be surface-level—don’t skip human feedback
when possible

o You'll need to self-reflect and tweak based on Al cues

e Not ideal for hyper-technical whiteboard interviews (better for soft
skills and storytelling)
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B8 | USING 1-800-CHATGPT

Pro Tips
Practice in 10-15 minute sprints to build fluency
Use it the morning of your interview as a warm-up
Pair with Yoodli or record your own responses for self-review
Use different voices or personas to simulate recruiter vs. technical
vs. hiring manager

Final Thought:

You're not just practicing answers—you're building confidence.
The best interviewers aren't the smartest—they're the clearest,
calmest, and most compelling.

Use tools like 1-800-ChatGPT to practice how you show up, not just
what you say.
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NEXT STEPS &  (¢¢
RESOURCES

This toolkit is your launchpad, not your limit. Keep exploring,
testing, and iterating with Al. Use it to create momentum, not
shortcuts.

Go Deeper:

Read:_ Job Searching Sucks: 14 Tips to Make It Suck Less

Follow: @OverturePartners for human-first hiring content

Practice: Use 1 new prompt per day to level up your search
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