USE Al TO BUILD YOUR

RESUME BULLET POINTS

Why use Al to Write Resume bullets?

Once you know the role you're targeting, Al can translate your experience
into language employers recognize. This helps you to:

« Lead with strong, role-specific action verbs
Surface and highlight your most relevant skills
Quantify and communicate your impact

Align your experience with the job description

Al works best as a brainstorming partner, not as a ghostwriter. Use it to
organize your thoughts, lead with relevant skills, and sharpen rough ideas
into strong resume content that accurately reflects your real experience.

Step 1: Use the WHO Method (What/How/Outcome)

Strong bullets show what you did, how you did it, and the outcome. Start with a prompt
like:

“I’'m applying for a [job title]. Ask me questions about my real experience, then help
me write a resume bullet point using the WHO method. Start with a strong action
verb and align the wording to this job description. Do not invent anything or add
numbers | can’t verify.”

Step 2: Brain Dump Your Experience

You don’t need to sound polished to get started. Just describe what you actually did:

“l worked at the front desk in my residence hall. | answered questions, helped with
lockouts, handled concerns from residents, and stayed calm when students were
frustrated.”
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Step 3: Review the Al Draft

Al Output: “Resolved resident concerns and lockout issues using calm communication
and problem-solving skills to support a positive front desk experience.”

Before adding anything to your resume, ask: Is this true? Did Al exaggerate or invent

anything? Does it sound like me? Can | speak to this in an interview? Revise and re-prompt
until the output accurately reflects your experience.

Step 4: Make It Yours

Don’t copy-paste the Al output. Instead, read it, revise it, and put it in your own voice:
Your Version: “Responded to resident concerns and lockout situations with

professionalism and clear communication to help create a supportive front desk
environment.”
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Key Reminders

« Aim for 3 bullets per experience, each no longer than 2 lines
» Focus on skills and impact, not just tasks
« Write in your own voice

Al is a brainstorming tool, but your resume needs to ultimately reflect your
experience, judgement, and unique voice.
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	RECOMMENDED GUIDELINES FOR USING AI IN CAREER DEVELOPMENT: PAUSE
	The PAUSE Recommended Guidelines
	The PAUSE guidelines offer a clear, practical way to use AI responsibly in your career development. Before diving into AI, it helps to take a moment to pause. Literally! The PAUSE framework gives you five simple checks to keep your materials honest, polished, and true to you. They help you protect your privacy, ensure accuracy, and keep your materials authentic and aligned with employer expectations.
	Privacy: Avoid entering personally identifiable or confidential information into public AI tools
	Accuracy: Evaluate the truthfulness and relevance of AI outputs
	Unique Voice: Retain individual tone, style, and point of view
	Skills: Ensure application materials reflect acquired skills
	Expectations: Respect employer expectations regarding AI use in the application process
	More information on the Career Services Network website
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	RECOMMENDED GUIDELINES FOR USING AI IN CAREER DEVELOPMENT: PAUSE
	Why PAUSE Matters
	AI tools are now part of both the job search and the hiring process, which means thoughtful use is becoming a professional skill. Many employers are experimenting with AI, but expectations vary widely. PAUSE gives you a reliable foundation so you can navigate an uncertain landscape with confidence.

	How Employers View AI Use
	Most employers expect polished materials, but they also expect authenticity. Overreliance on AI can lead to generic language, inaccuracies, or claims you can’t back up. Ethical AI use shows employers you can leverage technology responsibly while still communicating your real skills and experiences.

	Common Pitfalls to Avoid
	• Letting AI overwrite your natural voice or tone  • Using outputs without confirming accuracy  • Adding skills you can’t explain in an interview  • Submitting content you haven’t thoroughly reviewed  • Treating AI results as final answers instead of starting points

	Your Accountability Check
	Anything you include in your materials should be something you can confidently talk about in an interview. If a bullet point, accomplishment, or phrasing doesn’t feel like something you’d naturally say, revise it until it matches your voice and experience. Remember: you are the candidate, not the AI.
	More information on the Career Services Network website
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	USING AI TO PREPARE FOR INTERVIEWS
	How to use AI  to Prepare Interview Responses
	AI works best as a thinking partner, not a scriptwriter. Use it to organize your experiences, identify strong examples, and structure clear stories that highlight your skills. The goal is not to memorize AI-generated answers, but to clarify your real experiences so you can speak confidently and naturally.

	Why use AI for Interview Preparation?
	Once you know the role you’re targeting, AI can help you identify experiences that demonstrate relevant skills, organize your answers using clear storytelling frameworks, connect your experiences to the job description, and practice explaining your impact and decision-making in a structured way.

	Step 1: Understand the STAR or PARK Method
	Strong interview answers clearly explain a situation and your impact.
	STAR Method  Situation – What was the context or challenge?  Task – What was your responsibility?  Action – What steps did you take?  Result – What was the outcome?  Learning – What did you learn from the experience?
	PARK Method  Problem – What issue needed to be solved?  Action – What did you do?  Result – What happened because of your actions?  Knowledge – What did you gain from that experience?

	Step 2: Start With a Real Example
	You don’t need to sound polished. Simply describe what happened to AI.
	Example:  “During a group project, one team member wasn’t contributing, so I helped coordinate communication, reassigned tasks, and kept the team on track to complete the project on time.”

	Step 3: Review the AI Draft
	AI can help organize your story into STARL or PARK format. Before using it, ask:
	Is this accurate? Did AI exaggerate anything? Can I confidently explain this example in an interview?
	Revise until the story reflects your real experience.

	Step 4: Practice in Your Own Words
	Don’t memorize the AI version. Read it, simplify it, and practice explaining the story naturally. Focus on your actions, decisions, and the result.
	More information on the Career Services Network website
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	USING AI TO PREPARE FOR INTERVIEWS
	How to Use AI to Prepare Your Elevator Pitch
	Prepare a 30–60 second summary that introduces your background, highlights one or two relevant experiences, and explains why you are interested in the role or organization. AI can help organize your thoughts or suggest structure, but revise the output so it accurately reflects your experience and sounds natural when spoken.

	AI Preparation for "Do you have any questions for us?”
	Interviews often end with this question. Prepare 2–3 thoughtful questions that show curiosity and preparation, such as asking about team priorities, what success looks like in the first few months, or opportunities for growth. AI can help brainstorm questions based on the job description, but choose ones that reflect what you genuinely want to learn.

	Key Reminders
	Prepare 5–8 stories you can use for different questions
	Keep answers about 1–2 minutes
	Focus on your actions and impact
	AI can help structure your thinking, but your interview answers should reflect your real experiences and voice.
	More information on the Career Services Network website
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	Step 3: Demonstrating Genuine Interest (E)

	USE AI TO BUILD YOUR RESUME BULLET POINTS
	Why use AI to Write Resume bullets?
	Step 1: Use the WHO Method (What/How/Outcome)
	“I’m applying for a [job title]. Ask me questions about my real experience, then help me write a resume bullet point using the WHO method. Start with a strong action verb and align the wording to this job description. Do not invent anything or add numbers I can’t verify.”

	Step 2: Brain Dump Your Experience
	“I worked at the front desk in my residence hall. I answered questions, helped with lockouts, handled concerns from residents, and stayed calm when students were frustrated.”
	More information on the Career Services Network website
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	USE AI TO BUILD YOUR RESUME BULLET POINTS
	Step 3: Review the AI Draft
	AI Output: “Resolved resident concerns and lockout issues using calm communication and problem-solving skills to support a positive front desk experience.”

	Step 4: Make It Yours
	Your Version: “Responded to resident concerns and lockout situations with professionalism and clear communication to help create a supportive front desk environment.”

	Key Reminders
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	USING AI STRATEGICALLY
	Using AI as a Partner
	AI can be extremely helpful for developing career materials and skills. It’s important to understand its limitations and how to use it effectively. This guide will help make AI a partner rather than just a tool.

	Three Pillars of Context for AI
	AI isn’t a mind reader. It needs basic info before it can begin working with you. The more detailed the ask, the better the output.
	Persona- Introduce yourself and your role/goal (current role, class standing, etc.)
	Target- Provide the specifics of what you’re trying to do (specific position description, information you’re trying to gain, etc.)
	Relevant Details- Provide your past experiences to provide context and avoid the AI making assumptions to fill gaps (past positions, skills, etc.)

	Building Strong Requests
	Iteration is a major part of a strong request. Asking for a finished product leaves lots of room for AI to make up content. If something is missing, don’t start over, tell it what’s missing, and ask for revision.
	This template can guide requests to ensure helpful context for the AI you’re working with to make it a thought partner:
	I am a [Year/Major] student applying for a [Job Title] at [Company Name]. You are an [Expert Recruiter/Industry Mentor]. Based on this [Job Description/Resume], please [Specific Task: e.g., draft 3 interview questions]. Please keep your tone [Professional/Bold/Friendly] and focus on [Specific Goal: e.g., highlighting my leadership skills].
	More information on the Career Services Network website
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	USING AI STRATEGICALLY
	Considering Your Platform
	AI platforms have different specialties and can be useful for different needs.
	Claude: Stronger for writing/nuance, can be helpful for cover letters and email reviews.
	ChatGPT: Great brainstorming tool, helpful for identifying possible interview questions.
	Gemini: Useful for research and real-time info such as looking into companies of interest.
	Copilot: Helpful with integration and formatting resumes in Word.

	Pro-Tips for Partnering with AI
	With so many options, it’s easy to overlook some helpful supports AI can offer. Try these prompts:
	AI Hallucination Check: Tell AI “Before you provide me feedback, ask three clarifying questions about my background to ensure accuracy.” This forces AI to gather missing data first.
	Temperature and Tone of Feedback: Specify if you’d like AI to be brutally honest or use more encouraging coaching, that may soften feedback.
	Chain of Thought: For complex tasks that have multiple steps, specify if you’d like AI to take it step-by-step or provide a summary before.
	Don’t Copy and Paste: Even with strong prompting, employers can recognize AI language, use content as a draft and create your own final product.
	Memory: Most AI platforms don’t remember previous conversations automatically. You may need to reestablish context using the Persona, Target, and Your Info again.
	Reminder: Never input sensitive information like your Social Security Number, home address, or phone number. Use placeholders like [Phone Number] or [Address] instead.
	More information on the Career Services Network website
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