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BENTLEY UNIVERSITY ALUMNI CAREER DEVELOPMENT 
How to Use Artificial Intelligence Strategically to Advance Your Career 

 

Today’s job market moves faster than ever. Artificial Intelligence (AI) is no longer optional—
it is becoming a core professional advantage. The most effective job seekers are using AI to 
clarify career direction, strengthen applications, prepare for interviews, expand networks, 
and organize their search strategically. 
 
This guide provides a practical framework and curated tools to help alumni use AI 
thoughtfully, ethically, and effectively throughout the job search process. 

 
1. Career Exploration & Career Pivoting 
AI can help you identify new career directions, clarify transferable skills, and explore 
industries you may not have previously considered. 
 
How AI Helps 

• Identifies career paths aligned with your background  
• Translates skills across industries  
• Highlights emerging roles and trends  
• Clarifies strengths and gaps  

 
Best AI Tools for Career Exploration 
ChatGPT by OpenAI 
Best For: Career brainstorming, skill translation, career pivots 
Paste your resume and ask: 

• “What careers align with my background?”  
• “What are my transferable skills?”  
• “What industries value this experience?”  

 
CareerExplorer 
Best For: Career assessments and matching 
Uses AI-driven assessments to identify career options based on interests, strengths, and 
personality traits. 
 
O*NET Online 
Best For: Understanding job titles and skill requirements 
Sponsored by the U.S. Department of Labor, O*NET provides detailed information on 
thousands of careers. 
 
PRO-TIP Use AI to expand your thinking, then validate insights through alumni networking.  

https://chat.openai.com/?utm_source=chatgpt.com
https://www.careerexplorer.com/?utm_source=chatgpt.com
https://www.onetonline.org/?utm_source=chatgpt.com


JMP 6/10/26, P. 2 

 

2. Researching Companies & Job Titles 
AI can speed up your research, increase your knowledge and help you sound informed. 
 
How AI Helps 

• Summarizes company mission, culture, and strategy 
• Analyzes job descriptions  
• Identifies key skills employers seek  
• Compares industries and roles  

 
Best AI Tools for Research 
LinkedIn 
Best For: Company research, alumni networking, career paths 
Review: 

• Hiring trends, job descriptions, and company insights  
 
Glassdoor 
Best For: Company culture, salaries, and interview insights 
Useful for: 

• Employee reviews  
• Interview experiences  
• Leadership ratings  

 
Crunchbase 
Best For: Startup and growth-company research 
Provides: 

• Funding history  
• Leadership teams  
• Growth trajectory  
• Competitive landscape  

 
Perplexity AI 
Best For: Fast research summaries with cited sources 
Excellent for: 

• Industry research     
• Competitive analysis  
• Market trends  
• Executive summaries  

 
Example Prompts 
“Summarize the culture and strategy of [company]” 
“What skills are most important for a [job title]” 
 
PRO TIP: Cross check AI summaries with real sources like company websites and alumni 
insights. 

https://www.linkedin.com/?utm_source=chatgpt.com
https://www.glassdoor.com/?utm_source=chatgpt.com
https://www.crunchbase.com/?utm_source=chatgpt.com
https://www.perplexity.ai/?utm_source=chatgpt.com
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3. Resume Optimization 
AI can improve resume quality when used strategically. 
 
How AI Helps with Resumes 

• Rewrites bullets with stronger impact  
• Tailors resumes and cover letters to job descriptions  
• Identifies missing keywords  
• Improves formatting and clarity  

 
Best AI Resume Tools 
Teal 
Best For: Resume tailoring and job tracking 
Features: 

• Resume keyword matching  
• Job application tracker  
• AI-generated suggestions  
• Multiple resume versions  

 
Jobscan 
Best For: ATS optimization 
Compares your resume against job descriptions and identifies missing keywords. 
 
ChatGPT by OpenAI 
Best For: Rewriting and tailoring resume content 
Example prompts: 

• “Rewrite these bullets to emphasize measurable impact.”  
• “Tailor my resume for this role.”  

 
Grammarly 
Best For: Grammar, tone, and clarity. Improves professionalism and readability. 

 
4. Cover Letters 
AI can help you move beyond generic templates to create tailored, compelling narratives.  

• Generates tailored first drafts quickly 
• Aligns messaging with company values and highlights relevant experience 
• Improves structure and tone  

 
Best AI Cover Letter Tools 
ChatGPT by OpenAI 
Best For: Personalized cover letter drafting 
Provide: Resume, job description, key accomplishments, and why you’re interested  
 
PRO TIP: Personalize every letter – AI helps with structure, but your motivation and voice 
should come through clearly.  

https://www.tealhq.com/?utm_source=chatgpt.com
https://www.jobscan.co/?utm_source=chatgpt.com
https://chat.openai.com/?utm_source=chatgpt.com
https://www.grammarly.com/?utm_source=chatgpt.com
https://chat.openai.com/?utm_source=chatgpt.com
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5. Interview Preparation 
AI interview preparation tools can significantly improve confidence, communication, and 
delivery. Simulated interviews can help you refine both your content and delivery.  
 
How AI Helps 

• Evaluates answers  
• Improves storytelling  
• Analyzes speaking habits  

 
Best AI Interview Tools 
Yoodli 
Best For: Communication coaching. One of the most powerful tools available for 
improving interview delivery. 
Analyzes: 

• Filler words  
• Speaking pace  
• Eye contact  
• Confidence and clarity  

 
Big Interview 
Best For: Structured interview practice 
Offers: 

• Mock interviews  
• Industry-specific questions  
• AI feedback  
• Behavioral interview preparation  

 
Interview Warmup by Google 
Best For: Free practice interviews 
Allows candidates to practice responses and receive AI-generated feedback. 
 
ChatGPT by OpenAI 
Best For: Question generation and answer refinement 
Example prompts: 

• “Ask me behavioral interview questions.”  
• “Improve this STAR response.”  
• “Generate the top 10 questions I might be asked in an interview for [ job X ] and 

provide sample answers.”  
 
PRO TIP: Practice out loud. Tools like Yoodli are especially valuable for improving delivery – 
not just content.  
 
 

https://bentley.biginterview.com/
https://grow.google/certificates/interview-warmup/?utm_source=chatgpt.com
https://chat.openai.com/?utm_source=chatgpt.com
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6. Networking & Relationship Building 
Networking remains one of the most effective ways to discover opportunities. 
How AI Helps 

• Drafts outreach messages. Personalizes communication  
• Prepares informational interview questions  
• Improves LinkedIn profiles  

 
Best Networking Tools 
LinkedIn 
Best For: Alumni networking and professional visibility. Use LinkedIn to build your brand 
and find alumni, follow companies, and engage with industry content.  
 
Hunter.io 
Best For: Finding company email addresses – more effective than messaging on LinkedIn.  
Useful for targeted outreach and networking. 
 
Crystal Knows 
Best For: Communication style insights 
Provides personality-based communication recommendations. 
 
PRO TIP: Keep outreach concise, authentic, and relationship focused.  

 
7. LinkedIn & Personal Branding 
Recruiters increasingly search for candidates online before interviews. 
 
How AI Helps 

• Optimizes headlines and summaries  
• Suggests stronger wording  
• Improves keyword visibility  

 
Best Branding Tools 
LinkedIn 
Best For: Professional brand visibility 
Optimize: 

• Headline, about section, skills, and accomplishments  
 
Canva 
Best For: Professional visual branding 
Create: 

• Portfolio and presentation materials  
• Personal branding graphics  

 
 
 

https://www.linkedin.com/?utm_source=chatgpt.com
https://hunter.io/?utm_source=chatgpt.com
https://www.crystalknows.com/?utm_source=chatgpt.com
https://www.linkedin.com/?utm_source=chatgpt.com
https://www.canva.com/?utm_source=chatgpt.com
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8. Job Search Strategy & Organization 
AI can help you stay focused, consistent, and organized throughout your search.  
 
How AI Helps 

• Creates structured search plans  
• Tracks applications  
• Organizes networking  
• Prioritizes opportunities  

 
Best Organizational Tools 
Notion 
Best For: All-in-one job search management 
Track: 

• Applications  
• Networking contacts  
• Interview prep  
• Follow-ups  

 
Trello 
Best For: Visual workflow tracking 
Excellent for managing: 

• Applications  
• Interview stages  
• Networking outreach  

 
Teal 
Best For: Integrated job search tracking 
Combines resume management with application organization. 
Best For: Professional visual branding 
Create: 

• Portfolio materials  
• Personal branding graphics  
• Presentation materials  

 
PRO TIP: Consistency beats intensity – use tools to build a repeatable weekly routine.  
  

https://www.notion.so/?utm_source=chatgpt.com
https://trello.com/?utm_source=chatgpt.com
https://www.tealhq.com/?utm_source=chatgpt.com
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9. Ethical & Strategic Use of AI 
AI is most effective when it supports—not replaces—your judgment and voice. 
 
Best Practices 
DO 

• Use AI to brainstorm and refine  
• Verify all information  
• Personalize all content  
• Maintain authenticity  

 
DON’T 

• Fabricate experience  
• Over-automate networking  
• Depend entirely on AI-generated writing  
• Submit unedited AI content  

 
 
10. The Most Effective AI Prompt Formula 
The quality of AI output depends heavily on the quality of your prompts. 
 
Strong Prompt Structure 
Provide: Context, Goal, Audience, Tone, Constraints  

 
Example 
“Act as an executive career coach. Rewrite these resume bullets for a senior marketing 
leadership role emphasizing measurable business impact.” 

 
 
Final Takeaways 
 
AI is not a shortcut to meaningful work—but it is a powerful accelerator. 
The most successful job seekers use AI as a partner - not a replacement - for researching, 
writing, and interviewing.  
 
Use AI to: 

• Clarify direction  
• Move faster strategically  
• Communicate more effectively  
• Prepare more confidently  
• Build stronger professional relationships  

 
The future of career management will belong to professionals who combine: 
Human judgment + AI capability + authentic relationship-building. 
That combination is extraordinarily powerful. 


