
How to 

Best Use AI for your Job 
Search and Application

F O R  R E S U M E  W R I T I N G

T O  P A S S  A T S  S C R E E N I N G

checkers  for  post ing  a l ignment

2.Quant i fy  achievements  wherever  poss ib le  -  A I  pr ior i t i zes  

measurable  resul ts ,  so  inc lude numbers ,  percentages ,  or  scope 

to  show impact  c lear ly

3.Format  your  resume

4.Customize  your  master  resume for  a  spec i f ic  ro le  

• Incorporate  industry-spec i f ic  language 

•Trans late  your  exper ience into  the same terminology  employers  

use –  ATS systems match based on phras ing ,  not  intent ion 

5.Revise  your  resume for  readabi l i ty  for  the h ir ing  manager  

af ter  pass ing  the in i t ia l  ATS screening

1.Pass  Appl icant  Track ing Systems (ATS)  screening us ing resume 

•Work Exper ience ,  Educat ion,  Sk i l l s ,  Cert i f i cat ions ,  Summary 

2. Use Common Fonts  

 •Ar ia l ,  Ca l ibr i ,  Helvet ica ,  Georg ia  

3.Avoid  th is  formatt ing :  

•Text  ins ide tables  or  text  boxes  

•Two-column layouts

•  Fancy  formatt ing  

•  PDFs  that  are  actual ly  images instead of  readable  text  

•  Untradi t ional  sect ion headings  –  Use Work Exper ience ,  not  

Career  Journey 

 

1.  Use standard headings :

F O R  Y O U R  M A S T E R  R E S U M E  

F O R  R E S E A R C H
and profess ional  summary craf ted for  the ro les  you want

1.Opt imize  your  L inked In  prof i le  wi th  an improved headl ine  

jobs  wi th  your  sk i l l s  and exper ience

2.Read the company ’s  reports  for  the past  year  and analyze  

job openings  to  get  the ir  most  f requent ly  used tra i ts  and sk i l l s  

into  your  cover  let ter  and resume that  echoes the ir  needs 

3.Check  i f  employers  have a  pol icy  for  acceptable  AI -use in  

apply ing  for  jobs

1.Us ing  your  master  resume,  use AI  to  search for  h igh-match 

F O R  Y O U R  B R A N D  

2.Use AI  to  analyze  the ro les  you have enjoyed the most  and 

suggest  job t i t les  you should  seek out  to  exper ience that  

sat is fact ion again

F O R  C O V E R  L E T T E R S

2.The ATS may note  gaps  in  employment  h is tory ;  th is  i s  where 

your  cover  let ter  can help  prov ide explan

 

1.Tai lor  your  cover  let ter  for  a  spec i f ic  appl icat ion 

T O  P R E P A R E  F O R  I N T E R V I E W S

2.Look up best  pract ices  for  interv iewing 

3 .Generate  mock interv iew quest ions  –  focus  on a  part icu lar  ro le  

or  industry  for  best  resul ts

4 .Check i f  the  company uses  bots  for  the opening interv iew 

rounds,  and,  i f  so ,  use  AI  to  pract ice  ta lk ing  to  a  bot

1.Research who wi l l  be  on the search team 

T E M P E R  Y O U R  A I  U S E
1.Do not  look l ike  you used AI  –  check  AI ’ s  work  

2.Do not  just  cut  and paste  key  words  f rom the post ing  for  

repet i t ive  use in  your  resume 

3.Do not  invent  sk i l l s  or  achievements   

4.Do not  use AI  to  complete  assessments  

5.Do not  use AI  dur ing  your  interv iew 

• I f  you start  every  quest ion say ing ,  “Let  me th ink  for  a  minute , ”  

interv iewers  wi l l  know that  you are  us ing  AI  to  compose your  

answer .   

• I f  you are  not  going to  have AI  compose every  answer  you g ive  

at  work ,  you should  not  use i t  to  compose your  interv iew 

conversat ions  

6.Do not  automat ica l ly  respond informat ion you d id  not  request

•You may rece ive  fake l inks  to  fake jobs .   I f  you are  unsure that  

you requested informat ion from the source of  the l ink ,  look i t  up 

before  c l i ck ing.

•Why?  You prov ide informat ion in  an appl icat ion that  i s  then 

used to  stea l  your  ident i ty .

• Job scams –  craf t ing  fake jobs  to  apply  to  –  i s  a  common scam 
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