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Boost Your Career with Al:
ChatGPT & Co.

Workshop: Tips for Successful Job Applications
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Where are you sitting right now?




v TANJA 3 HERRMANN-HURTZIG
“ B USINESSCOATCH

® Technology

 Video on

SMute )\

@Turn off all other distractions:
o Email\'/, Facebook, Instagram, etc., @

@50 the connection is stable and we can work together as effectively as
possible.
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What are your most important questions for today

-> Chat!
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Imagine being able to create a perfect application in
just a few minutes 7

—tailored to every position.
)

Already a reality thanks to Al
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Who has

Al

So far, where
?
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Who am 1?
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Produktivitat

Vortrage
KI-Anwendungsfalle mit KI-Tools

& Workshops

Bewerbung
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®What is ChatGPT and Al?
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“®What is ChatGPT and Al

7S

ChatGPT was unveiled to the public by OpenAl in late November 2022

av,
7S

2015: OpenAl founding team raised $1 billion. 2019: Became for-profit — Microsoft joined as an investor.

av,
7S

ChatGPT Generative Pre-Trained Transformer -
Large Language Model (LLM)

An Al model specialized in language.
One type of LLM is OpenAl’s Generative Pre-Trained Transformers.

Texts are created by stringing letters together! .
Ability to generate texts that sound like they were written by humans! Not true!!!



Al Tools

General Al Assistants

ChatGPT

Google Al

Claude

Microsoft Copilot

Text Optimization
Grammarly, Hemingway,

Interview Training

ChatGPT
Yoodli

Interview Warm-up
(Google)

Job Search/Networking

LinkedIn Al-based
search/profile

Indeed Al Job Matching -
Jobscan ATS Analysis

Platforms

Create a resume:

Application.ai
Resume.io

Jobscan ATS
Analysis/Optimization

Zety Resume Editor

Rezi Al Analysis

Canva Resume Builder



Where do employers
use Al?

X

ATS (Applicant Tracking Systems)
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<" The digital gatekeeper of
your application

Software that scans, sorts, and
evaluates resumes and cover
letters based on keywords.

Only suitable candidates are
shown to the recruiter

DIGITALER
© POSTEINGNANG
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How can | successfully pass the ATS?

Keyword optimization (match)

Oy

Clear layout (no graphics), standardized sections
D File format check - PDF

Completeness & consistency
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ATS/Al

 Creating job postings
# Chatbots on career sites

% Online search for applicant
profiles

% Ranking of candidates

< Analysis of resumes/cover
letters

« Digital initial interviews via
video




ATS/Al

die (neue) digitale
Bewerbungshirde
erfolgreich meistern

Y r— Jr—




Podcast/YouTube Channel

TIPPS UND TRICKS
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What's important about the prompt?
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*® What's important about the prompt?

v KI IM BEWERBUNGSPROZESS:

WAS IST WCHTIG BEIM PROMPTING?
Das 4-C-Prinip fir betesre Kl-Erguslitnes

/ﬁ

1.© | 2.6

1. Context 2. Clarity
(Konket) | (Klarheit)

Optimaler Output

3. Constraints 4, Critique
(Vorgaben) 1 (Feedback)




A"

Principle
Context

Clarity

Specifications

Feedback

“® What is important in a prompt?

Meaning

Role of Al and the goal of the task

precise and unambiguous instructions

Format, length, and tone of voice

First drafts aren’t perfect

Example

You are a career counselor...

Create a summary for my
LinkedIn profile/skills profile

Optimize the section...

Maximum 150 words
Tone: professional and confident

Make it a bit more casual,
include more examples of teamwork



Better results

o
7S

Output format

>
7S

Use simple, clear language, with as few
typos as possible

o
7S

Use strong verbs

>
7S

Ask for clarification if the answer does
not meet your expectations.

Create a table, format the answer as a numbered list, use bullet
points,
Ex: Write a title, a teaser, a subtitle,and paragraphs.

This helps the Al understand the prompt better.

Instead of “Write, the verb “Specify” may yield better results

If the first answer isn’t sufficient, provide specific feedback so
the next answer is more appropriate.



Cover Letter

@ Please write a cover letter for the % Address the requirements in the job posting and
attached job posting. provide specific examples of how | have met or

exceeded them in previous roles. Emphasize my

enthusiasm for the role and the company, and

explain how | can contribute to the company
culture.

% Make sure the cover letter clearly
explains why | am interested in this
specific position. Below, | list my
qualifications and experience; please
address these in the cover letter.

(usually works better with voice input)



Cover Letter

| have applied for the following position
###)Job Posting###

| would like to practice the interview with you as a sparring
partner. You will be my (role) interviewer/department head, etc.,
and you will ask me questions, then wait for my answer, and in
your next message, first give me feedback on my answer before
we move on to the next question. Do you understand?



Good to know

Explain
create,
analyze,
evaluate,
recommend,
optimize, improve,
summarize,
translate, ...
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Possible Uses for ChatGPT and Similar Tools

Benefits
# Save time on research

< Save time on writing

< Improve phrasing

% Overcoming writer's block
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Benefits of ChatGPT and Similar Tools

< Optimizing Your Cover Letter
< |nterview practice to prepare for job interviews ~
< Translator for cover letters and resumes

% Sorting
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Possible Uses for ChatGPT and Similar Tools

 Quick analysis of company goals, summary (paid version)

'\&e
N |/

< Assistance with drafting and structuring your resume
« Matching your profile to job requirements

&d Please put the job listings side by side in a table and include the specific |
application links



Drawbacks of ChatGPT and similar tools

< All facts must be double-checked

< Do not enter any personal data

< Texts are often very general and lack
creativity
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ruiter Projekte

Bernichte

M Erweiterte Recruiter-Suche

Spotlights [
=+ Werden wahrscheinlich reagieren

Positionen

Standorte

+ Stand

Remote Work

[ ] Offen fur Remote Work

Kenntnisse und Tests

worter zu Kenntn

Ausbildung
+ Be

Abschlussjahr
+ Ak

chiuss)a

Branchen

Beschiftigungsverhaltnis
+ Maglicherweise an

esch

~ Kandidateninfos
4 Sprachkenntnisse
+ Postleitzahl

=+ Profilsprachen

+ Neue Linkedin Mitglieder

~ Ausbildung & Berufserfahrung
+ Jahre an Berufserfahrung

+ Jahre im aktuellen Unternehmen
+ Jahre in aktueller Position

+ Kriegsveteranen

~ Unternehmen
+ Aktuelle Unternehmen
+ Frihere Unternehmen

4 Unternehmenstypen

~ Aktivititen (Kandidatiinnen und Recruiting)

+ Recruiting-Aktivitaten
+ Alle Gruppen
+ Kandidatenguellen

[ ] Zuvor Angesehenes nicht anzeigen

-~ Benutzerdefinierte Felder

+ Vormamen
+ Nachnamen

+ Kontakte

4+ Studienfacher
4+ Abschlusse

+ Karrierestufe

+ UnternehmensgroBe
4 Unternehmens-Follower

+ Tatigkeitsbereiche

+ Tags
=+ Projekte

+ Notizen
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Resume
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Here is the resume template on Canva
TEMPLATE

Prompt:

Please summarize the following sections for me:
[Insert previous work experience from your resume here]


https://www.canva.com/design/DAGxLgwkiCU/hbhiUMTekum2Jil5Ovzm4g/view?utm_content=DAGxLgwkiCU&utm_campaign=designshare&utm_medium=link&utm_source=publishsharelink&mode=preview

‘V‘ TANJA@Y HERRMANN-HURTZIG

‘®’Resume

You can also analyze only specific sections of the resume.

Prompt:

Based on my LinkedIn/XING profile, create the professional history for
my resume. Here is my profile:

[insert here]
Prompt:

| would like you to help me draft and refine my professional history for
my resume.

My previous positions are as follows: [insert here]
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‘®’Resume

Prompt:

I'd like you to help me improve my resume by giving me constructive
feedback. What's good? What can be improved, and how? Here’s my
resume:

[insert here]

Prompt:
Translate my resume into [specify language]



Cover Letter
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®’Cover Letter

@ Skills
 Matching Cover Letter to Job

« Phrasing by Method
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“® Cover Letter

|dentify the key skills required for the position

Quickly in the same chat:

What skills must an applicant have for this position?
Immediately in the same chat:

Break down the job posting into key points for me.
- Please use the key points to draft a cover letter / or: summarize the text



TANJA Y HERRMANN-HURTZIG
BUSINESSCOATCH




Unsolicited Application

< "Analyze” the company using
ChatGPT, identify its values, etc.,
and tailor the cover letter
(Copilot, ChatGPT 4.0)

TANJA Y HERRMANN-HURTZIG
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(Create a cover letter for a
speculative application based on
the knowledge and skills listed
in the resume.
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“® Unsolicited application

Prompt
Please list the three most important corporate goals of [Company] based
on the website [https......]

g,

g
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Job Interview

Improve and review questions and answers
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Job interview

’P Questions based on the job posting and/or company

. .
E Questions about your resume

l‘- Appropriate answers
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“®Job Interview

Prompt

You are a recruiter at the following company: [Company]
What 5 questions would you ask me during the job interview, based on my

resume [insert resume or if already in the chat history]
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“®Job Interview

Prompt

Give me 10 questions for the job interview for the [position] position.

Prompt /n the same chat

Write 2 professional answers for each [Question No.]?



Simulate a conversation

Sample checklist for the details of an “interview prompt”

#Role for ChatGPT

#Conversation type

#Information about the position, company, and industry

“*Your qualifications as listed in your resume/cover letter

*Writing style ChatGPT should use (informal/formal/lively/casual/...)
@ Are there any key points that should be emphasized?

*How would you like to conduct the conversation with ChatGPT, and what rules should
apply?



Simulate a conversation

Role:

You are [role, e.g.,department head] at the company [company information].

Type of conversation:
| would like to simulate the job interview with you following the application

Conversation context: L
This is intended to be an initial interview following my application for the position [job description].
| would also like to place special emphasis on my knowledge

[list skills here].

Writing style:
Give the [role] a friendly and interested personality; make them come to life.
Come up with a suitable persona for them to make the conversation as realistic as possible.
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LinkedlIn

X LinkedIn QR-Code

lhr Code Scannen

Tanja Herrmann-Hurtzig

Karrierecoach fiir Fihrungskrafte o | Ex
Personalleiterin | Klartext fur den nachsten Karrieres .
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@ Code teilen

& In Fotos speichern
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If you'd like to hear more:

TIPPS UND TRICKS

Tanja Herrmann-Hurtzig

Here for iPhone:
https://apple.co/2FUL9Ra

Here for Android:
http://bit.ly/2puBfiq

Click here for Spotify:
https://www.herrmann-hurtzig.de/Spotify



https://apple.co/2FUL9Ra
http://bit.ly/2puBfiq
https://www.herrmann-hurtzig.de/Spotify
https://www.herrmann-hurtzig.de/Spotify
https://www.herrmann-hurtzig.de/Spotify

Related links

ChatGPT
*Getting Started with ChatGPT:_https://youtu.be/Dj-lYNOjb_s?si=fdGUj5h9bs7qgMPy
*Privacy at ChatGPT, deleting chat history: https://youtu.be/AUfevsc_WsU?si=vKfazBUKxhB4gwU3

1.Basic explanation of a resume
https://www.herrmann-hurtzig.de/wie-erstelle-ich-einen-lebenslauf-wo-fange-ich-an/

Canva for your resume;_https://www.herrmann-hurtzig.de/lebenslauf-mit-canva-erstellen/

Cover letter, yes please! _https://www.herrmann-hurtzig.de/grundlagentipps-bewerbung-anschreiben/

Unsolicited application - create your "dream job posting” https://www.herrmann-hurtzig.de/initiativbewerbung/

Get Ikigai - the direct path to your dream job with Al _https://www.herrmann-hurtzig.de/ikigai/

The 10 Perfect Al Prompts_https://www.herrmann-hurtzig.de/ki-prompts-bewerbung/
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