AI PROMPTS FOR YOUR RESUME
Use AI at the beginning to research and at the end to edit. The middle (writing your own impact statements) is your job.
Copy the gray text into ChatGPT, Claude, Gemini, or Copilot. Replace anything in [brackets] with your own information. Always check for accuracy before you use information from AI!
BEFORE YOU WRITE
Step 1: Get clear on what you’re targeting.
Do this first. Your target job title is the job you want (not necessarily the job you have), and everything else on your resume depends on knowing what it is.
I want to get clear on what jobs to target before I write my resume. Here is my background: [describe your last two or three jobs, your education, and what you are good at].
Ask me questions one at a time to help me narrow this down to one or two specific job titles. Don’t guess about my situation; ask me what you need to know. When we’re done, tell me the job titles and the industries where those titles are most common.
Step 2: Understand what the business cares about.
Every job exists to move a number the business already tracks. Most people were never told which one. This is the prompt that fixes that.
I am applying for jobs as a [target job title]. I most recently worked as a [your job title] at [type of company] in the [industry] industry.
Before I write my resume, explain in plain language:
1. How does this kind of company make money, and what are its biggest costs and risks?
2. What are the five to eight numbers that leadership at this kind of company watches most closely?
3. Which of those numbers does my target role affect, even indirectly?
4. What are the standard ways success is measured for my target role? Give me the names of the metrics people in this field actually use.
Explain any industry terms you use. Don’t make anything up—if you aren’t sure about something, tell me that. Do not write any bullet points yet.
Keep this list. You’ll use it as a checklist when you write.
Step 3: Get details about your previous employers.
A reader likely doesn’t know anything about your previous job or employer, and you don’t want them guessing.
Roughly how big is [company name] in [city, state]? Give me staff count, number of locations, annual revenue, and what they make or sell. Don’t make anything up—if you aren’t sure of a figure, tell me that.
NOW WRITE IT YOURSELF (NO AI!)
Put the AI away for this part. Not because it isn’t capable; because it wasn’t there. Only you know what happened in that job.
Impact statements are not what you were assigned. They’re what changed because you did it. Include specific numbers whenever possible.
Step 1: Reflect on these questions to get you started.
Answer them on paper, in whatever words come out. Don’t write resume sentences yet.
1. What are you most proud of from this job?
1. How did your manager know you were doing a good job?
1. Did you ever fix a problem nobody asked you to fix?
1. What did people come to you for help with?
Step 2: Add the numbers.
Go back through your answers and ask yourself these four things. Use the metrics AI gave you in prompt 2 as a checklist.
1. How many? How much? (transactions, accounts, dollars, people)
1. Over what period? (per shift, per month, across how many years)
1. Compared to what? (what is typical, or what was it before you changed it)
1. Who noticed? (manager, customers, another department)
Don’t know the numbers? Check old performance reviews, emails, or ask a former colleague or manager. If your number is a rough estimate, say “approximately” to keep it honest.
Step 3: Turn each answer into one sentence.
What you did + how much or how many + what changed as a result
You have permission to write it badly first. “I trained the new people because I was the only one who really knew the register” is a perfectly good starting point. Later it becomes “Trained 6 new associates on register procedures and store systems; wrote the one-page opening checklist now used store-wide.”
NOW BRING AI BACK IN TO EDIT
Your impact statements exist in your own words. These three prompts find what’s missing and tighten how it reads. All three include the same important rule: AI is not allowed to add anything you didn’t write.
Step 1: Find where your numbers are missing.
This is the most useful thing AI can do for your resume. It won’t know your numbers, but it’s very good at spotting where one should be.
Here are my impact statements (the bullet points under each job on my resume): [paste them].
Go through them one at a time and tell me two things for each:
1. Does it include a number? If not, what kind of number would make it stronger (e.g. how many, how much, how often, how long, or a comparison to what is typical or what it was before)?
2. What is one specific question I could answer to come up with that number?
Do not add or guess any numbers, and do not rewrite my impact statements. Just show me the gaps and ask me the questions.
Then go find those numbers and add them yourself. Check old performance reviews, emails, or ask a former colleague or manager (someone usually still has the figure).
Step 2: Make it clearer and more concise.
Here are my impact statements (the bullet points under each job on my resume): [paste them].
Help me make each clear, professional, and concise. Specifically, find:
– Descriptive words that don’t prove anything: results-driven, passionate, dynamic, proven track record, detail-oriented, team player, etc.
– Weak or inflated verbs: anything starting with “responsible for,” or an oversized verb doing a small job like “spearheaded” for a routine task.
– Industry terms someone outside my field wouldn’t understand.
– Statements longer than about 25 words, or that cram two unrelated things into one sentence.
– Anything vague, repeated, or that trails off without finishing the thought.
Show me your version next to mine so I can choose. Do not add any facts, numbers, or achievements I didn’t write, and do not change what my impact statements say; only how they say it. If something is unclear to you, ask me about it instead of guessing.
Step 3: Check for accuracy.
Here is my resume: [paste your resume].
Check my facts against each other and list anything that doesn’t add up: dates, job titles, employer names, or numbers that contradict each other. Read my numbers in context (for example, if I claim 20 years’ experience, my earliest date has to match). Also flag any claim that sounds like my employer’s accomplishment rather than mine.
List the problems and explain each one. Don’t fix them for me and don’t rewrite anything.
One prompt you won’t find here.
There’s no prompt for tailoring your resume to a specific job posting. If you did the research at the start, your resume is already aimed at the roles you want. Rewriting it for every posting is a lot of work for very little return.
FIVE RULES
1. Research first, write second, edit third. AI helps with the first and the third. You do the second.
1. Never keep a number you can’t defend. Every claim should be something you can explain if someone asks two follow-up questions.
1. If you wouldn’t say it out loud, cut it. AI loves big, flowery language that sounds like AI, not you. Read your resume out loud and cut anything you wouldn’t actually say.
1. Always check for accuracy before you use information from AI. AI gets details wrong all the time.
1. Don’t paste personal details. No date of birth, Social Security number, home address, or anything you wouldn’t want stored somewhere you can’t see.
