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GPT Prompts for Job Search Success 

Updated 09/15/2026 
*Due to ongoing updates to the GPT Models your prompt output may vary 

 

The Six Components of a good prompt 

 
Task- Articulates the end goal. Typically starts with an action verb i.e Analyze, Summarize, etc 
Context- Background information to help and constrain the model 
Exemplar- Give the model examples when available 
Persona- The character or role you want the Ai to adopt. i.e. imagine that you are Steve Jobs 
Format- how you want the output structured i.e. markdown, table, citation, python code 
Tone- What style, tone and voice you want the model to respond with i.e. professional, friendly 
 

Application Example Prompt 

Company Research Act as a corporate research analyst producing an up-to-date 
company brief. This briefing is for a senior-level (your functional 
area) executive preparing for interviews with (Target Company). 
The goal is to understand the company’s business model, 
leadership, values, structure, and market position as of October 
2025.Provide a bullet-point company brief organized by sections: 
Overview (founding, headquarters, type, ownership), Leadership 
(CEO, key executives), Mission, Vision & Values, Financial & 
Operational Overview (revenue, employees, markets served), 
Business Model & Channels (direct selling, e-commerce, etc.) 
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NAICS Codes / Industry Classifications, Current Strategic 
Priorities or Risks (based on recent credible reports) 
Your output should be a Clean bullet points with brief 
explanatory context. Include source citations in parentheses. 
Clearly mark “estimates” where data are not publicly confirmed 

The tone should be professional, neutral, and evidence-based — 
suitable for executive briefings. 

 
Track a public company’s 
historic growth 

Act as a senior financial analyst preparing a briefing for 
executives comparing the performance of (Insert Company X, Y, 
Z) from (insert timeframe). Review each company’s annual 
report or equivalent reliable source for those years and extract 
audited net sales or revenue figures. Convert all values to USD 
for comparability, noting source currencies and any major scope 
changes (e.g., acquisitions).Calculate year-over-year (YOY) 
revenue growth for each company, then present your findings in 
a single, clearly labeled table showing: Company, Year, Net Sales 
(USD billions), YOY Growth %, Notes (currency or business 
changes)After the table, include a short paragraph summarizing 
trends, context (e.g., pandemic, acquisitions), and any notable 
shifts in performance. 
 

Create a SWOT for your 
target company 

Act as a corporate strategy analyst. Using credible and recent 
information (from the past 24 months), create a SWOT analysis 
for (Insert Company Name). Summarize three to four concise, 
evidence-backed points per quadrant reflecting the company’s 
internal capabilities and external environment. Present the 
results in a classic 2×2 table layout (Strengths, Weaknesses, 
Opportunities, Threats), formatted cleanly and professionally for 
executive use. Include short citations or references when 
available. 
 

Research Trends for an 
Industry 

You are a (Insert Industry) industry consultant providing 
executive-level insight. 
Using verified, up-to-date sources only (such as major consulting 
firms, government databases, trade associations, or reputable 
media), identify and summarize the three most significant 
technology or market trends currently shaping the [insert 
industry name] sector in the United States. 
 
For each trend: 
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Provide a concise, descriptive title (in bold). 
 
Include quantitative or factual evidence drawn from 
authoritative sources. 
 
Add a short implications paragraph explaining why this trend 
matters for companies, investors, or policymakers. 
 
End each trend with a citation and hyperlink to the source. 
 
Organize your response in clear bullet-point format suitable for 
an executive briefing. 
Avoid speculation, repetition, or hallucinated data — only 
include information that can be directly verified 

Find Private Equity 
Companies that are 
focused in your sector 

Create a list in tabular form of 10 Private Equity firms that specialize in 
the [insert] sector. Include a column showing the companies they 
invest in and another column with a link to their website. Include a 
column that shows the location of the firm’s corporate headquarters. 

Research role 
Requirements 

Job Title: {Insert} 

Industry: {Insert} 

What do companies look for when interviewing candidates for 

the job title above in the above industry. 

 

Have ChatGPT write your 
cover letter 

You are an executive recruiter and professional cover letter writer. 
Your task is to write a tailored, professional cover letter (max 275 
words) that aligns closely with the Job Description and Resume 
provided below.  Analyze the Job Description to identify the top 3–4 
priorities or competencies the employer emphasizes. Review the 
Resume to extract the most relevant experiences, quantifiable 
achievements, and leadership examples. Write a custom cover letter 
that: Opens with a clear statement of interest referencing the role and 
company. Demonstrates alignment with the employer’s strategic goals 
and tone. Connects the candidate’s background to the specific 
requirements of the role. Highlights 2–3 accomplishments using data 
or impact statements when possible. Closes with confidence, 
enthusiasm, and a professional call to action (e.g., interest in 
discussing fit). Maintain a tone that is executive-level, concise, 
confident, and human—avoid clichés, filler, or restating the resume. 
Use a standard U.S. business letter format with placeholders when 
data are missing. 
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{Insert or attach Resume & Job Description} 
Resume Bullet 
Improvement 

you are an expert resume writer with over 20 years of 

experience I will share a bullet point I have on my resume your 

task is to rewrite the bullet point using this structure I 

accomplished X by the measure y that resulted in z use 

compelling language and keep the bullet point within 50 words. 

here's my bulletpoint : (insert your bullet point) 
Resume finetuning  
 

Step 1. Identify 
resume gaps 
against a job 
description 

I want you to act as a corporate talent recruiter. I am going to 

give you a resume and a job description. I want you to compare 

the two and identify any potential gaps that should be explored 

in the interview. Do you understand? 

Resume finetuning  
 

Step 2. Resume 
Headline 
Alignment 

“Based on the Job Description please identify the top 8 key 

headline words that I should include in my customized resume. 

Please put list these in order of importance” 

Resume finetuning  
 

Step 3. 
Highlighting Key 
Experiences 

“Based on the Job Description please suggest key experiences 

and achievements from my resume that I should highlight when 

customizing” 

Resume finetuning  
 

Step 4. Hardskill 
Word Count 

“What are the most frequently used Hard-skill keywords in the 

job description? please list and provide a count of how often 

they appear in the job description. Then provide a count of how 

many times they appear in my resume. Please output this in 

tabular form. Be honest. Do not hallucinate or make up. Do not 

do a quick scan. Analyze thoroughly.” 

Resume finetuning  
 

Step 5. Tweak 
Professional 
Summary 

1. “Based on the job description, my strengths and 

any gaps how I should customize my professional 

summary in <60 words.” 

2. Optional “Ensure you mention my x, y, z 

experience” 

Optimize Linkedin About 
section to make it easy for 
recruiters to scan. 

“Imagine you are a Linkedin Expert with over 20 years of 

experience helping me to craft my "About" section. I will provide 
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you with my resume to help you create 3 distinct sections no 

more than 2600 characters. Structure the About section in 3 

parts: 

1) The first paragraph: This should summarize who I am, what I 

do, and how I can help, using clear and direct language. 

2) Second section: Include 3 to 5 bullet points that showcase my 

key accomplishments or quantified success, placing them in 

order of importance to my brand. Keep these short and focused. 

3) Call to Action (CTA): The final section should include a clear 

CTA, telling readers what I am looking for and encouraging them 

to connect with me. Be specific about the kind of role I am 

seeking and where I would like to work. 

Keep paragraphs short: Use paragraphs that are no more than 

four lines each. Write in the first person: Make my "About" 

section warm and friendly by writing in the first person to help 

create a personal connection with the reader.” 

[Paste or attach resume] 

 

Tell your LinkedIn 
network that you are 
open to work 

Context & Goal: 

I’m looking to create a concise, engaging LinkedIn post 
announcing that I am open to new job opportunities. I want to 
follow these best practices: 

• Use short paragraphs, bullet points, and white space to keep it 
easy to read. 

• Focus on achievements, impact, and results rather than just 
listing job duties. 

• Be specific about the roles, industries, and types of 
opportunities I’m seeking. 

• Include relevant details like location, work preferences 
(remote, hybrid, or on-site), and key skills. 
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• Maintain a confident, professional tone—avoid phrases like 
“take a chance on me.” 

My Details (Please incorporate these into the post. Begin by 
asking me to upload my resume): 

• Past Achievements & Results: [Please pull from my attached 
resume] 

• Desired Roles/Job Titles: [Please ask me what titles I'm 
seeking] 

• Target Industries or Companies (if any): [Please ask me if I have 
any target industries or companies] 

• Location & Work Arrangement: [Please ask me my work 
location ] 

• Key Skills & Expertise: [Please pull the top 6 from my resume] 

• Type of Employment: [ask me what type of employment I'm 
seeking example Full-time, Fractional, Contract] 

Task: 

Please draft a LinkedIn post under 300 words that: 

Grabs attention and clearly states I am open to new 
opportunities. 

Highlights my key achievements, specifying numbers/results 
where possible. 

Mentions the following:  Do you know anyone in the [name of 
company] or [name of industry] who can help? I am interested in 
meeting people for informational interviews, job opportunities, 
and in expanding my network 

Outlines what I’m looking for (roles, industries, work 
arrangement). 

Maintains a confident, professional tone without sounding 
desperate. 
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Ends with a clear call to action, inviting my network to connect 
or refer me. 

Format & Tone: 

• Break up text into short paragraphs or bullet points. 

• Keep it conversational yet professional. 

* Include a call to action encouraging my network to support 
your job search: “If you know of any companies hiring{my job 
titles}, or recruiters in the {my desired industry), or if you spot 
any {my target} roles, please send them my way. And please like 
or comment on this post to improve visibility.” 

• Do not exceed 300 words. 

Linkedin Skill Section 
Alignment 

{Attach 10+ Target Job Descriptions} 
{Attach a pdf copy of your current LinkedIn Skills List} 
 
Act as a LinkedIn optimization expert. Review the attached target job 
descriptions and current LinkedIn Skills list. 
Identify skills important across the target roles and map job-description 
language to the closest recognizable LinkedIn Skill terminology. Combine 
equivalent terms (e.g., GTM/go-to-market planning → Go-to-Market 
Strategy). 
Count each skill only once per job description, even if repeated. Rank 
primarily by the number of separate job descriptions containing or clearly 
requiring the skill; use role importance and recruiter relevance to break 
ties. 
Compare the ranked skills with the current LinkedIn Skills. Mark each: 

✓ Current 

⚠ Missing 
Output only a ranked bullet list: 

Skill — [# of job descriptions] — [✓ Current/⚠ Missing] 
Include all meaningful skills, up to LinkedIn's 100-skill maximum. Do not 
invent unsupported skills. 
End with: 
Job descriptions analyzed: # 
Current skills reviewed: # 
Priority skills missing: # 

Teach ChatGPT your 
writing style. 

ChatGPT I want you to learn my writing style from the following 

content: [Paste a sample of your writing, i.e. a cover letter that 

you have created yourself] 
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Summarize Job 
Description 

Highlight the 5 most important skills in the job description. 

{Insert the job description} 

 

Brainstorm Common 
Interview Questions 

Job Title: {Head of Social Media Marketing}  

You are a job interview coach. What are the 10 most common 

interview questions companies ask when interviewing for the 

above job? 

 

Optimize Response (to 
question above) 

Include more measurable metrics. 

Make the answer more relevant to the job description.  

 

 

Use Advanced Voice 
feature to interview you 
with a specific DISC 
personality style 

[Activate Voice Mode and speak the following prompt] 

Imagine that you are interviewing a candidate for the role of 

[insert role] in the [insert industry] Industry. Please use the DISC 

personality model and assume the interview style of someone 

with a [insert DISC style ex: D] personality. Do you understand? 

Draft Response to 
Questions 

Job Title: {Head of Social Media Marketing} 

Interview Question: { example: Why are you applying for the role 

of head of social media marketing} 

You are an interview coach and are helping me to apply for the 

above role. Write an interview answer to the above question 
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and tailor the answer to my own background and experience 

based on my resume. Use examples from the resume to 

demonstrate my skills and reflect on the experiences and say 

what I learned in each previous role. 

Here is my resume: {Insert Resume} 

 
  

Simulate an Interviewer Please analyze the following job description {Insert} 

I want you to act as an interviewer. I will be the candidate and 

you will ask me the interview questions for the {Insert} position. 

I want you to only reply as the interviewer. Do not write all the 

conversation at once.  

I want you to only do the interview with me. Ask me the 

questions and wait for my answers. Do not write explanations. 

Ask me the questions one by one like an interviewer does and 

wait for my answers.  

 

Act as Interview Coach I want you to act as an interview coach who specializes in 
helping people prepare for job interviews. Only respond to me 
as if I am one of your clients who is seeking advice.  
Your tone should be friendly, kind, supportive, and thoughtful. 
Lean into being direct when it is important information. 
In total, ask me four to six distinct questions to gather 
information about the interview I'm preparing for and to learn 
about my strengths and weaknesses and what I need to work on 
ahead of the interview. Gather this information from all 
questions before summarizing my issue. 
Only ask one question at a time and take my responses to those 
questions into account when asking your next question. After my 
response has been submitted, ask the next question (and wait 
for my reply to ask the next one). After each response, 
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summarize what you are hearing to make sure you understand 
me before asking your next question. 
Once you have received all of my responses, summarize the issue from 
my perspective and provide a 4-week interview preparation plan 
tailored to me and my specific job interview that addresses the issue. 
 

 

Interview me using a 
specific DISC style 
[You will need to press 
the voice icon on the right 
side of the search bar] 

Imagine that you are interviewing a candidate for the role of {Fill in 
role} in the {Fill In industry} Industry. Please use the DISC personality 
model and assume the interview style of someone with a {Specify DISC 
type) personality. Do you understand? 

Ideal Role based on 
Clifton Strengths 

Describe a [job role title] (including specific strengths and weaknesses) 
who has these CliftonStrengths strengths: [strategic], [ideation], 
[intellection], [connectedness], [relator] 

 

Develop your personal 
Branding Statement in 10 
words or less. 

Part 1 Prompt: Through a series of questions and self-reflection 
identify 6-8 words or phrases that capture my unique 
professional brand. These words or phrases should effectively 
communicate my skills, strengths, and values. Ask me these 
questions one at a time. when you are finished, please analyze 
my responses to create the 6-8 words or phrases. 
 
Part 2 follow-up prompt:   ChatGPT pretend to be a career 
coach helping me to craft 5 creative and unique branding 
statements. The statements should begin with an “I am”, “I do”, 
or “I help” statement. Each one should be less than 10 words 
and should be based on the following skill set: [Insert words 
from part 1 above] 
 

Ask ChatGPT/ Bing to 
extract and organize key 
content from your ZOOM 
meeting chat. 
 

Please extract the following from the attached zoom meeting 
chat: Name, Industry, Linkedin profile address, email address, 
telephone number. Please output in tabular form. Here are the 
notes (copy and paste ZOOM chat) 

Create STAR Stories I want you to act as an interview coach who specializes in 
helping people prepare for job interviews. Only respond to me 
as if I am one of your clients who is seeking advice.  
Your tone should be friendly, kind, supportive, and thoughtful. 
Lean into being direct when it is important information. 
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In total, ask me 5 distinct questions to gather information to 
help me craft my STAR stories for an upcoming interview Gather 
this information from all questions before summarizing and 
crafting a final narrative. 
Only ask one question at a time and take my responses to those 
questions into account when asking your next question. After my 
response has been submitted, ask the next question (and wait 
for my reply to ask the next one). After each response, 
summarize what you are hearing to make sure you understand 
me before asking your next question. The first question is "What 
Skill are you demonstrating?". The other 4 questions should be 
structured around the STAR story format, for example, you 
would ask me about a specific situation where I demonstrated 
the skill. 
Once you have received all of my responses, compile them into a 
final, cohesive narrative, incorporating transitional phrases for 
enhanced storytelling flow. Do you understand? 

Link STAR Stories to 
Clifton Strengths 

Please see find my attached STAR stories and take the following 
actions:  

1. Analyze each STAR story. Decide which Clifton StrengthsFinder 
skill and Domain this best demonstrates for example, ideation 
within the Strategic Thinking Domain  

2) Create 2 new columns that capture the Strength and Domain 

 

Landed? Now plan your 
strategy for the first 90 
days 

Assist me in creating an onboarding plan for the first 90 business 
days in my new role as (Insert Title) in my new organization, 
focusing on (add key details of your role and responsibilities). 
The plan should be based on the principles and concepts from 
the book 'The First 90 Days' by Michael Watkins, with a 
particular focus on the onboarding checklist including business 
orientation, stakeholder connection, expectation alignment, and 
cultural adaptation. The plan should also consider the challenges 
including (add specific challenges i.e. loss or organization 
knowledge due to office relocation) 

Find Job /Salary Data from 
the Bureau of Labor and 
Statistics 

Step 1 
 * Go to GPT store within ChatGPT interface 
* Use Search bar to find “U.S. Bureau of Labor & Statistics 

Step 2- Find out how roles 
are classified 

Prompt 1 
List the different roles for {insert your functional area i.e. HR} 
listed in your database with a one sentence description 
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Step 3- Search a salary 
across industries for your 
metro area/state 

Prompt 2 
Extract the median annual salary by industry sector for {insert 
role from prompt #1} in {insert your metro area or state} in 
2023. Be sure to include all industry sectors. Output in table 
format and sort from highest to lowest. Include columns for 
annual salary in the 75% percentile and 90% percentile. Please 
be sure that all data utilized is from the US Bureau of Labor 
Statistics. 
 
 

Help in prepping for 
Discovery/Networking call 

Imagine that you are a networking expert helping me to prepare 
for an upcoming discovery call. Please follow the following steps: 
1. Analyze the attached Linkedin Profile and create a brief 
overview of the individual including a snapshot of the work 
history, functional area, industries worked and career highlights. 
Keep this information extremely concise and to the point. 2. 
Identify 5 companies in their local geography that are in the 
same industry or share the same NAICS code. 3. Analyze their 
Linkedin posting activity. Categorize the types of posts they 
create and identify the top post with the most engagement. 
Identify potential affinity points for discussion. 
[attach contact’s LinkedIn Profile PDF] 
[attach contact’s LinkedIn Post history PDF] 

Chat GPT Project Ideas 

 
 

Purpose Knowledg
e Files to 
Upload 

Add System Instructions 

Library 
of 
writing 
styles 

Have 
ChatGPT 
analyze 
different 
writing 
styles and 
save each 
individuall
y as a 
knowledg
e doc(pdf, 

Begin by asking "What writing style would you like to utilize?". Then display a 
numbered list that corresponds to the knowledge files that are attached to 
this project. When the user selects a number, use the specific writing style 
from that knowledge file and open it in Canvas. 
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word, text 
file) 

Job 
Descripti
on 
Analyzer 

Master 
Resume 
LinkedIn 
Profile 
Star 
Stories 
Strengths 
Finder 
Profile 

Job Description Analyzer assists in job search tasks using the user's resume, 
LinkedIn profile and other knowledge files. It compares these against job 
descriptions to identify synergies and gaps, customizes resumes for specific 
job listings, and generates interview questions based on resume gaps. It 
strictly avoids fabricating information, using 'metric required' placeholders 
where specific data is missing. Additionally, it suggests modifications when 
terminology in the user's resume closely matches but doesn't exactly align 
with that in a job description. For example, if a job description mentions 
'brand innovation' and the resume says, 'brand development', Job Navigator 
will recommend updating the terminology. These suggestions will be 
highlighted in a blue-colored font for clarity and ease of identification. This 
feature enhances the alignment of the resume with job descriptions while 
maintaining the user's original experience and skills. 
1) begin by assigning a raw numeric score of my fit against the core 
competencies and requirements listed in the job description. Then provide 
the feedback regarding where there is alignment and gaps. Be honest, critical 
and fair in your assessment. 
2) If asked to create a professional summary, begin by analyzing my current 
executive summary in my resume and then suggest modifications based on 
the Job description. The executive summary should be 1 paragraph and < 60 
words. 
3) If asked to rank the top core competency words please begin by requesting 
the job description. After the user shares, analyze the job descriptions and 
rank the core competency words in order from most important to least. The 
default number of words should be 8 unless otherwise specified 
 

Help 
your 
close 
network.  

Build a 
library of 
LinkedIn 
Profiles of 
the 
people 
you are 
trying to 
help in 
your 
network. 
When you 
find a job 
descriptio
n that 
may be a 
fit 
ChatGPT 
can 
evaluate 

Imagine you are a Career Transition Coach specializing in helping executives 
finding their next role. The attached knowledge files contain LinkedIn profiles 
for my close network. I will be giving you a Job Description or a link to a job 
description. Your job is to do the following: 
1. Ask me "Which person do you want to help?" and then list the candidates 
in the knowledge file. 
2. Once the user selects the person then please compare that LinkedIn profile 
against the job description for alignment and/or gaps. Be thorough, honest, 
and fair with your assessment. 
3. If there appears to be a strong fit then draft a on sentence message to the 
{first name of person} and mention this may be a fit with your search. The 
tone should be casual, friendly and very brief. 
4. If there are significant gaps then please be honest and tell me that this is 
not a great fit and probably not worth forwarding. 
5. If there is a strong fit then offer a very brief message suggestion. Do not 
overhype, and use language like " this could be a potential fit to you 
background in{ specify functional expertise}". 
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the 
opportuni
ty for 1 or 
multiple 
people at 
a time. 
Save 
Linkedin 
Profiles as 
a PDF and 
add to 
knowledg
e files.  
Free users 
can save 
up to 5 
Plus users 
can save 
up to 25 

Create a 
professi
onal 
headsho
t 

Use any 
photo to 
create a 
clean 
professio
nal 
headshot 
appropria
te for 
platforms 
like 
LinkedIn 

A professional, high-resolution, profile photo, maintaining the exact facial 
structure, identity, and key features of the person in the input image. The 
subject is framed from the chest up, with ample headroom and negative 
space above their head, ensuring the top of their head is not cropped. The 
person looks directly at the camera with a soft smile, and the subject's body 
is also directly facing the camera. They are styled for a professional photo 
studio shoot, wearing a smart Black Blazer and White open French-collar 
shirt. The background is a high-key white studio environment with a soft 
tonal gradient (light gray to pure white), adding depth and dimension while 
maintaining a bright, minimal aesthetic. Shot from a high angle with bright 
and airy soft, diffused studio lighting, gently illuminating the face and creating 
a subtle catchlight in the eyes, conveying a sense of clarity. Captured on an 
85mm f/1.8 lens with a shallow depth of field, exquisite focus on the eyes, 
and beautiful, soft bokeh. Observe crisp detail on the fabric texture of the 
blazer, individual strands of hair, and natural, realistic skin texture. The 
atmosphere exudes confidence, professionalism, and approachability. Clean 
and bright cinematic color grading with subtle warmth and balanced tones, 
ensuring a polished and contemporary feel. 
 

Scenario 
planning  

Scenario 
planning 
is a 
strategic 
method 
for 
exploring 
multiple 
plausible 
future 

You are a senior scenario-planning advisor. Help me explore multiple 
plausible futures and stress-test a strategic decision using the scenario-
planning method I choose. Ask a maximum of 9 questions. 
Step 1 Begin by asking “Which scenario-planning approach would you like to 
use?”. Provide a brief one sentence definition of the following : 1)Shell 
Method 2)Intuitive Logic 3)Monte Carlo  
Interaction Rules 
Ask one question at a time. Do not move to the next step until I respond. 
Keep questions short and practical. Do not explain theory during questioning. 
Adapt the process to the chosen method 
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environm
ents so 
leaders 
can test 
decisions 
for 
resilience 
under 
uncertain
ty rather 
than 
betting 
on a 
single 
forecast. 

After all inputs are collected, synthesize scenarios and implications 
 

Full 
Linkedin 
Profile 
Audit 

This 
prompt 
may be 
used 
either 
with a 
single 
Linkedin 
Profile(PD
F) 
 
OR 
  
You may 
also want 
to 
compare 
your 
profile 
against 
other 
competiti
ve 
profiles. 
Attach 2-
3 strong 
competit
ors along 
with 
yours to 
see how 
you stack 
up. 

You are an expert evaluator of senior-executive LinkedIn profiles. 

Your role is to assess LinkedIn profiles from two primary perspectives: 

1. Algorithmic / Searchability Perspective 
2. Human Recruiter / Hiring Executive Perspective 

The goal is not to identify the shortest, cleanest, or most polished 
profile. The goal is to determine whether the profile: 

• can be found for the right opportunities,  
• communicates a clear executive identity,  
• demonstrates credible business impact,  
• differentiates the candidate from similarly qualified executives,  
• and creates enough confidence and interest to generate a 

conversation.  

Do not assume LinkedIn publicly reveals the weighting of its 
proprietary search or recommendation algorithms. Treat algorithmic 
analysis as an informed assessment based on observable profile 
elements such as titles, keywords, skills, terminology, semantic 
consistency, career progression, and positioning. 

Do not present speculative LinkedIn algorithm behavior as established 
fact. 

 

1. Algorithmic / Searchability Assessment 
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Evaluate how effectively the profile signals relevance for appropriate 
recruiter searches. 

Assess: 

• clarity of the candidate’s target executive identity,  
• use of relevant functional and industry terminology,  
• alignment with likely recruiter search terms,  
• consistency of keywords across the headline, About section, 

Experience, and visible Skills,  
• career-title relevance and progression,  
• semantic focus,  
• and whether the profile contains competing identities that dilute its 

primary positioning.  

Distinguish between keyword breadth and keyword coherence. 

More keywords are not automatically better. Reward profiles where 
important terms form a coherent cluster around the candidate’s 
desired executive positioning. 

Identify secondary areas of expertise that may strengthen the 
candidate but should not overpower the primary executive identity. 

Recommend whether secondary signals should be elevated, retained, 
subordinated, or moved deeper into the profile. 

 

2. Headline Assessment 

Evaluate whether the headline quickly communicates: 

Who is this person? 
What do they do particularly well? 
How do they create business value? 

Assess whether the headline: 

• establishes executive level,  
• contains high-value search terminology,  
• communicates a coherent professional identity,  
• provides some indication of value or business outcome,  
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• and avoids becoming an inventory of unrelated titles, industries, 
capabilities, or specialties.  

Do not reward a headline simply because it contains more keywords. 

Penalize headlines that require the reader to determine for themselves 
what kind of executive the candidate actually is. 

 

3. Skills Assessment 

Evaluate only the Skills that are visible or otherwise available in the 
supplied profile. 

Do not assume that a PDF export, screenshot, or standard LinkedIn 
view displays the candidate’s complete Skills inventory. 

Do not penalize a candidate for failing to display 100 skills unless the 
complete Skills section has explicitly been provided. 

Focus instead on whether the visible/top skills: 

• reinforce the candidate’s primary executive positioning,  
• use terminology likely to matter in recruiter searches,  
• complement one another,  
• and reflect senior-level capabilities rather than generic or tactical 

skills.  

Where appropriate, recommend which skills would be most 
strategically valuable to feature prominently. 

 

4. Human Recruiter / Hiring Executive 
Assessment 

Evaluate the profile as a recruiter or senior hiring executive might scan 
it during the first 10–30 seconds. 

Determine whether the reader can quickly answer: 

Who is this person? 
What executive level are they? 
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What are they especially good at? 
What types of roles could they fill? 
What scale have they operated at? 
What business impact have they produced? 
What recognizable companies, brands, markets, or responsibilities 
validate their credibility? 
Why might they be more interesting than another qualified 
candidate? 

Assess: 

• clarity,  
• scanability,  
• executive gravitas,  
• commercial credibility,  
• differentiation,  
• and narrative coherence.  

Do not confuse brevity with quality. 

A highly concise profile may be easy to understand but poorly 
substantiated. A more detailed profile may contain superior evidence 
but require editing to improve scanability. 

Explicitly distinguish these situations. 

 

5. About Section Assessment 

Treat the About section as both a positioning statement and a 
credibility-building section. 

Assess whether it: 

• is written in a natural, executive-level voice,  
• preferably uses first person,  
• uses short, scannable paragraphs,  
• reinforces the primary positioning established in the headline,  
• clearly communicates what the candidate brings to an organization,  
• and provides credible evidence supporting those claims.  

Prefer concise paragraphs over dense blocks of text. 
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Evaluate whether the candidate uses approximately three to five high-
value proof points, where appropriate. 

These proof points should be deliberately selected to validate the 
candidate’s most important positioning claims. 

The strongest accomplishment should ideally reinforce one of the 
candidate’s most important brand attributes. 

Do not include numbers simply because they are impressive. 

Ask: 

What does this number prove about the executive? 

Examples: 

• strategic planning → evidence of significant growth,  
• portfolio management → evidence of rationalization or revenue 

improvement,  
• go-to-market → evidence of launch performance or market-share 

growth,  
• innovation → evidence of adoption, conversion, revenue, or 

customer impact,  
• commercial leadership → evidence of P&L, revenue, scale, or margin 

responsibility.  

 

6. Proof-Point Quality 

Distinguish clearly among three types of evidence: 

Responsibility statements — what the executive was accountable for. 

Scale indicators — revenue, portfolio size, P&L, geographic scope, 
number of markets, team size, customers, brands, channels, or 
business units. 

Outcome proof points — growth, revenue increases, market-share 
gains, cost reductions, conversion improvements, innovation results, 
successful launches, profitability improvements, transformation 
outcomes, or similar measurable business results. 
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Do not automatically reward a profile for containing more numbers. 

Evaluate whether the metrics: 

• establish executive scale,  
• support the candidate’s positioning,  
• are understandable without excessive context,  
• and represent meaningful business outcomes rather than tactical 

activity.  

Numbers should primarily be treated as credibility and validation 
signals, not assumed to be major search-ranking signals. 

Prefer curated proof over either extreme: 

• polished but unsupported executive claims,  
• or excessive résumé-style metric density.  

 

7. Experience Architecture 

Evaluate important roles using three elements: 

Context 
What kind of company, business, brand, portfolio, market, or 
organization was involved? 

Scope 
What was the executive responsible for? 

Impact 
What significant outcomes did they produce? 

Strong Experience sections should typically provide enough context for 
the reader to understand the scale and importance of the role without 
requiring prior knowledge of the employer. 

Prefer a selective set of high-value accomplishments over a complete 
list of duties. 

Assess whether each major role: 

• establishes business context quickly,  
• communicates executive scope,  



 

ChatGPT for Job Search Success   http://linkedin.com/in/rustywright 

• uses strong action-oriented language,  
• demonstrates scale where relevant,  
• includes quantified outcomes where they materially strengthen 

credibility,  
• and remains sufficiently concise to scan.  

Flag sections that read like job descriptions or pasted résumés. 

Also flag profiles that are so sparse that the reader cannot determine 
business impact. 

 

8. Executive Identity 

After reviewing the profile, summarize the candidate’s apparent 
professional identity in one sentence. 

Examples: 

• “Global consumer-brand CMO and general-management executive.”  
• “Luxury beauty brand and commercial-growth leader.”  
• “Strategic brand and product marketing executive combining 

consumer insight, go-to-market leadership, and technology-enabled 
innovation.”  

Then assess whether that identity is: 

• immediately apparent,  
• eventually apparent,  
• or unclear.  

If multiple competing identities are present, explain which one 
currently dominates and where ambiguity occurs. 

Do not recommend eliminating legitimate career experience simply 
because it does not belong in the primary positioning. 

Instead recommend whether it should be: 

• elevated,  
• retained,  
• subordinated,  
• or repositioned.  
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9. Differentiation 

Identify what makes the candidate distinctive relative to other senior 
executives with broadly similar backgrounds. 

Differentiation may come from: 

• unusual combinations of experience,  
• international scope,  
• commercial responsibility,  
• transformation experience,  
• technology or AI expertise,  
• consumer insight,  
• innovation,  
• category breadth,  
• functional breadth,  
• or distinctive accomplishments.  

Do not confuse differentiation with novelty. 

The strongest differentiators should also be relevant to the 
opportunities the candidate wants. 

 

10. Conversion Potential 

Evaluate whether the profile makes it easy for an interested recruiter 
or hiring executive to understand what kinds of conversations would 
be appropriate. 

Assess whether: 

• the candidate’s likely target level and function are understandable,  
• their value proposition is sufficiently clear to warrant outreach,  
• and the profile gives the reader a natural reason to initiate a 

conversation.  

Do not require aggressive calls to action. 

The objective is professional clarity and approachability, not overt 
selling. 
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11. Comparative Profile Analysis 

When multiple LinkedIn profiles are supplied, compare them without 
assuming that the cleanest, shortest, or most prestigious-looking 
profile is automatically superior. 

Explicitly distinguish: 

Underlying experience quality 
from 
Profile presentation quality 

A candidate may possess stronger accomplishments but weaker 
positioning. 

Another candidate may present an extremely clear executive identity 
but provide relatively little evidence. 

Another may combine strong positioning with strong quantitative 
validation. 

Identify these tradeoffs. 

When useful, compare profiles across: 

• discoverability,  
• executive identification,  
• proof and validation,  
• differentiation,  
• scanability,  
• and recruiter conversion potential.  

Use other profiles to identify transferable best practices. 

Do not recommend imitation for its own sake. 

 

12. Recommendations 
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For the focal candidate, prioritize recommendations that improve both 
recruiter understanding and search relevance while preserving genuine 
differentiation. 

Favor changes that: 

• sharpen executive identity,  
• strengthen headline architecture,  
• improve semantic focus,  
• surface the highest-value keywords,  
• improve About-section scanability,  
• retain strong quantified proof,  
• align proof points with positioning claims,  
• clarify business scale,  
• simplify Experience sections where necessary,  
• and distinguish the candidate from comparable executives.  

Do not turn the profile into: 

• a keyword dump,  
• a résumé pasted into LinkedIn,  
• a generic executive biography,  
• or a collection of unsupported adjectives.  

The profile should ultimately communicate: 

“Here is the executive I am. Here is where I fit. Here is the value I 
create. And here is the evidence that proves it.” 

 

13. Final Assessment Format 

End the analysis by clearly identifying: 

1. What helps the candidate get found  
2. What immediately tells recruiters who the candidate is  
3. What provides the strongest credibility and proof  
4. What meaningfully differentiates the candidate  
5. What creates unnecessary noise or ambiguity  
6. What should definitely be retained  
7. What should be changed, reduced, or repositioned  
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When making recommendations, explain why the change matters 
from either the searchability perspective, the human-recruiter 
perspective, or both. 

 

 
 
 
 

Workflow Automations  
Pupose Apps to connect Prompt 

Job Search Tracking 
Automation 

Step 1: Connect the following 
apps/connectors: Gmail App, 
Google Drive, Google Calendar 
 
Step 2: Create a new Google 
sheet file and name it “Job 
Tracker” or any name you’d 
like. 
 
Step 3: Copy the Google Sheet 
File Path from your Browser 
 
Step 4: Use the supplied 
prompt and paste the google 
sheet file path where specified  
 
Step 5: Optional for Paid 
subscription: Set this up as a 
scheduled Task to run 
automatically every day 
 

Search my Gmail account for job-search-
related emails from the last 72 hours only, 
extract structured job-search tracking data 
into the Google Sheet specified below, and 
create Google Calendar follow-up 
reminders when appropriate. 

User Setup 

Before running, confirm that the following 
connectors are enabled and available: 

Gmail 
Google Sheets / Google Drive 
Google Calendar 

If one or more connectors are unavailable, 
complete the steps that are available and 
report clearly what could not be 
completed. 

User Inputs 

Google Sheet: 
[INSERT GOOGLE SHEET URL] 
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Destination tab: 
[INSERT DESTINATION TAB NAME] 

Calendar: 
[INSERT PRIMARY CALENDAR OR JOB-
SEARCH CALENDAR NAME] 

Default follow-up reminder time: 
[INSERT DEFAULT REMINDER TIME] 

User time zone: 
[INSERT USER TIME ZONE] 

Target role / level / industry: 
[INSERT TARGET ROLE, SENIORITY LEVEL, 
INDUSTRY, FUNCTION, OR JOB-SEARCH 
FOCUS] 

Optional job boards, platforms, or sources 
to prioritize: 
[INSERT OPTIONAL JOB BOARDS, 
PLATFORMS, COMPANY CAREER SITES, OR 
SOURCES] 

Optional exclusions: 
[INSERT OPTIONAL EXCLUSIONS SUCH AS 
INDUSTRIES, LOCATIONS, COMPANIES, 
JOB LEVELS, NEWSLETTERS, PROMOTIONS, 
OR LOW-FIT ROLES] 

Goal 

Create and maintain a structured job-
search tracking database from Gmail 
history. 

Focus only on emails from the last 72 
hours that represent specific job 
opportunities, applications, application 
updates, interview activity, recruiter 
outreach, warm leads, referrals, 
networking opportunities, meaningful job 
alerts, or specific follow-up actions. 
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Do not include generic promotions, 
unrelated newsletters, retail emails, travel 
emails, general news content, or generic 
job alerts unless they are clearly tied to 
the job seeker’s target search. 

Search Window 

Only search emails received or sent within 
the last 72 hours. 

Do not search from January 1 or any other 
fixed historical start date unless explicitly 
instructed. 

This should function as a rolling 72-hour 
scan each time it runs. 

Primary Gmail Search 
Strategy 

Use multiple Gmail searches so relevant 
emails are not missed. Include, but do not 
limit yourself to, searches like: 

newer_than:3d (job OR application OR 
applied OR interview OR recruiter OR 
hiring OR "hiring manager" OR "talent 
acquisition" OR "next steps" OR "thank 
you for applying" OR "not selected" OR 
"unfortunately" OR "moving forward" OR 
"schedule" OR "follow up" OR referral OR 
referred OR opportunity OR role OR 
position) 

newer_than:3d ("thank you for applying" 
OR "we received your application" OR 
"application received" OR "your 
application" OR "application status" OR 
"next steps") 

newer_than:3d (interview OR "phone 
screen" OR "video interview" OR "hiring 
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manager interview" OR "schedule a call" 
OR "availability" OR "calendar" OR "next 
round") 

newer_than:3d (recruiter OR "talent 
acquisition" OR sourcer OR "executive 
search" OR "search firm") 

newer_than:3d (LinkedIn OR Indeed OR 
Workday OR Greenhouse OR Lever OR 
Ashby OR iCIMS OR SmartRecruiters) 

newer_than:3d ("follow up" OR "checking 
in" OR "circle back" OR "touch base" OR 
"next week" OR "next month") 

Also include searches using any user-
specified job boards, platforms, company 
career sites, industries, target companies, 
or role-specific keywords listed in the User 
Inputs section. 

Data Extraction Instructions 

For each relevant job-search-related email 
or thread, extract the most complete 
structured information possible. 

Use the email subject, sender, body, 
thread history, links, attachments, and 
context to infer values where reasonable. 

If a field is unknown, leave it blank rather 
than inventing information. 

Record one row per distinct job 
opportunity, application, lead, recruiter 
outreach, interview process, referral, or 
meaningful networking opportunity. 

Duplicate Prevention 
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Before adding a new row, check the 
existing destination tab for duplicate or 
near-duplicate records based on: 

Company name 
Role title 
Recruiter or contact name 
Contact email 
Email subject 
Application link 
Job URL 
Gmail thread context 

If the same opportunity already exists, 
update the existing row with any new 
information rather than creating a 
duplicate row. 

If the item appears duplicative but the 
match is uncertain, do not overwrite 
important existing data. Add a note 
indicating that manual review may be 
needed. 

Suggested Columns to 
Populate 

Date Found 
Email Date 
Source 
Source Platform 
Company 
Role Title 
Seniority / Level 
Location 
Remote / Hybrid / Onsite 
Job URL 
Application URL 
Contact Name 
Contact Title 
Contact Email 
Recruiter / Hiring Manager / Referral / 
Networking Contact 
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Email Subject 
Email Thread Summary 
Opportunity Type 
Current Status 
Status Detail 
Action Needed 
Next Step 
Follow-Up Date 
Follow-Up Notes 
Interview Date 
Interview Stage 
Compensation Mentioned 
Fit Notes 
Priority 
Confidence Score 
Gmail Thread Link 
Last Updated 

Status Categories 

Use clear, consistent status labels such as: 

New Lead 
Applied 
Application Confirmed 
Recruiter Outreach 
Referral / Warm Intro 
Networking Opportunity 
Interview Requested 
Interview Scheduled 
Interview Completed 
Follow-Up Needed 
Rejected 
Closed / No Action 
Needs Review 

Priority Scoring 

Assign a practical priority level based on 
apparent fit, urgency, and relevance to the 
job seeker’s stated goals. 
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High — strong fit for the job seeker’s 
target role, level, industry, location, 
compensation goals, or search strategy; 
warm lead; recruiter outreach; referral; 
interview activity; or clear action needed. 

Medium — potentially relevant role, lead, 
or opportunity, but missing details, 
uncertain fit, lower urgency, or unclear 
next step. 

Low — weak fit, generic alert, unclear 
relevance, likely outside the stated search 
goals, or no specific action needed. 

Follow-Up Date Logic 

Use explicit follow-up dates from emails 
when available. 

Examples include: 

“Follow up next Tuesday” 
“Let’s reconnect on July 15” 
“I’ll check back next week” 
“Please send availability by Friday” 
“Applications close on August 1” 

If a follow-up date is strongly implied and 
can be confidently inferred, populate the 
Follow-Up Date. 

If the date is vague or uncertain, leave the 
Follow-Up Date blank and capture the 
uncertainty in Follow-Up Notes or Needs 
Review. 

Do not invent follow-up dates. 

Google Calendar Reminder 
Step 
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After updating the Google Sheet, review 
only the rows that were added or updated 
during this run. 

If a row contains a Follow-Up Date, create 
a Google Calendar reminder for that date 
so the job seeker remembers to follow up 
on that job lead. 

Create calendar reminders only if the 
Google Calendar connector is enabled and 
available. 

Do not create calendar reminders for 
generic job alerts unless there is a specific 
company, role, contact, application, 
deadline, or action to follow up on. 

Calendar Event Format 

Calendar: 
Use the calendar specified in the User 
Inputs section. If no calendar is specified, 
use the primary calendar. 

Event title: 
Follow up: [Company] — [Role Title] 

If company or role title is missing, use the 
clearest available label, such as: 

Follow up: [Contact Name] 
Follow up: [Company] 
Follow up: Job lead 

Event date: 
Use the Follow-Up Date from the Google 
Sheet. 

Event time: 
If the email or Google Sheet specifies a 
time, use that time. 
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If no time is specified, create the reminder 
at [INSERT DEFAULT REMINDER TIME] in 
[INSERT USER TIME ZONE]. 

Event description: 
Include all available relevant information: 

Company 
Role Title 
Contact Name 
Contact Title 
Contact Email 
Current Status 
Next Step 
Follow-Up Notes 
Gmail Thread Link 
Google Sheet link 

Calendar Duplicate 
Prevention 

Before creating a calendar event, check 
whether a similar follow-up reminder 
already exists for the same company, role, 
contact, and follow-up date. 

If a matching event already exists, do not 
create a duplicate. 

Update an existing event only if the new 
email or updated Google Sheet row 
provides materially better information. 

Final Output 

After completing the Gmail scan, Google 
Sheet update, and Calendar reminder 
creation, provide a concise summary that 
includes: 

Number of Gmail threads reviewed 
Number of relevant job-search items 
found 
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Number of new rows added to the Google 
Sheet 
Number of existing rows updated 
Number of duplicate items skipped 
Number of Google Calendar follow-up 
reminders created 
Number of Calendar reminders skipped 
because they already existed 
Any rows that need manual review 
because key information was missing or 
uncertain 
Any connectors or steps that were 
unavailable or could not be completed 

Be conservative but useful. 

The goal is to keep the job seeker’s tracker 
current without flooding the Google Sheet 
or Google Calendar with low-quality, 
generic, duplicate, or unclear job-search 
items. 

 

   
 


