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Introduction 
Finding a job has become increasingly competitive. Employers today receive hundreds or 
even thousands of applications for a single position. Before a hiring manager sees your 
resume, it is often screened by Artificial Intelligence (AI) software. 

The good news? 

You can also use AI to your advantage. 

AI tools such as ChatGPT, Microsoft Copilot, and Google Gemini can help job seekers: 

• Write professional resumes 
• Improve wording and grammar 
• Match job descriptions 
• Highlight achievements 
• Prepare for interviews 
• Build a stronger professional profile 

This guide will teach you how to use AI responsibly to create a resume that gets noticed. 
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Chapter 1 

Why Resume Writing Has Changed 
The Traditional Approach 
In the past, resumes were: 

• One-size-fits-all 
• Filled with job descriptions 
• Focused on duties rather than achievements 
• Reviewed manually by HR staff 

Today's Reality 
Modern recruitment uses: 

• Applicant Tracking Systems (ATS) 
• AI-powered screening tools 
• Keyword matching 
• Automated ranking systems 

As a result, many candidates are rejected before a human ever reads their resume. 

Understanding how AI works is now a critical career skill. 
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Chapter 2 

How Employers Use AI to Screen 
Candidates 
Recruiters commonly use systems that can: 

Scan Resumes 

Identify skills and qualifications. 

Search for Keywords 

Match candidate profiles against job requirements. 

Rank Candidates 

Generate a suitability score. 

Filter Applications 

Reject resumes that do not meet specific criteria. 

 

Example 
Job Description: 

• Project Management 
• Data Analysis 
• Leadership 
• Lean Six Sigma 

Resume without these keywords: 

� Low ranking 

Resume with these keywords: 

�� Higher ranking 
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Chapter 3 

What Makes a Great Resume in 2026 
The modern resume should be: 

Professional 

Easy to read and visually clean. 

Achievement-Focused 

Show results instead of responsibilities. 

Keyword Optimized 

Contains relevant industry terms. 

ATS-Friendly 

Simple formatting without excessive graphics. 

Tailored 

Customized for each job application. 
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Chapter 4 

The AI-Powered Resume Writing Process 
Step 1 
Gather Information 

Prepare: 

• Employment history 
• Achievements 
• Certifications 
• Education 
• Skills 

 

Step 2 
Use AI to Draft Content 

Example Prompt: 

"Act as a professional resume writer. Create a resume for a Quality Manager with 15 years of 
automotive experience." 

 

Step 3 
Refine the Content 

Ask AI: 

• Improve grammar. 
• Make achievements measurable. 
• Use professional language. 
• Reduce unnecessary words. 
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Step 4 
Customize for Every Job 

Paste the job description and ask: 

"Tailor my resume to match this job advertisement." 

 

Chapter 5 

Writing Each Resume Section with AI 
Professional Summary 
Bad Example: 

Experienced manager seeking opportunities. 

Good Example: 

Results-driven Quality Manager with over 15 years of experience leading quality 
transformation initiatives, improving operational efficiency, and implementing ISO and IATF 
standards across multinational organizations. 

 

Work Experience 
Bad Example: 

Responsible for managing projects. 

Good Example: 

Led 25 cross-functional projects that reduced manufacturing defects by 30% and generated 
annual savings of SGD250,000. 
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Skills 
Include: 

• Leadership 
• AI Productivity Tools 
• Project Management 
• Lean Six Sigma 
• Data Analysis 
• Strategic Planning 
• Problem Solving 

 

Chapter 6 

Powerful ChatGPT Prompts for Resume 
Writing 
Prompt 1 
Create a Professional Resume 

"Act as a professional resume writer and create a resume for a Senior Finance Manager with 
20 years of experience." 

 

Prompt 2 
Improve Professional Summary 

"Rewrite my professional summary to sound more executive and achievement-oriented." 

 

Prompt 3 
Create Achievement Statements 

"Convert my job responsibilities into measurable achievements." 
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Prompt 4 
Match a Job Description 

"Compare my resume with this job description and identify missing keywords." 

 

Prompt 5 
Generate a Skills Section 

"Create a skills section suitable for a Digital Marketing Manager." 

 

Prompt 6 
Shorten My Resume 

"Reduce my resume to two pages while preserving the important information." 

 

Prompt 7 
Create a Cover Letter 

"Write a professional cover letter based on my resume and this job advertisement." 

 

Prompt 8 
Prepare for Interviews 

"Generate ten interview questions based on my resume." 
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Chapter 7 

Creating an ATS-Friendly Resume 
Recommended Format 

✓ Use standard fonts. 

✓ Use simple headings. 

✓ Save in PDF and Word formats. 

✓ Use bullet points. 

✓ Include industry keywords. 

Avoid: 

� Tables 

� Text boxes 

� Excessive graphics 

� Fancy fonts 

� Images inside the resume 
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Chapter 8 

Industry-Specific Resume Examples 
Finance 
Focus on: 

• Cost savings 
• Revenue growth 
• Financial controls 

 

Engineering 
Focus on: 

• Projects completed 
• Productivity improvements 
• Certifications 

 

Human Resources 
Focus on: 

• Employee engagement 
• Training programs 
• Talent management 

 

Information Technology 
Focus on: 

• Systems implemented 
• Automation projects 
• Technical certifications 
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Sales and Marketing 
Focus on: 

• Revenue growth 
• Customer acquisition 
• Campaign performance 

 

Chapter 9 

Common Resume Mistakes 
Using Generic Resumes 

Every application should be customized. 

Listing Duties Only 

Employers want results. 

Poor Formatting 

Simple is better. 

Too Much Information 

Keep your resume concise. 

Ignoring Keywords 

Keywords significantly improve ATS rankings. 
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Chapter 10 

Building Your LinkedIn Profile with AI 
AI can help you: 

• Write headlines 
• Improve summaries 
• Generate posts 
• Build your personal brand 

Example Prompt: 

"Create an executive LinkedIn profile for a Quality Director with global experience." 

 

Chapter 11 

Creating Cover Letters with AI 
A strong cover letter should: 

1. Introduce yourself. 
2. Explain why you fit the role. 
3. Demonstrate achievements. 
4. Request an interview. 

AI can generate personalized cover letters in minutes. 

 

Chapter 12 

Interview Preparation Using AI 
Ask AI to: 

• Conduct mock interviews. 
• Generate behavioural questions. 
• Review your answers. 
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• Improve confidence and communication. 

 

Chapter 13 

The Future of AI and Job Searching 
The future job seeker will use AI to: 

• Research companies 
• Personalize applications 
• Prepare interviews 
• Develop new skills 
• Build professional brands 

AI will not replace job seekers. 

Job seekers who know how to use AI will replace those who do not. 

 

Final Resume Checklist 
Before submitting your resume, ensure that you have: 

✓ Tailored the resume to the job. 

✓ Included measurable achievements. 

✓ Added relevant keywords. 

✓ Checked spelling and grammar. 

✓ Optimized for ATS systems. 

✓ Updated your LinkedIn profile. 

✓ Prepared a professional cover letter. 

✓ Practiced interview questions. 
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About Coursesinc  
Coursesinc is a professional training and consultancy organization serving Singapore and 
Malaysia. 

We specialize in: 

• Artificial Intelligence Training 
• Corporate Training 
• Leadership Development 
• Quality Management Systems 
• ISO Standards 
• Professional Skills Development 

Our mission is to help individuals and organizations develop practical skills that improve 
productivity and business performance. 

Website: www.coursesinc.com 
Email: info@coursesinc.com 

 

Continue Your Learning Journey 
Download more FREE eBooks, templates, and learning resources at: 

www.coursesinc.com/download/ 

Follow us on social media and subscribe to our YouTube channel: 

Coursesinc AI Academy 

Learn. Grow. Transform. 
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