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Introduction
Recruiting top talent is more competitive than ever before. With remote
work on the rise and career paths becoming less linear, candidates have
endless options. To attract and engage skilled professionals for open roles,
recruitment strategies must evolve.

This guide will equip you to take a cutting-edge, AI-powered approach to
sourcing, hiring, and retaining tomorrow's workforce. With the help of large
language models like ChatGPT, recruiters can work smarter, faster, and more
ef�ciently.

Why ChatGPT?
ChatGPT is an arti�cial intelligence system created by Anthropic to be
helpful, harmless, and honest. It can generate human-like content on
demand across disciplines by learning from vast datasets.

For recruiting, ChatGPT allows you to:

 Craft personalized and inclusive messaging to candidates at scale
 Automate repetitive administrative tasks to focus on higher-value work
 Access data-driven insights about market conditions and trends
 Receive instant feedback to sharpen job descriptions, interview
questions, and more
 Build robust training programs, onboarding processes, and employer
brand assets

How to Use This Guide
This hands-on guide is structured into prompts for ChatGPT and examples of
the AI's responsive output. You'll gain practical content to copy, customize,
and implement across the candidate journey.

https://docs.google.com/document/d/1QFRe_BS3D4razvNdo-mFduekz4rvC4br4Jp6vQLtmiM/edit?usp=sharing
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 Tweak examples to �t your company's employer brand voice and tone
 Spark new ideas by asking ChatGPT follow-up questions
 Monitor for bias, fact-check details, and edit as needed
 Integrate AI-generated content with human creativity and oversight

 Copy prompts into ChatGPT for your own tailored responses

Let's begin revolutionizing your recruiting game with AI!

Job Descriptions & Postings
 Craft a comprehensive job description for a Sales Manager at a SaaS
company, focusing on key responsibilities, must-have quali�cations,
and desirable skills.
 Suggest gender-neutral and inclusive terminology for a software
engineer job description to attract a diverse talent pool.
 Break down the daily grind of a Recruiting Coordinator at a mid-size law
�rm into digestible tasks and responsibilities.
 Compose a magnetic job posting for an Account Executive at a digital
marketing agency, complete with a snappy overview, key
responsibilities, essential requirements, and irresistible perks.
 List 3-5 buzzworthy keywords to sprinkle into a Data Analyst job
description that'll make the right candidates swipe right.

Follow these tips to maximize value:

https://docs.google.com/document/d/1QFRe_BS3D4razvNdo-mFduekz4rvC4br4Jp6vQLtmiM/edit?usp=sharing
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 Compose an engaging cold email to introduce myself and make a
compelling pitch for an Account Manager role to a LinkedIn prospect.
Make sure it's a scroll-stopper within the �rst two sentences.
 Provide Boolean search strings tailored for LinkedIn to zero in on
candidates boasting 5+ years in digital marketing and residing in the
Atlanta area.
 Draft a concise yet compassionate email to notify a candidate they
won't be moving forward in the hiring process for an open position.
 Assist in crafting a tactful response to a candidate inquiring about
remote work options for a role that's strictly on-site.
 Create a follow-up email to re-engage a passive candidate I chatted
with last week about an open Product Manager role, emphasizing our
continued interest in their skill set.

Interview Preparation
 Curate a set of 5 probing interview questions aimed at gauging the
leadership prowess of a Sales Manager candidate.
 Equip me with 5 potential questions I might face in a panel interview
for a Director of Marketing role, along with savvy response strategies for
each.
 Summarize a candidate's background and quali�cations in a quick-read
paragraph that I can glance over before a phone screening.
 Generate a list of 5 behavioral interview questions designed to put a
Customer Support Representative candidate's interpersonal skills
under the microscope.
 Suggest a challenging technical question to throw at a backend
developer candidate during an interview, aimed at evaluating their
coding chops.

Candidate Outreach & Communication

https://docs.google.com/document/d/1QFRe_BS3D4razvNdo-mFduekz4rvC4br4Jp6vQLtmiM/edit?usp=sharing
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 Based on the latest market data, what's the competitive salary range for
a Senior Accountant role in Chicago, IL?
 Identify industries and companies ripe for targeting when �lling open
Recruiter positions, considering current hiring trends and market
outlook.
 Curate a list of 10-15 magnetic keywords to pepper into job postings,
outreach efforts, and ads aimed at luring in top-notch Project Manager
candidates.
 Decode the hiring landscape for social media managers in San
Francisco, highlighting any challenges or golden opportunities I should
have on my radar.
 Pinpoint 2-3 key data sources or metrics to scrutinize for assessing the
competitiveness of our compensation packages.

Inclusivity & Diversity
 Offer 3-5 actionable tips to make our job postings' language more
inclusive, thereby attracting a diverse set of candidates.
 Craft a succinct yet impactful paragraph to include in job descriptions
that spotlights our company's rock-solid commitment to diversity,
equity, and inclusion.
 Suggest 2-3 bene�ts or policies that would make our employer brand
irresistibly attractive to underrepresented groups in the tech scene.
 Brainstorm ideas for diversity partnerships, events, or outreach
programs that are a must-consider for a startup on the fast track to
growth.
 Share 3 concrete strategies to minimize bias and maximize diversity in
our hiring practices.

Data & Market Research
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 Design a 5-criteria rubric for a systematic evaluation of resumes for an
open Product Manager position.
 Break down the strengths and weaknesses of 3 �nal candidates vying
for a Director of Engineering role to assist in the decision-making
process.
 Craft a snapshot resume summary statement that serves as a quick,
high-level assessment of a candidate's background and skills.
 Identify 5 red �ags to be on the lookout for when sifting through
resumes for a Customer Support Representative role.
 Develop a scorecard featuring 5-10 criteria for rating candidates post-
phone screening, specifying the factors that should be under the
microscope.

Advanced Candidate Outreach
 Compose an enthusiasm-packed follow-up email for a Sales Associate
candidate advancing to the �nal interview stage.
 Generate a set of 5 reusable templated responses to common
questions candidates ask about our hiring process and timeline.
 Design an automated email sequence to keep candidates who didn't
make the cut this time engaged for future opportunities.
 Provide the right words for a gentle nudge to a strong candidate who's
gone radio silent post-initial interviews for a Product Designer role.
 Create a customizable outreach message aimed at rekindling the
interest of applicants who were in the mix 6+ months ago for new
openings.

Candidate Assessment & Screening

https://docs.google.com/document/d/1QFRe_BS3D4razvNdo-mFduekz4rvC4br4Jp6vQLtmiM/edit?usp=sharing
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 Craft a warm welcome email that outlines essential onboarding
activities and resources, setting the tone for a new hire's �rst day.
 Create an outline for a dynamic training presentation that introduces
our company culture and values, making sure it's engaging from start
to �nish.
 List 3-5 must-have tips or resources to arm new engineering managers
with during their onboarding, ensuring they hit the ground running.
 Concoct 2-3 interactive activities or icebreakers designed to break the
ice and energize a group during an onboarding session.
 Brainstorm a handful of fun and informal team bonding events to
sprinkle throughout a new hire's �rst month, fostering connections
with coworkers.

Employer Branding
 Pen an authentic employee testimonial that shines a spotlight on our
supportive and innovative work culture for our careers page.
 Craft 2-3 eye-catching social media posts that �aunt our company
perks and values, designed to make tech candidates hit that "follow"
button.
 Identify 3 jaw-dropping stats or facts about our company's growth and
mission to feature in our employer branding materials.
 Develop an outline for a compelling slide deck that presents our
employer value proposition and culture, aimed at wooing campus
recruits.
 Brainstorm a list of fun, branded swag or gifts that'll make candidates
feel like they've won the job lottery when they get our offer letter.

Onboarding & Training
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 Pinpoint 2-3 key recruiting metrics or KPIs that will give us a 360-
degree view of our hiring process's ef�ciency and success.
 Analyze last quarter's hiring data and distill it into a concise executive
presentation, highlighting key takeaways and actionable insights.
 Recommend 3 types of talent acquisition data to regularly review,
aimed at uncovering golden opportunities for improvement.
 Sketch out a dashboard featuring 5-7 charts or graphs for quick-glance
monitoring of crucial recruiting performance indicators. Specify which
metrics are must-haves.
 Generate a set of survey questions to gauge new hires' onboarding
experiences after 3 months, aimed at identifying any gaps or areas for
improvement.

Networking & Relationship Building
 Craft a compelling outreach message to university alumni, spotlighting
new career opportunities and aiming to �ll that talent pipeline.
 Share 3-5 best practices for making a splash and authentically
representing our employer brand at an upcoming virtual career fair.
 Whip up some engaging talking points for breaking the ice and
making memorable connections at an industry networking happy hour.
 Compose an email to a niche professional association or af�nity group,
inquiring about a potential partnership for an upcoming recruiting
event or webinar.
 Design a spreadsheet to meticulously track employee referrals and our
relationships with key educational institutions and organizations.
Specify what data points are non-negotiables.

Data-Driven Decision Making
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 Compose a heartfelt apology letter to candidates impacted by a data
breach, ensuring it addresses their concerns and outlines remedial
steps.
 Arm me with emergency talking points for those "gotcha" moments
when the media corners me about a controversial hiring decision or
workplace issue.
 Craft language to transparently address rumors of mass layoffs or of�ce
closures, both for internal teams and external candidates.
 Draft an email that acknowledges and apologizes for a candidate's
discriminatory or biased interview experience, offering concrete steps
to make it right.
 List 3-5 immediate actions to take if we're trending on social media for
all the wrong reasons, speci�cally related to culture or work
environment.

Conclusion
The recruiting landscape continues to rapidly evolve. With this guide, you
now have a strategic advantage to start leveraging arti�cial intelligence as
your talent acquisition partner.

ChatGPT has provided actionable prompts and examples to help you
optimize everything from sourcing passive candidates to assessing
applicants, preparing for interviews, strengthening your employer brand,
networking and referrals, and beyond.

While AI cannot replace human creativity and emotional intelligence, it can
help you work faster and smarter. The key is combining ChatGPT's instant,
data-driven responses with your own recruitment expertise, knowledge of
company culture, and interpersonal skills.

Crisis Management & Damage Control
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 Carefully review all material for accuracy and bias before use
 Customize messaging to re�ect your authentic employer brand voice
 Continuously expand your prompts to solve new recruiting challenges
 Monitor AI progress to catch errors and improve results

With practice, you'll become pro�cient at using ChatGPT as a recruitment
assistant for daily ef�ciency gains. But never lose sight of the human touch
in hiring.

Candidates want to feel truly understood, valued, and inspired. Blend the
best of AI and human collaboration to build teams that drive impact - and
keep your competitive edge.

I'm excited to see all the innovative ways you'll unleash ChatGPT to attract
tomorrow's top talent. Here's to the future of recruiting!

As you implement these AI-generated tips and content, remember to:
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