V& WestVirginiaUniversity,

COLLEGE OF APPLIED HUMAN SCIENCES

AI PROMPTS TO BE A COMPETITIVE APPLICANT

Embracing Al can open the door to a wealth of knowledge and helpful strategies. You can use it to learn more about
careers, skills and qualifications needed for an internship/job, resume and cover letter writing, interviewing strategies, and
following up with recruiters.

NOTE: As always, treat the generated content as a reference only. Verify its accuracy and rephrase it in your unique style.
Remove any personally identifiable information before copy/pasting your resume.

UNDERSTAND THE JOB/INTERNSHIP DESCRIPTION

Prompt: You’re a recruiting manager. Share the top 5 skills essential for the following posting, along with
explanations for their importance. Here is the job description [paste the job or internship description].

BUILD YOUR RESUME
Prompt: | will paste the experience section of my resume for the previously shared job/internship title.
Rephrase the experiences to showcase technical and required skills. Include keywords that are relevant to the

role.

WRITE A COVER LETTER

Prompt: Based on my resume and the job/internship description | provided, write me a compelling cover letter
that helps highlight the key skills and experiences that are most relevant to the position. Focus on
achievements and qualifications, experience working in the industry and leadership potential.

PREPARE FOR INTERVIEWS

Prompt: You’re a hiring manager at [company]. Based on the job description | provided, share 10 questions
that you're likely to ask a candidate during an interview, and categorize them into traditional, behavioral,
situational and technical questions. Then, please share sample answers with the structure to prepare for the
interview.

SEND A FOLLOW-UP THANK YOU EMAIL

Prompt: | had an interview this morning and it went well. | really want the job. Please write a professional
thank you email to the interviewer for [job/internship title]. The interview took place on [date] at [time]. Express
gratitude, highlight that | was impressed with the team and company culture and that | am confident | will thrive
in the role. Reiterate relevant experience or qualifications, restate my interest and ask about next steps.

The job application process can be nerve-racking, but leveraging Al can help you navigate the process more
confidently. Remember that generative Al should be treated as a reference and a source of inspiration.
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