
www.gc.cuny.edu

Maximizing AI & Technology 
in Your Job Search

Office of Career Planning & Professional Development 
careerplan@gc.cuny.edu

The Graduate Center, room 3300.08



Zoom Controls



• This presentation is being recorded

• We will send the recording, the presentation slides, 
handouts, and resources to everyone within 1 week

• The recording will be available for listening on our website

Recording!



About the Office of Career Planning and 
Professional Development (CP&PD)

We serve all students and alumni who are current students or have graduated 
from the CUNY Graduate Center; our services include:
• One-on-one career advising sessions (typically 45 minutes) focused on 

job search, career concerns, and career self-assessment
• Workshops and webinars highlighting career development and job 

search basics (e.g., writing a CV or resume, the nuts and bolts of the 
academic job search)

• Career events featuring alumni and others from various industries, such 
as big data, government, and community colleges, to name a few

• Website with career planning guide, information and blog posts on a 
variety of career-related topics, including faculty and non-academic job 
search advice, information on specific career fields, etc.

• Handshake for job postings, events and to schedule career advising 
sessions.



Poll



Webinar Agenda
• Recap: What is AI & Everyday Examples

• Where AI Can Be Helpful

• Limitations of AI/Tech & Guardrails

• AI & Tech for Job Searching

• AI & Tech for Efficiency

• AI & Tech for Interviewing

• AI & Tech for Negotiating



What is AI?
• Technology that enables computers 

and machines to simulate human 
intelligence and problem-solving 
capabilities; offers quick 
information, assists with research, 
answers questions, and provides 
guidance

• Artificial Intelligence term was 
coined in 1956

• Field of computer science that 
encompasses machine learning, 
deep learning, and natural 
language processing

• Processes large amounts of labeled 
data, analyzes for correlations and 
patterns, learns from the data, and 
then applies patterns to make 
increasingly more accurate 
classifications and predictions over 
time



What is AI?

Benefits include: speed, precision, accuracy, automation, 
progressive learning, time savings, consistency

Branches of AI

Generative AI: content generation 
based on patterns from data 

without user engagement (photos, 
graphics, stories, materials)

Interactive AI: involves user 
engagement and responds to user 

inputs and queries (customer 
support, virtual assistants, 
recommendation systems)

Predictive AI: predictions about 
future events and outcomes based 

on analyzing data, patterns, and 
trends (fraud detection, medical 

diagnoses, financial services)



Everyday Examples of AI
• GPS guidance

• Autonomous vehicles

• Chess-playing computers

• Chatbots and digital assistants (Siri, 
Google Assistant)

• Content generation (ChatGPT, 
JasperAI, Google Gemini)

• Design and graphic generation (Dall-
E, Canva)

• Recommendation engines (shopping 
and show recs)

• Applicant tracking systems (ATS)

• Computer-based interviews



Where AI is Helpful

•Explore career options and roles
•Share salary ranges for a role in a specific location
•Identify companies that have previously sponsored H1B visas

Can pull together large 
amounts of data or research 

from Internet

•Advise on questions to ask in an informational interview
•Give feedback on responses to common interview questions
•Identify skills/keywords to highlight in a resume for a specific 

role

Can give ideas of what to say 
in communications with 
other professionals and 

customization in job search 
materials

•Recommend websites for job postings in a specific field
•Share resources to learn more about a specific industry
•Suggest events and groups for networking in a specific field

Can offer suggestions for 
resources



Limitations
• Accuracy and Reliability: Plausible-sounding but 

incorrect or nonsensical responses, especially 
when faced with complex or ambiguous queries. 
Can lead to misinformation if not carefully 
monitored and verified.

• Limited Ability to Ask Clarifying Questions: Lacks 
the ability to ask clarifying questions when faced 
with ambiguity. Can result in misinterpretation of 
prompts and inaccurate responses, as it doesn’t 
have context.

• Biases and Overgeneralization: Trained on large 
datasets, which can contain biases reflected in 
their output. Models may overgeneralize or rely on 
stereotypes, potentially perpetuating 
misinformation or reinforcing existing biases.

• Ethical and Legal Considerations: The use of AI-
generated content raises ethical and legal 
concerns, particularly regarding intellectual 
property rights and accountability for 
misinformation.



• Choose the right tool 
• Use clear input/prompts
• Verify data - check every reference, link and citation
• Read privacy policies
• Be educated on limitations and use sound judgement
• Don’t let it stunt your creativity
• Use content as a starting or advancing tool, not a replacement:

• Brainstorm/idea generation or refining ideas
• Draft an outline
• Synthesize or summarize information 
• Rephrase for clarity or understanding
• Gathering initial, basic information on a topic 
• …or deeper information on a topic you already know 

General Guardrails 



ChatGPT (Open AI) Alternatives
• Perplexity – https://www.perplexity.ai/ - 

Answers backed up by a curated set of sources. 
• CoPilot – https://www.microsoft.com/en-

us/store/b/copilotpro - Integrates with 
Microsoft 365, draft presentations, analyze Excel 
lists, summarize meetings, create and edit 
images, put together timelines. 

• Google Gemini – https://gemini.google.com/ - 
(Bard) Pulls more recent data from internet.

• Premium GPTs, require Chat GPT Plus:  
https://chat.openai.com/gpts - writing, 
productivity, research and analysis, education, 
programming. Create your own!

https://www.perplexity.ai/
https://www.microsoft.com/en-us/store/b/copilotpro
https://www.microsoft.com/en-us/store/b/copilotpro
https://gemini.google.com/
https://chat.openai.com/gpts


Learning Prompt Structures



Example



AI for Job Search Strategy

• Job websites with AI filters
• Automated job alerts
• Company and employer 

research
• Job posting 

resources/websites
• Types of roles and variations 

of titles for your degree and 
background

Source: ChatGPT Prompt (May 24, 2024)



Prompts for Job Search Strategy
• Advice on best ways to search for job openings for 

[field/role/career] 
• Guidance regarding jobs can apply to in [field] and 

[geographical location] based on [degree]
• Suggestions of key resources for job listings in [field]
• Summarize various job titles used in [field]
• List of companies growing in [field]
• List of top employers in [geographical area] that hire people 

with [degree]
• List of companies that offer internships in [geographical area] 

for [degree and interests]
• List of companies that have sponsored H1B visas in [field]
• Identification of key skills and competencies in [job posting]



Prompts for Employer Research
• Information on [company], including mission, vision, values, 

products, services, key leadership, culture, work-life balance, 
employee satisfaction, DEI, company history, financial health

• Comparison of [company] to its top competitors on key metrics 
such as growth, profitability, innovation, culture

• Insights about recent news articles or press releases regarding 
[company]

• Summarize employment policies and benefits offered by [company]
• Insights about main competitors of [company]
• Overview of legal/ethical concerns or controversies associated with 

[company]
• Summary of employee reviews for [company]
• Insights regarding flexible work arrangements such as working from 

home offered at [company] 



ChatGPT Prompt Example

Source: 
ChatGPT 
Prompt 
(5/24/24)



Tools for Job Searching
• Careerflow.ai: https://www.careerflow.ai 

• Automated job tracker. Keep track of all your jobs opportunities, 
applications, notes, contacts, in one single dashboard.

• Simplify: https://simplify.jobs
• Auto fills job applications. Save job applications you submit so you 

can easily manage and visualize your job search.

• Loom: https://www.loom.com 
• Send free video introductions and video cover letters to employers.

• Calendly: https://calendly.com 
• Scheduling platform that can especially be helpful for setting up 

informational interviews.

https://www.careerflow.ai/
https://simplify.jobs/
https://www.loom.com/
https://calendly.com/


• Enhancing Time Efficiency and Productivity
• Facilitating Idea Generation and Creative 

Assistance
• Minimizing Errors and Improving Quality

On-the-Job Efficiency



Prompts for Job Search Schedule

Source: ChatGPT Prompt (June 3, 2024)



Prompts for Job Search Schedule

Source: ChatGPT Prompt (June 3, 2024)



Prompts for On-the-Job Efficiency

Source: Perplexity Prompt (May 29, 2024)



Prompts for Efficiency
• Email Drafting: "Draft a professional email to [Recipient's Name] summarizing 

the key bullet points from our recent meeting and proposing the next steps."

• Report Summarization: "Summarize the attached report into a concise one-page 
overview highlighting the main findings and recommendations.”

• Meeting Agenda Preparation: "Create a detailed agenda for our team's weekly 
status meeting, including time slots for project updates, team concerns, and 
action items."

• Blog Post Ideas: "List ten potential blog post topics that would appeal to our 
target audience, focusing on [specific industry or interest].”

• Project Proposal Writing: "Write a project proposal for [Project Name], including 
objectives, proposed methodology, timeline, and estimated budget."

Source: Prompts Daily, Neat Prompts



• Event Planning Checklist: "Generate a comprehensive checklist for organizing a 
successful corporate event, covering all necessary steps from venue selection to post-
event follow-up."

• Grant Proposal Outline: "Create an outline for a grant proposal for [specific project or 
program], including key sections such as project description, budget, and impact 
assessment.”

• Content Calendar Creation: "Develop a one-month content calendar for our blog and 
social media channels, including post titles, themes, and publishing dates."

• Data Analysis Summary: "Summarize the key insights from the attached data set, 
focusing on trends, anomalies, and potential business implications.

Prompts for Efficiency

Source: Prompts Daily, Neat Prompts



Technologies for Efficiency
Meeting Assistants, To-

Do Lists &  Project 
Management 

Presentation Creation & Design Writing & Research



AI for Interviewing & Negotiating
• Mock interviews

• Feedback on interview responses

• Interview prep for specific types of 
interviews

• Research on company

• Interview follow-up

• Role play negotiation

• Salary information

• Counter-offers, handling objections 
and concerns

• Understanding negotiation tactics

• Reviewing job offer terms

Source: ChatGPT Prompt (May 24, 2024)



Prompts for Interviewing
• Feedback on interview question responses for [role/job/posting]
• List of interview questions that might be asked for in 

[field/role/job/posting]
• Advice on questions to ask interviewer during interview for in 

[field/role/job/posting]
• Suggestions of frameworks for approaching a case interview question 
• Guidance on behavioral questions to prepare for in [field/role/job/posting]
• Thoughts regarding incorporating [company] and its culture in an 

interview to show interest for [field/role/job/posting]
• Suggestions for creating a compelling story about career journey in 

interviews for [field/role/job/posting]
• Guidance on key points and skills to bring up in a job interview for 

[role/job/posting] with [company] based on [resume]
• Ideas about thank you email after meeting to discuss [role/job/posting] in 

[company]



Detailed Prompt for Interviewing

Source: Graduate Career Consortium June 2024 conference 
presentation Unleashing GenAI: Prompting to Transform Graduate 
Student Advising



ChatGPT Prompt Example (p. 1)

Source: 
ChatGPT 
Prompt 
(5/24/24)



ChatGPT Prompt Example (p. 2)

Source: 
ChatGPT 
Prompt 
(5/24/24)



Tools for Interviewing & Speaking
• LinkedIn Interview Prep: https://www.linkedin.com/interview-

prep/ 
• Record responses to specific questions and get feedback.

• Yoodli: https://yoodli.ai 
• Record responses to interview questions and get feedback on 

improving communication skills.

• Speeko: https://www.speeko.co 
• Track voice and speech patterns in real-time, analyzes pace, tone, 

words, and more.

• Poised: https://www.poised.com 
• Get feedback on speaking, even in real time, receive post-speaking 

feedback for the next time.

https://www.linkedin.com/interview-prep/
https://www.linkedin.com/interview-prep/
https://yoodli.ai/
https://www.speeko.co/
https://www.poised.com/


Prompts for Negotiating
• Suggestions of online resources that can provide up-to-date salary 

information for [field/role/job/career]
• Acting as the hiring manager, conduct a mock negotiation role play with 

me for [particular job]
• Details about salary range for [role/job/posting] in [geographical area]
• List of other aspects typically negotiated besides salary for 

[field/role/job/posting]
• Overview of cost of living in [geographical area]
• Overview of salary growth based on years of experience or progression in 

[field/career]
• Insights regarding common benefits and perks offered in [field] (other 

than salary)
• Research on performance-based bonuses or incentives common in 

[field/role/job/career]
• Tips regarding effective strategies for negotiating better salary offers in 

[field/role/job/career]



More Prompts for Negotiating
• I have an interview for the role of [Your Role] at [Your Company]. I'm researching the industry 

standards of the company. Can you provide me with insights on salaries based on [Provide 
information like job titles, locations, experience, and skills]? I want to understand the current 
compensation landscape to negotiate confidently.

• I'm preparing for a job interview for the role of [Your Role] at [Company Name] and I'm nervous 
about salary-related questions. Can you assist me by acting as an interviewer and generating salary-
related questions using the pay found in the job description? Also, wait for my response and 
suggest to me if my answers were able to justify my desired compensation. Pay found in job post: 
[Attach the pay range]

• I am currently in the negotiation stage with [company], and I anticipate pushbacks and 
counteroffers. Can you provide me with specific advice on how to respectfully restate my position 
while acknowledging the other person's viewpoint? I'd like to simulate potential scenarios to 
improve my strategy and prepare for different outcomes with tact and confidence.

• I'm about to enter salary negotiations with my company, and I'm concerned about appearing overly 
aggressive. Can you please provide me some advice on how to balance asserting my worthwhile 
also maintaining a good relationship with the other person during negotiations? I want to make 
sure that I negotiate effectively and am able to push when necessary but without causing any 
offense or damage to the relationship. Can you offer some insight into when and how to push?

• CURRENT JOB: Generate a salary raise or negotiation argument with my manager based on my 
experience of [Your Experience].

Source: Carerflow.ai blog: https://www.careerflow.ai/blog/chatgpt-salary-negotiation

https://www.careerflow.ai/blog/chatgpt-salary-negotiation


ChatGPT Prompt Example

Source: 
ChatGPT 
Prompt 
(5/24/24)



Tools for Salary Insights



QUESTIONS?


