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H O W  T O  U S E  T H I S  E D I T I O N

This is an operating system, not a slide deck.
The original 42-page packet was a table of contents. This file is the work: examples, scripts, before/after

rewrites, and worksheets. Fill them. The live workbook in the companion app stores the same fields on

your device.

01 Read before you spray

Chapters 01–04 and the Target Role Card come first. Forty-eight hours without mass applications is not lost time. It is

the system.

02 Write from evidence

Build the evidence bank, then the master resume, then tailored versions. AI is an editor sitting on top of facts you

already own.

03 Practice before the invite

STAR stories, the 60-second frame, recorded-interview setup, and questions you will actually ask. Waiting until the

calendar hold is too late.

04 Diagnose the funnel

Log every application. If screens never come, the leak is targeting or the resume. If interviews die, the leak is stories. Fix

one variable.

05 Convert the yes

Whole-offer math, a negotiation case, a first-90-days money plan. A job is income, capital, career revenue, and status —

not just a title.

Core principle: stronger signal beats higher application volume. Your advantage is not tricking technology. It is clearer evidence of fit — where

software can find it and a human can believe it.
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P A R T  0 1

The new hiring game
The market got louder. Software got cheaper. The candidate who wins sends a clearer, more

defensible signal.

01 The hiring game changed. Your strategy has to change with it.
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G E T  H I R E D  I N  T H E  A I  E R A  ·  C H .  0 1

C H A P T E R  0 1  ·  P A R T  0 1  ·  T H E  N E W  H I R I N G  G A M E

The hiring game changed. Your
strategy has to change with it.
AI made it cheaper to apply. Employers made it cheaper to screen. The candidate who wins is the one

who sends a clearer, more defensible signal—not the one who sprays 400 identical resumes.

In 2026, two forces collided. Candidates can research a company, draft a resume, and generate a cover letter

in minutes. Employers can collect thousands of applications, rank them with applicant tracking systems, run

timed assessments, and screen video answers before a human ever speaks to you. That is not a conspiracy. It

is infrastructure.

The old advice was volume: apply to everything, hope something sticks. That advice now works against you. When

everyone can produce a polished application, a polished-but-empty application is invisible. Recruiters and hiring

managers are not looking for the most keywords. They are looking for a reason to believe you can do this job, in this

environment, with this team, without creating risk.

What actually changed

Layer What it does What it does not do

ATS Collects, stores, routes, and searches applications. Parses

contact info, work history, and skills into fields a recruiter

can filter.

It is not a single secret score that every company

uses the same way. Workday is not Greenhouse.

Greenhouse is not Taleo.

AI screening Some employers use AI to summarize resumes, flag missing

requirements, score structured interviews, or generate

recruiter notes.

It does not replace the human who owns the hire,

the budget, and the team risk. Humans still decide

value.

Assessments Skills tests, work samples, personality inventories, coding

screens, and recorded video prompts standardize early

evaluation.

They are not all ‘AI interviews.’ Many are old tools

with a new vendor name.

Human

rounds

Recruiter screen, hiring manager, panel, and references still

test judgment, communication, and whether people want to

work with you.

They will not ignore a resume that cannot be parsed

or a story you cannot defend.

The four truths this system is built onGET HIRED IN THE AI ERA  ·  PERSONAL FILE COPY 6



C O R E  P R I N C I P L E

Your advantage is not tricking technology. It is creating stronger, clearer evidence of fit—then putting that

evidence where software can find it and a human can believe it.

What ‘getting hired’ actually buys you

A job is not just a title. It is a cash-flow event, a skills laboratory, and a status marker. If you treat the search as

‘please pick me,’ you will under-negotiate and under-position. If you treat it as a professional transaction, you can

convert an offer into four assets:

This field manual is designed so that if you actually complete the worksheets, tailor the applications, practice the

stories, and run the offer math, you leave with more than a PDF resume. You leave with a system that compounds.

W H A T  T H I S  W I L L  N O T  D O

No resume, ATS tactic, AI prompt, or interview script can guarantee employment, a salary number, or a

promotion. Markets, budgets, internal candidates, and timing are real. Measure what you can control:

targeting, evidence, conversations, and preparation.

D O  T H I S  B E F O R E  Y O U  A P P LY  T O  A N Y T H I N G

Read chapters 02–04 and fill the Target Role Card in the Workbook.

Stop mass-applying for 48 hours. You are building the system first.

Save this product. You will reuse the same evidence bank for every later application.

ATS is infrastructure, not a puzzle to hack. Make your information readable and relevant. Do not hide it in

graphics, text boxes, or clever section titles.

AI increased application volume. Generic language is cheaper than ever, which makes specific proof more

valuable than ever.

Humans still decide value. Relevant experience, credible achievements, judgment, communication, and

interview evidence remain the strongest signals.

Stronger signal beats higher volume. Ten well-targeted, truthful applications outperform one hundred copy-

paste submissions.

Income — a reliable paycheck that covers your floor and funds the next move.

Capital — emergency savings, retirement match, paid-down debt, and the option to wait for a better

opportunity later.

Career revenue — skills, proof, and relationships that raise your next offer and can later support freelance,

promotion, or a business.

Status — a credible title, company, and body of work that makes the next conversation easier.
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P A R T  0 2

Position for income
Pick a lane, a compensation floor, and proof you can defend in a room — before you

spray applications.

02 Choose your target before you apply

03 Research compensation and build career capital
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04 Decode a job description like evidence, not like a wall of text
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G E T  H I R E D  I N  T H E  A I  E R A  ·  C H .  0 2

C H A P T E R  0 2  ·  P A R T  0 2  ·  P O S I T I O N  F O R  I N C O M E

Choose your target before you apply
A focused search lets your resume, profile, networking, and interview stories reinforce the same

professional direction. Scatter is expensive.

Most stalled searches are not a resume problem. They are a targeting problem. If you apply to project manager,

sales, data analyst, and warehouse supervisor in the same week, nothing in your materials can look intentional.

Recruiters notice. So does ATS filtering, because the language of those jobs barely overlaps.

Pick 1–3 role families, not 15 job titles

A role family is a cluster of titles that use the same skills, tools, and outcomes. ‘Customer success / account

coordinator / client support specialist’ is one family. ‘Customer success / software engineer / bookkeeper’ is

three careers.

If your strongest proof is… Realistic role families
Usually a stretch unless you

rebuild proof

Handling customers, tickets,

complaints, and follow-up

Customer support, customer success, operations

coordinator, office admin with client contact

Brand strategist, product manager,

data scientist

Inventory, scheduling, vendors,

SOPs, shift leadership

Operations, logistics coordinator, team lead,

implementation coordinator

Investment banking, UX research,

clinical roles without the license

Selling, quoting, pipeline, outreach,

closing

BDR/SDR, account executive (right level), retail-to-

inside-sales, partnership coordinator

Senior enterprise AE with no quota

history

Spreadsheets, reporting,

documentation, process cleanup

Operations analyst, billing specialist, program

assistant, junior analyst

Staff data scientist, CFO track

Define constraints like an adult

Constraints are not negativity. They prevent you from spending 12 hours on a role you would reject on day one.

Write them down before you fall in love with a posting.

Location and commute radius, or remote/hybrid rules you will actually keep.

Schedule: days, nights, weekends, on-call, travel percentage.

Employment type: W-2, contract, temp-to-hire. Contract can be a bridge; it is not the same as a salaried offer.
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Find recurring skills, not one-off buzzwords

Open 8–12 legitimate postings in your role family. Ignore the fluffy first paragraph. Highlight verbs, tools, and

outcomes that appear again and again. Those are the employer’s real shopping list.

R E C U R R I N G - S K I L L  E X T R A C T I O N  ( O P E R A T I O N S  C O O R D I N A T O R  F A M I LY )

After reading ten postings, these terms showed up in at least six: calendar and vendor coordination,

inventory or order tracking, Excel or Google Sheets, SOP documentation, cross-team communication,

customer or internal ticket follow-up, on-time delivery, and ‘ability to handle competing deadlines.’ Those

become your resume spine. ‘Agile thought leader who thrives in ambiguity’ showed up twice and is not a

skill you need to fake.

Build proof for every important skill

For each recurring skill, write one sentence of evidence you can defend in an interview. If you cannot, that skill does

not belong as a claim. It belongs on a learning list.

T A R G E T  R O L E  C A R D

Role family: ________________________________

Titles I will apply to: __________________________

Titles I will ignore this month: _________________

Compensation floor (total, not just base): _______

Location / schedule constraints: _________________

Recurring skills (8–12): _________________________

Strongest proof for each: ________________________

Gaps I will not fake: ____________________________

Proof I will build in 30 days (project, course, volunteer, freelance): ________

C O R R E C T I O N  F R O M  T H E  T H I N  V E R S I O N  O F  T H I S  G U I D E

The original one-line Target Role Card was a prompt, not a plan. A real targeting card includes a

compensation floor, a no-list of titles, and an honest gap list. Without those, you will keep applying to jobs

that cannot hire you or that you cannot accept.

D O  T H I S  N O W

Open the Workbook → Target Role and fill every field before Chapter 05.

Save 8 postings from real company career pages, not only job-board reposts.

Compensation floor: the number below which the job does not work for your bills. Not your dream number.

Your floor.

Work authorization and licensing you already have. Do not apply into a wall.

Non-negotiables: safety, physical demands, required credential, or a toxic red flag you have already lived.
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Circle the 10 skills that repeat. Attach one piece of proof to each.

GET HIRED IN THE AI ERA  ·  PERSONAL FILE COPY 12



G E T  H I R E D  I N  T H E  A I  E R A  ·  C H .  0 3

C H A P T E R  0 3  ·  P A R T  0 2  ·  P O S I T I O N  F O R  I N C O M E

Research compensation and build career capital
You cannot negotiate what you have not measured. Targeting a role without a pay range is how people

accept $8,000–$15,000 less than the market and then work twice as hard to catch up.

Income is not a vibe. It is a range produced by role, level, industry, location, company size, and your evidence. If you

skip compensation research, you will either apply below your floor or freeze when a recruiter asks ‘What are you

looking for?’ That pause costs money.

Build a market range, not a fantasy number

01 Collect 10 live postings that list a range. In many U.S. states and cities, pay transparency laws now require it.

Use those as primary data.

02 Cross-check with official wage data. The U.S. Bureau of Labor Statistics Occupational Employment and Wage

Statistics (OEWS) publishes medians and percentiles by occupation and metro. That is a floor-setting tool, not

a tech-offer oracle.

03 For corporate and tech-adjacent roles, look at levels.fyi, company filings, and reputable salary bands—then

discount anonymous outliers.

04 Ask two people who recently held the job what the band felt like. A human data point beats ten

Instagram screenshots.

05 Write three numbers: walk-away, target, stretch. Walk-away is bills plus a small buffer. Target is competitive

for your evidence. Stretch is what you will ask if the role is a level up or the company is high-paying.

W O R K E D  E X A M P L E  —  O P E R A T I O N S  C O O R D I N A T O R ,  M I D - S I Z E  U . S .  M E T R O ,  2 0 2 6

Posted ranges on eight jobs: $48,000–$62,000. BLS median for similar coordinators in that metro sits near

the low-to-mid 50s. Two alumni said $52k–$58k was common for 3–5 years of experience. Walk-away:

$50,000 total cash because rent and transport require it. Target: $56,000–$58,000. Stretch: $62,000 if the role

includes team lead scope or a hard-to-fill shift. You now have a sentence for recruiters: ‘For this scope in this

market I’m targeting the mid-to-high 50s, and I’m open based on total compensation and schedule.’

Total compensation is the real number

Base salary is the headline. The job’s economic value is base + bonus/commission realism + overtime rules +

employer retirement match + health premium difference + PTO + schedule + commute cost + stability. A $60,000 job

with a 4% 401(k) match, low health premiums, and no weekend requirement can beat a $66,000 job with expensive

insurance and rotating nights.
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Line item What to ask Why it is capital

Base Annualized, not hourly-only if they switch the frame Your income floor

Bonus / commission Target %, last year’s actual payout, quota history Do not count 100% of a ‘possible’ bonus

Retirement match Percent matched, vesting, eligibility date This is free capital. Capture it.

Health premiums Employee-only and family monthly cost A $200/month swing is $2,400/year

PTO / sick / holidays Days, blackout rules, waiting period Time is money and recovery

Schedule / commute Hours, parking, mileage, hybrid days Hidden tax on the paycheck

Stability Contract length, funding, team tenure A 9-month contract is not a $70k career

Career capital: the asset under the job

The highest-ROI searches do not only chase the largest number this month. They chase roles that produce proof

you can sell later. Career capital is any skill, credential, relationship, or portfolio piece that raises your next offer.

W H Y  A N  $ 8 , 0 0 0  R A I S E  I S  N O T  ‘J U S T  $ 8 , 0 0 0 ’

An $8,000 base increase, held for five years with ordinary 3% raises, is roughly $42,000–$45,000 of extra cash

before retirement match. If 4% of that extra base is matched in a 401(k), the capital effect is larger.

Negotiation is not awkward small talk. It is the highest hourly-rate work in this entire system.

D O  T H I S  N O W

Write walk-away / target / stretch in the Target Role card.

Save three postings that publish a range. Those are your comps.

Name one skill that, if proven in the next job, would raise the following offer.

Skills that show up in higher-paid postings: Excel models, CRM (Salesforce/HubSpot), SQL basics, project

tracking, licensed equipment, bilingual support, quota attainment.

Proof: a dashboard you built, a process you documented, a book of business, a before/after error rate, a team

you trained.

Platform: a recognizable employer, a regulated industry, a product used at scale. Status is not vanity. It is a

shortcut in the next recruiter’s brain.

Network: vendors, customers, and cross-functional partners who will take your call in 18 months.
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G E T  H I R E D  I N  T H E  A I  E R A  ·  C H .  0 4

C H A P T E R  0 4  ·  P A R T  0 2  ·  P O S I T I O N  F O R  I N C O M E

Decode a job description like
evidence, not like a wall of text
Postings are shopping lists written by committees. Your job is to separate must-haves from wishes, then

map your proof to the must-haves.

A job description is not a contract and it is not scripture. It is a signal of what the employer thinks they need, mixed

with leftover language from the last posting, mixed with HR compliance phrases. Read it as evidence of priorities.

Four layers in every posting

The must-have vs. flexible test

Usually a real gate Often flexible if proof is strong

Required license, security clearance, or certification named as

mandatory

Degree when equivalent experience is listed

Specific ERP/EHR/CRM the team lives in, if they say ‘daily’ A second tool in the same category (HubSpot vs. Salesforce at

coordinator level)

Shift, location, travel, lifting, on-site days ‘5–7 years’ when you have 4 years of the same outcomes

Language fluency if the customer base requires it Industry experience when the process skills transfer

Legal work authorization for that country Every bullet in a 22-bullet wish list

Responsibilities — the work. Highlight action verbs: coordinate, analyze, sell, manage, build, support, lead,

resolve, implement, forecast, document.

Requirements — the gates. Separate true must-haves (license, work authorization, specific software used

daily, years in a regulated setting) from preferences (bachelor’s degree when the work is skill-based, ‘nice to

have’ tools).

Repeated language — if ‘stakeholder,’ ‘queue,’ ‘quota,’ ‘HIPAA,’ or ‘month-end close’ appears three times, it is not

filler. Mirror it only when it is true.

Questions — capture unclear scope, metrics, team size, schedule, tools, and whether this role is new or backfill.

Those become interview questions and networking questions.
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N E V E R  A D D  A  S K I L L  O R  C R E D E N T I A L  S I M P LY  B E C A U S E  T H E  P O S T I N G  C O N T A I N S

T H E  K E Y W O R D

ATS keyword stuffing is a 2014 myth that now creates interview landmines. If you cannot explain the tool,

the process, or the result, it does not go on the resume. Employers have become better at catching generic AI

resumes. Truth is a strategy, not a moral extra.

A 12-minute decode ritual

01 Copy the posting into a plain document. Job links die.

02 Highlight 8–15 meaningful terms: title, skills, tools, credentials, domain words, outcomes.

03 Mark each Yes / Related / No against your real history.

04 If fewer than half the core responsibilities are Yes or honest Related, skip the role. That is qualification,

not fear.

05 Write three bullets you would need to move or rewrite on your resume before applying.

06 Write two questions the posting did not answer.

D E C O D E  S N I P P E T  —  ‘ C U S T O M E R  S U C C E S S  C O O R D I N A T O R ’

Posting repeats: onboarding, Zendesk or similar, QBR prep, churn risk flags, Salesforce hygiene, 40–60

accounts. Must-haves: CRM, written customer communication, ability to run a book of existing accounts (not

hunt new logos). Flexible: ‘SaaS experience’ if you have onboarding in another subscription or account-

based environment. No: ‘build the CS strategy from scratch’ — that is a manager role hiding in a coordinator

title. Decision: apply if you have ticket + account coordination proof; do not apply if your only history is one-

off retail transactions with no follow-up.

D O  T H I S  N O W

Decode one live posting with the Yes / Related / No method in the Keyword Sheet.

If the role is a No on a true gate, archive it. Do not ‘just apply anyway.’
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P A R T  0 3

Search like an operator
Read postings as evidence. Build a funnel you can diagnose. Ignore the fake jobs.

05 Build a quality-first job funnel

06 Where real jobs are—and how to recognize the fake ones

20 Use your funnel to diagnose problems
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G E T  H I R E D  I N  T H E  A I  E R A  ·  C H .  0 5

C H A P T E R  0 5  ·  P A R T  0 3  ·  S E A R C H  L I K E  A N  O P E R A T O R

Build a quality-first job funnel
A search is a pipeline, not a mood. Discover, verify, qualify, tailor, apply, follow up, interview, decide.

Anything else is scrolling.

Endless scrolling feels like work and produces no evidence. Operators run a funnel with stages, capacity limits, and

a weekly review. You will not apply to 40 jobs a day. You will run 8–15 serious applications a week once the system is

built—or fewer if you are interviewing.

The pipeline

01 Discover — reputable job boards, official career pages, associations, alumni, professional groups,

and referrals.

02 Verify — confirm the employer and the role independently. Lookalike domains and ‘we hired you, ship this

laptop, buy gift cards’ are still common.

03 Qualify — does the core work match evidence you actually possess? If not, do not spend an hour tailoring.

04 Tailor — 20–40 minutes, not four hours. Move truthful language and proof. Do not rewrite your biography.

05 Apply — follow the employer’s instructions exactly (portal, PDF vs. DOCX, questions, work sample).

06 Follow up — one professional touch where you have a real contact. Then return to the pipeline.

07 Interview — only possible if you prepared before the invitation arrived.

08 Decision — compare offers with the matrix, not adrenaline.

Capacity: a sustainable weekly rhythm

If you have… Discover Serious applications Networking touches Interview prep

Full-time job already 3–5 roles 3–6 tailored 3 genuine messages 2 hours on stories

Unemployed, full search days 10–15 roles screened 8–12 tailored 5–8 touches Daily 45-minute drill

Interview week Light Pause or 2 max Thank-yous only Primary calendar
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Q U A L I T Y- F I R S T  I S  N O T  P E R F E C T I O N I S M

Give tailoring a timer. Forty minutes is enough to extract keywords, rewrite the summary, reorder three

bullets, and customize the first paragraph of a letter. Past that, you are hiding from submitting.

What to track on every application

If it is not in the tracker, it did not happen. You need: company, role, URL, date, resume version, contact, stage,

follow-up date, outcome, and one note on why you were a fit. That data is how you diagnose a broken funnel in

Chapter 20.

D O  T H I S  N O W

Open Workbook → Tracker and log any applications you already sent.

Set a weekly cap before you open a job board today.
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G E T  H I R E D  I N  T H E  A I  E R A  ·  C H .  0 6

C H A P T E R  0 6  ·  P A R T  0 3  ·  S E A R C H  L I K E  A N  O P E R A T O R

Where real jobs are—and how
to recognize the fake ones
Job seekers share identity documents, bank information, and desperation. That combination attracts

fraud. Verification is part of the search, not a paranoid extra.

High-signal sources

2026 scam patterns

N E V E R  P A Y  T O  W O R K

Legitimate employers pay you. They do not ask for gift cards, wire transfers, or equipment deposits. Urgency

plus unusual payment instructions is the loudest warning sign in this entire product.

A 90-second verification checklist

01 Search the company + ‘careers’ and land on the official site.

The employer’s own careers subdomain. Type the company name yourself. Do not trust the first ad result.

Major boards used as a search index (LinkedIn, Indeed, government portals) — then click through to the

official posting.

Industry associations, union halls, state workforce boards, and university alumni platforms.

Referrals from people who actually work there. A referral increases visibility. It does not replace qualifications.

Direct outreach to a hiring manager after you have applied, when you have a real connection to the work.

Lookalike domains: amaz0n-careers.com, companyname-jobs.net, a recruiter Gmail/Proton address for a

Fortune 500 role.

You are ‘hired’ after a chat on WhatsApp/Telegram with no video, no portal, and no public posting.

They send a check for equipment and ask you to wire a portion back. The check bounces. You are liable.

They ask you to pay for training, a starter kit, a background-check portal they named, or crypto.

They want your full SSN, bank login, or passport scan before a verified offer letter on company letterhead.

The salary is wildly above market for no experience, fully remote, ‘executive assistant to a crypto founder,’

posted 20 minutes ago.

AI-written postings that copy a real company and funnel you off-platform. Cross-check the live careers page.
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02 Match the job title and location to a live posting.

03 Look up the recruiter on the company domain or a consistent LinkedIn history. Brand-new profiles with stock

photos are a smell.

04 Call the main switchboard from the official site if money, equipment, or identity documents are

being requested.

05 If anything involves payment from you, stop.

If you already sent sensitive information to a suspected scam, contact your bank, freeze credit with the major

bureaus, and report to the FTC (IdentityTheft.gov / ReportFraud.ftc.gov in the U.S.) or your country’s equivalent. Do

it the same day.

D O  T H I S  N O W

Add ‘official careers URL’ as a field habit in your tracker.

If a ‘recruiter’ messages you off-platform this week, run the 90-second check before you reply.
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Use your funnel to diagnose problems
Your search data can show which stage needs improvement. Do not diagnose a strategy from

five applications.

Pattern Likely issue What to change first

No screens after 20+

targeted apps

Targeting, resume parse/relevance, or

applying through black holes

Revisit role family, rewrite summary and top bullets,

apply on the company site, add 5 warm contacts

Screens but no

interviews

Verbal positioning, salary mismatch,

availability, or a Yes you cannot defend

Script the 90-second pitch; audit keywords vs. evidence;

practice the recruiter screen aloud

Interviews but no

offers

Shallow stories, weak role knowledge, poor

questions, mis-fit you also feel

STAR bank, fundamentals refresh, close with 90-day

picture; be willing to disqualify a bad job

Offers You have a decision problem, not a search

problem

Offer matrix: compensation, work design, benefits,

growth, stability—not salary alone

Sample sizes matter. Five applications is noise. Twenty targeted applications with notes is a dataset. If you changed

three variables at once (new resume, new titles, new city), you will not know what worked. Change one major

variable per week after the foundation is built.

D O  T H I S  N O W

Once a week, count applications → screens → interviews → finals → offers in the Workbook dashboard.

Pick one improvement for the next seven days. Only one.
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ATS resume system
Readable to software. Believable to a human. No fake ATS scores. No invented metrics.

07 What ATS-friendly actually means

08 The truthful keyword method

09 Build the resume skeleton

10 Write achievement bullets that survive an interview

11 Show impact without perfect metrics

12 Career changes, gaps, and limited experience
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What ATS-friendly actually means
ATS-friendly means your information is readable and relevant to both software and people. It does not

mean you found a trick that guarantees ranking.

An applicant tracking system is a database with a parser and a workflow. A recruiter types ‘Excel’ and ‘on-site

Seattle’ and wants a list. If your resume cannot be parsed, you may never enter that list. If it can be parsed but

contains no evidence for the job, you enter the list and still lose. Both problems are solvable. Neither is solved by a

paid ‘ATS score’ website.

Rules that still hold in 2026

What to stop doing

Use common headings: Summary, Experience, Education, Skills, Certifications. ‘Journey,’ ‘Superpowers,’ and

‘What I bring to the galaxy’ confuse parsers and humans.

Keep essential information in the body of the document, not only in headers, footers, text boxes, icons,

or images.

Single column is the safest default. Two-column designs still break some parsers, especially older government

and healthcare systems.

Standard fonts, standard bullets, standard dates (Month YYYY – Month YYYY or Year–Year).

File format: follow the posting. If they ask for PDF, send PDF. If they ask for Word, send Word. If they do not

specify, a text-based PDF from Word or Google Docs is widely accepted. Do not submit a screenshot of a

Canva graphic.

Name the file like a professional: LastName_FirstName_Role_2026.pdf.

Mirror accurate industry terms where they genuinely describe you. Do not keyword-stuff a skills section with

every word in the posting.

Putting your phone number only inside a header image.

Skill bars, pie charts of ‘80% Excel,’ and headshot-as-the-first-thing-the-parser-sees.

Tables used as a layout engine for your entire work history.

Tiny 8-point font to cram a third page of duties.

A skills section that lists 47 tools you touched once in 2019.

Paying a site that promises an ‘98 ATS score.’ Employers do not share a universal scoring model with those sites.
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C U R R E N T  G U I D A N C E ,  S T A T E D  P L A I N LY

Major career platforms and employer-side ATS vendors emphasize readability, relevance, and accurate

keywords—not stuffing, not graphics-as-content, and not one magic template. If the employer specifies a

format or application method, that instruction outranks generic advice, including this chapter.

A parser-safe skeleton

P L A I N - T E X T  S T R U C T U R E  ( B U I L D  I N  W O R D / G O O G L E  D O C S ,  T H E N  E X P O R T )

JORDAN HALE

Seattle, WA  |  206-555-0148  |  jordan.hale@email.com  |  linkedin.com/in/jordanhale

SUMMARY

Operations coordinator who keeps vendors, calendars, and order flow on time. Known for clean trackers, calm escalation

handling, and documentation other people can actually use.

SKILLS

Vendor coordination  ·  Inventory / order tracking  ·  Excel (lookups, pivot tables)  ·  Google Workspace  ·  SOP writing  ·  Customer

and internal ticketing  ·  Shift handoff

EXPERIENCE

Operations Coordinator  |  Northline Supply  |  Seattle, WA  |  Mar 2022 – Present

- Bullet of action + scope + result

- Bullet of action + scope + result

EDUCATION

A.A. Business Administration  |  Shoreline College  |  2021

CERTIFICATIONS

Excel Associate (when real)  |  Forklift / OSHA / CPR (when required and current)

D O  T H I S  N O W

Open your current resume and search for text inside text boxes or headers. Move anything essential into

the body.

Rename the file professionally before the next application.
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The truthful keyword method
Keywords should help an employer find evidence, not manufacture qualifications. Extract, classify,

place, translate.

A keyword is not a magic token. It is a retrieval handle. If a recruiter searches ‘Salesforce’ and you have run

Salesforce for two years, that word should appear in a natural sentence and in Skills. If you have never used

Salesforce, putting it in a comma list is a lie that will last exactly until the screen.

Extract 8–15 meaningful terms

From the posting, pull title language, hard skills, tools, credentials, domain terms, and outcomes. Skip adjectives

(‘dynamic,’ ‘passionate,’ ‘self-starter’) unless you are studying culture. Skip every tool listed once under ‘nice to

have’ unless you truly have it.

Classify: Yes / Related / No

Label Meaning What you do on the resume

Yes You have done this work and can tell a story

about it

Place the term in Summary, Skills, and at least one achievement bullet

Related You have done the adjacent work with a

different name or tool

Translate honestly: ‘CRM daily (HubSpot); ready to transfer to Salesforce’ is

better than ‘Salesforce’ as a fake

No You have not done it and cannot defend it Leave it off. If it is a hard gate, skip the job or build the skill in public first

T R A N S L A T I O N  D O N E  R I G H T

WEAK

Skills: Salesforce, SQL, Tableau, Python,

customer success strategy, QBRs, churn

reduction, enterprise SaaS.

STRONG

Skills: HubSpot CRM (daily hygiene, task

sequences), Excel reporting, customer

onboarding, renewal reminder process, Zendesk

ticket queue. Summary: Customer support lead

who owned a 30-account book of local B2B

clients, ran weekly check-ins, and reduced

missed renewals by tightening the reminder
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calendar—not by claiming enterprise SaaS churn

strategy I have not done.

K E Y W O R D  S H E E T  C O L U M N S

Job term | My evidence | Resume location | Interview example. If the last two columns are empty, the first

column does not belong on the page.

K E Y W O R D  S H E E T  ( C O P Y  I N T O  T H E  W O R K B O O K )

Term: Salesforce

Class: Related

Evidence: 18 months HubSpot — contacts, deals, tasks, weekly pipeline cleanup

Resume location: Skills + one bullet under current role

Interview example: ‘I have not administered Salesforce. I have lived in a CRM every day, including duplicate cleanup and stage

accuracy. I can be useful in week one and will complete your Salesforce trailhead modules before start date if that helps.’

D O  T H I S  N O W

Fill the Keyword Sheet for one real posting in the Workbook.

Delete any Skill on your master resume that has no interview example.
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Build the resume skeleton
A strong resume is a concise argument that your background is relevant to this particular kind of work. It

is not your autobiography and it is not a branding poster.

Keep a master resume as your evidence warehouse—every job, every metric, every tool. Then tailor a version for

each serious application. The tailored version is usually one page for under ~10 years of relevant work, two pages

when the second page is packed with relevant proof, never three pages of duties.

Header

Summary — 2 to 4 lines, no unsupported adjectives

The summary is a positioning paragraph, not a poem. Formula: who you are + the role family + 2–3 proof points +

the environment you work well in.

S U M M A R Y  R E W R I T E

WEAK

Passionate, results-driven professional seeking

to leverage my skills in a fast-paced environment

where I can grow and help the team succeed.

People person. Detail-oriented. Team player.

STRONG

Customer operations coordinator with 4 years

keeping order flow, vendor appointments, and

customer follow-ups on time for a regional

supplier. Comfortable in Excel trackers, shared

inboxes, and messy handoffs. Known for closing

loops the same day and writing SOPs other

people will actually follow.

Experience

Name as you want it said in an interview.

Professional email (not partygirl2004@). Create a new one if needed.

Phone you actually answer.

City and state (or ‘Remote — U.S. Eastern’ if that is accurate). Full street address is usually unnecessary.

LinkedIn and portfolio/GitHub only if they are current and consistent with the resume.
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Reverse chronological. Job title, employer, location, dates. If you were a ‘Team Member’ but did coordinator work,

keep the official title and prove the work in bullets—do not invent ‘Operations Manager.’ Contract and dual jobs can

be stacked with clear dates. Employment gaps belong as accurate dates, not as a cover-up.

Skills and credentials

A short, defensible list grouped by type beats a tag cloud. Tools, hard skills, languages, licenses. Soft skills belong in

bullets (‘trained 6 new hires’) not as a list item called ‘leadership.’

Full sample — mid-career coordinator (fictional, for structure only)

S A M P L E  R E S U M E  —  A D A P T,  D O  N O T  C O P Y  A S  I F  I T  W E R E  Y O U R  L I F E

ALEX MORGAN

Portland, OR  ·  503-555-0199  ·  alex.morgan@email.com  ·  linkedin.com/in/alexmorganops

SUMMARY

Operations coordinator who runs the unglamorous systems that keep a warehouse and a customer desk from colliding. Four

years in wholesale distribution: purchase-order tracking, carrier windows, returns, and a shared inbox that used to be a junk

drawer.

SKILLS

Order & PO tracking · Excel (pivots, VLOOKUP) · Google Sheets · Inventory counts · Vendor scheduling · Returns / RMA · SOP

documentation · Zendesk light admin · Bilingual English/Spanish (professional)

EXPERIENCE

Operations Coordinator | Cascade Wholesale | Portland, OR | Jan 2023 – Present

- Track 80–100 open purchase orders a week in Excel and the ERP, flagging late vendors before the warehouse is idle.

- Cut same-week stockouts on the top 40 SKUs by building a simple reorder view the buyer now checks every Monday.

- Coordinate inbound carrier windows with the warehouse lead so dock time is scheduled instead of guessed.

- Wrote a 4-page returns SOP; new hires now close RMAs without a manager sitting next to them.

- Cover the customer desk during peaks; resolve delivery misses with a same-day call-back standard.

Warehouse Associate (lead on weekend shift) | Cascade Wholesale | Jun 2021 – Dec 2022

- Picked, packed, and staged B2B orders; trained 5 new weekend hires on the scanner workflow.

- Owned Friday cycle counts for two aisles; variance notes went to the buyer the same afternoon.

EDUCATION

Portland Community College — coursework in business and spreadsheet modeling

NOT ON THIS RESUME

A photo, a chart of my ‘communication 90%,’ or Salesforce, which I have not used.

D O  T H I S  N O W

Build or repair your master resume this week. It is the source of truth for AI later.

Write one tailored one-pager for your primary role family.
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Write achievement bullets
that survive an interview
The strongest bullets explain action, context or scale, and outcome. If you cannot defend a number, do

not print the number.

Duty bullets tell a recruiter what the company asked you to do. Achievement bullets tell them what changed

because you were there. You need both flavors, weighted toward achievement on the most relevant work.

F O R M U L A

Action + task/context + method or scale + result. Example: ‘Reconciled (action) 40+ vendor invoices a week

(scale) in Excel against purchase orders (method), reducing late-payment calls from accounts payable.’

Action verbs that do real work

Led, analyzed, resolved, coordinated, improved, trained, produced, supported, implemented, documented,

forecasted, negotiated, audited, designed, recovered, stabilized. Avoid ‘helped with,’ ‘responsible for,’ and ‘worked

on’ as the first words. They hide the verb.

Before / after rewrites

R E T A I L  /  F R O N T L I N E

WEAK

Responsible for customer service and

cashier duties.

STRONG

Handled 40–70 transactions a shift and de-

escalated pickup errors by calling the customer

before they arrived, which the manager then

made the Saturday standard.

O F F I C E  /  A D M I N

WEAK

Answered phones and did filing for the office.

STRONG

Managed a 3-line phone queue and a shared

inbox of ~30 messages a day; built a labeled
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folder system so invoice questions stopped

disappearing into personal inboxes.

S A L E S

WEAK

Met and exceeded sales goals in a fast-

paced environment.

STRONG

Sold $18k–$24k in average monthly revenue on a

$16k target by running a same-week follow-up

list instead of waiting for walk-ins (numbers

must be yours and defensible).

C A R E E R  C H A N G E R

WEAK

As a teacher I have transferable skills like

communication and leadership.

STRONG

Ran a classroom of 28, documented behavior

and progress weekly, and coordinated with 6

specialists—same muscle as stakeholder

updates and case tracking.

Credibility rules

D O  T H I S  N O W

Rewrite your top 8 bullets using the formula. Read each one aloud. If you stumble, it is not ready.

Use numbers only when you can defend them in a screen. ‘About 40 a week’ is more honest than ‘precisely

42.7% lift.’

Never invent percentages. ‘Reduced errors’ without a baseline is weaker than ‘kept the log complete for 90

consecutive days.’

Team results need a scope word: ‘as part of a 4-person crew’ or ‘I owned the tracker the crew used.’

If you cannot remember the number, recover it from old emails, reviews, dashboards, or a former manager—not

from thin air.
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Show impact without perfect metrics
Not every workplace gives employees dashboards. You can still communicate volume, frequency,

complexity, and quality without fake precision.

People freeze because they ‘don’t have metrics.’ That usually means nobody handed them a Looker dashboard. You

still had a job. Describe the job in quantities a human can picture.

Lens How to recover it Example language

Volume Tickets, calls, orders, patients, invoices, tables,

SKUs, students

Supported 40+ weekly requests; processed dozens of records

per shift

Frequency Daily, weekly, month-end, seasonal peaks Prepared the Friday handoff notes; closed month-end extras

every last three days of the month

Complexity Number of teams, systems, exceptions,

languages, regulators

Handled escalations involving warehouse, driver, and accounts

payable on the same order

Quality Error logs, rework, complaints, audit notes,

manager praise you can quote

Maintained complete documentation for every return;

supervisor used the log during the Q3 audit

Scope of

ownership

What broke if you were out Owned the vendor appointment calendar; coverage required a

written backup, which I created

S P E C I F I C  S C O P E  I S  M O R E  C R E D I B L E  T H A N  F A K E  P R E C I S I O N

‘Cut wait time 37.4%’ from a job that had no timer will die in the interview. ‘Kept the callback list to same-

day for a 15-person clinic’ will not.

D O  T H I S  N O W

For each role on your resume, add one volume fact and one complexity fact this week.
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Career changes, gaps, and limited experience
A non-linear path can still tell a coherent professional story. Your resume is a relevant evidence

document—not your entire biography.

Career changer

Translate prior work into target-role skills and support the transition with recent proof: a project, a certification you

actually completed, volunteer operations, a freelance client, a documented process. The summary should name

the destination, not apologize for the origin.

R E T A I L  S U P E R V I S O R  →  O P E R A T I O N S  C O O R D I N A T O R

Summary: Retail supervisor who ran labor, inventory, and vendor deliveries for a $2.1M store, now targeting

operations coordinator roles that need the same calendar, count, and exception skills. Recent proof: rebuilt

the store’s delivery log in Sheets and used it for 4 months without a missed window.

Early career

Use substantial projects, internships, athletics leadership, military, volunteering, and relevant coursework when

they demonstrate real ability. A group project where you owned the tracker is more useful than ‘Dean’s List’ alone.

Drop the objective sentence ‘seeking to learn and grow.’

Employment gap

Keep dates accurate. You generally do not need to explain caregiving, illness, or a layoff in the resume body. If

the gap is long, a single line under Experience such as ‘2024–2025 — Full-time caregiving; completed Google

Data Analytics certificate’ is enough. Save the human story for the interview, in one calm sentence, then return

to capability.

Returning worker

Emphasize current capability: recent learning, contract work, a volunteer system you run, software you have

refreshed. The fear on the other side of the table is ‘will this person be current on day one?’ Answer that with proof

dated this year.
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Translate MOS/ratings into civilian tools and scale. For records, know the actual legal question in your jurisdiction;

do not volunteer extra. For work authorization, be accurate. For disability, you control disclosure; you can request

accommodations through the employer’s stated process without putting a diagnosis on a resume. None of these

belong as a branding paragraph at the top of the page.

D O  T H I S  N O W

Write a 3-line ‘destination summary’ if you are changing fields.

Add one dated proof from the last 12 months to the top third of the resume.

P A R T  0 5

AI, evidence, and proof
A model can draft. It cannot remember your life. Put evidence in first, then edit.
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13 Use AI without sounding like AI

14 Build your evidence bank and a safe tailoring prompt
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Use AI without sounding like AI
Use AI as an editor, researcher, and practice partner—not as an impersonator. If you cannot confidently

explain a sentence in an interview, it should not be in your application.

AI is the best writing intern you have ever had and the most confident liar. It will invent metrics, employers, degrees,

and tools with a straight face. Your job is to keep it on a leash of verified facts.

Strong uses

Weak and dangerous uses

How to humanize AI output in 6 passes

01 Delete every adjective you would not say at a dinner table.

02 Replace ‘leveraged,’ ‘utilized,’ ‘spearheaded,’ ‘synergies,’ and ‘robust’ with normal verbs.

03 Put back proper nouns from your real life: the system name, the shift, the store count, the software.

04 Shorten. If a bullet is two lines of throat-clearing, cut the first clause.

Extract requirements from a posting into a checklist.

Brainstorm transferable skills from a messy work history.

Tighten wording of bullets you already wrote.

Identify missing evidence compared with a posting.

Generate likely interview questions for a specific role.

Critique a spoken answer for vagueness, length, or missing result.

Research the company from public pages and summarize products, customers, and news.

One-click mass applications.

Fabricated achievements, fake credentials, fake employers, fake dates.

Answers you do not understand.

Hidden real-time assistance during an interview the employer prohibited.

Uploading confidential employer documents, customer data, or unpublished financials into a

consumer chatbot.

Letting AI invent a ‘personal why’ for a company you have not researched.
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05 Read it aloud. If it sounds like a press release, rewrite.

06 Check every number and tool against your evidence bank.

A I  S L U D G E  V S .  H U M A N

WEAK

Spearheaded cross-functional initiatives to

leverage synergistic workflows, utilizing data-

driven insights to optimize customer-centric

outcomes in a fast-paced environment.

STRONG

Set up a shared tracker so warehouse and

customer service stopped arguing over the same

late order. Used it daily for three months;

missed-handoff complaints dropped off the

Monday meeting agenda.

E M P L O Y E R S  C A N  S M E L L  T H E  T E M P L A T E

In 2026, recruiters see the same ChatGPT cadence all day: three buzzwordy bullets, a summary that could fit

anyone, a cover letter that names the company once and praises ‘innovation.’ Specificity is the tell that you

are a person.

D O  T H I S  N O W

Take one AI-drafted paragraph you already have and run the 6 passes.

Add a ‘NOT done’ list to your evidence bank so the model cannot ‘helpfully’ fill gaps.
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Build your evidence bank
and a safe tailoring prompt
The evidence bank is the source of truth for applications and interviews. AI only sees what you feed it.

Feed it facts.

If you skip this chapter, every later AI session will hallucinate on your behalf. If you complete it, tailoring a resume

takes 20 minutes instead of 3 hours, and interview answers stop arriving as fog.

What belongs in the bank

E V I D E N C E  C A R D

Title: Monday stockout tracker

Kind: Project / achievement

Situation: Top SKUs were stocking out mid-week; warehouse blamed purchasing; purchasing blamed sales spikes.

Goal: Make late risk visible before Thursday.

My role: Built and owned the tracker; trained the buyer to use it.

Actions: Listed top 40 SKUs, on-hand, on-order, average weekly demand in Excel. Highlighted anything under 10 days of cover.

Reviewed every Monday with the buyer for 12 weeks.

Tools: Excel, ERP export, email.

Result: Same-week stockouts on those 40 SKUs stopped being a surprise; buyer moved two vendors to earlier cutoffs.

Lesson: A simple view beats a perfect system nobody opens.

Interview themes: initiative, cross-team, Excel, operations.

A safe resume-tailoring prompt

Give AI verified evidence and explicit constraints. Paste the job description plus your master resume. Ask for

analysis, not invention.

Achievements — results, praise, promotions, awards, improvements, measurable scope.

Projects — situation, goal, your role, actions, tools, result, lesson.

Challenges — conflict, mistakes, ambiguity, difficult customers, deadlines, recovery.

Skills — at least one real example attached to every important skill you claim.

Not-done list — tools, industries, and responsibilities you have not owned, so AI does not imply them.
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C O P Y/ P A S T E  P R O M P T

Act as an editor, not a novelist.

Here is the job description:

[PASTE]

Here is my verified master resume and evidence bank. Treat every fact not in these documents as unknown.

Tasks:

1. List the 10 most important requirements, tagged Must / Preferred.

2. For each, quote the evidence I already have, or mark GAP.

3. Suggest rewritten bullets using only facts I supplied. Do not invent employers, dates, tools, metrics, credentials, or

responsibilities.

4. Flag any language in my draft that sounds generic or inflated.

5. List unsupported requirements rather than silently filling them.

6. Output a tailored summary of 3 lines maximum.

If you are unsure, ask me. Never guess a number.

P R O M P T  I D E A ,  C O M P R E S S E D

‘Act as an editor. Improve relevance using only facts I supplied. Flag gaps instead of filling them.’ That one

sentence is the whole safety model.

D O  T H I S  N O W

Create 8 evidence cards in the Workbook this week: 3 achievements, 2 projects, 2 challenges, 1 skill-

with-example.

Write your Not-done list (10 items). Protect yourself from your own tools.
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Profile, letters, network
The same professional story on the resume, the profile, the letter, and the message.

15 When a cover letter adds value—and the letter itself

16 Make your profile reinforce the same story

17 Network without begging for a job

18 Write recruiter messages that are easy to answer

19 The pre-submit quality check

GET HIRED IN THE AI ERA  ·  PERSONAL FILE COPY 41



G E T  H I R E D  I N  T H E  A I  E R A  ·  C H .  1 5

C H A P T E R  1 5  ·  P A R T  0 6  ·  P R O F I L E ,  L E T T E R S ,  N E T W O R K

When a cover letter adds
value—and the letter itself
A cover letter should add context rather than repeat your resume. Skip it when it is ignored. Write it

when it can change the read.

Write one when

Skip the novel when the portal says the letter is optional and you have nothing to add. A generic AI letter is worse

than none.

Structure: four short paragraphs

01 Fit — name the role and connect 2–3 pieces of evidence to their posted needs.

02 Proof — one story with a result, not a list of adjectives.

03 Context — the transition, referral, or motivation that bullets cannot carry.

04 Close — availability, thanks, no groveling.

The employer requests it or the portal has a required field.

You are changing careers and the resume needs a translator.

A referral matters and you should name the human.

Your connection to the mission, product, or industry is real and not obvious from bullets.

There is a location move, clearance, or schedule fact that prevents a wrong assumption.
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L E T T E R  Y O U  C A N  A C T U A L LY  S E N D

Dear Hiring Manager,

I am applying for the Operations Coordinator role on the Portland team. For the last two years I have tracked 80–100 open

purchase orders a week, scheduled inbound carriers, and owned the messy middle between warehouse and customer service—

the same coordination this posting describes as the core of the job.

When same-week stockouts on our top SKUs kept surprising the buyer, I built a Monday Excel view of on-hand, on-order, and

average demand. We used it for a quarter. The buyer moved two vendors to earlier cutoffs, and those stockouts stopped arriving

as Thursday emergencies. I would do that kind of quiet systems work here.

I am targeting coordinator roles in wholesale and light manufacturing on purpose, not as a random spray. Cascade taught me

dock windows and customer callbacks; I want to do it in a company that publishes weekly order metrics, which yours does.

Thank you for reading. I am available for a screen this week after 3 p.m. Pacific.

Alex Morgan

503-555-0199

A I  C A N  S T R U C T U R E  T H E  D R A F T.  Y O U R  R E A S O N S ,  E V I D E N C E ,  A N D  V O I C E

S T A Y  Y O U R S .

If the letter could be dropped onto 40 other companies by changing the name, it is not done.
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Make your profile reinforce the same story
A recruiter should see one professional direction across your resume, LinkedIn, email, and portfolio.

Contradictions create avoidable questions.

A B O U T  S E C T I O N  D R A F T

I coordinate the unglamorous systems that keep orders, vendors, and customer promises from colliding.

At Cascade Wholesale I track open POs, schedule inbound carriers, and run a Monday stock view the buyer actually uses. Before

that I led weekend warehouse shifts—so I know what a bad appointment does to a dock.

I am looking for operations coordinator or inventory coordinator roles in wholesale, light manufacturing, or regional

distribution. If you need someone who will write the SOP and then follow it, you can reach me at alex.morgan@email.com.

C O N S I S T E N C Y  B U I L D S  T R U S T

If LinkedIn says Manager and the resume says Coordinator, the recruiter will wonder what else is elastic. Pick

the truth and use it everywhere.

D O  T H I S  N O W

Align headline, titles, and dates with the tailored resume tonight.

Headline — accurate role and skill language, not a motivational quote. ‘Operations coordinator | order tracking,

vendors, Excel’ beats ‘Passionate change agent | Open to work 🚀’.

About — 4–7 short sentences. Focus, evidence, what you want next, how to contact you. Human language.

Experience — titles and dates match the resume. Add one extra context sentence if useful. Do not invent a

promotion the resume does not have.

Skills — prioritize the target family. Pin the three that match the search. Get endorsements only from people

who saw the work.

Photo and banner — a clear headshot beats a group photo. No need for a fake office background.

Activity — one thoughtful comment on an industry post is worth more than 12 ‘Congrats!’ clicks.

Open to work — use the recruiter-only setting if you are employed and cannot be public. Public is fine if you are

openly searching.
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Rewrite About using the draft above as structure, not as your biography.
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Network without begging for a job
Networking works best as information, relationships, and professional visibility. Referrals can increase

visibility. They do not replace qualifications.

Cold-asking strangers to ‘hop on a call so I can pick your brain’ is why networking has a bad reputation. Adults help

people who are specific, respectful, and easy to answer.

Start warm

Former coworkers, classmates, instructors, vendors, customers, faith and community connections, military unit,

parent networks, alumni Slack. Write a list of 40 names before you ever message a director you do not know.

Ask for insight, not a miracle

W A R M  O U T R E A C H

Hi Maya — I hope the warehouse is slightly less on fire than last spring. I’m targeting operations coordinator roles in wholesale,

the same lane I moved into after your dock team trained me. I’m applying to Northline’s posting this week. If you’re willing, I’d

value one sentence on what that team actually needs in a coordinator. No need for a referral unless you’d stand behind it.

Grateful either way.

A L U M N I  /  W E A K - T I E  O U T R E A C H

Hi James — we overlapped in the 2019 Shoreline business cohort. I’m moving from retail supervision into operations

coordination and I saw you’ve been at Pacific Foods for a while. I’m not asking you to hand me a job. I am asking whether your

ops coordinators live more in Excel, the ERP, or vendor phones—so I tailor honestly. Two lines is plenty. Thank you for reading.

Follow through

Thank people. Use the advice. Send a short update when you apply or when you land something. Keep a tab in the

tracker. People remember the person who closed the loop.

What the team actually values in the first 90 days.

Which parts of the posting are real vs. leftover.

What makes candidates fail after they look good on paper.

Whether the role is a backfill or a new seat (stability signal).
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D O  T H I S  N O W

List 25 warm names before any cold outreach.

Send three specific messages this week. Log them.
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Write recruiter messages that are easy to answer
Short, relevant, specific. Context, fit, one question, respect. No daily follow-ups, no guilt, no

exaggerated claims.

A F T E R  Y O U  A P P L I E D

Hi [Name] — I applied for [Role] on [date]. My background in [X] and [Y] matches the posting’s emphasis on [priority]. Happy to

share a 4-line snapshot if useful. Thanks for your time.

W H E N  T H E Y  M E S S A G E D  Y O U  F I R S T

Hi [Name] — thanks for reaching out about [Role]. I am actively targeting this family. Two facts that may help you screen: [proof

1], [proof 2]. My compensation target for this scope in [market] is [range], and I can speak [days]. Does that match what you’re

hiring?

O N E  F O L L O W - U P,  T H E N  S T O P

Hi [Name] — bumping this once in case it landed in a busy week. Still interested in [Role]; happy to step back if the req is on

hold. Thank you.

R E S P E C T

Do not send the same person a new paragraph every morning. Do not imply they are rude for not answering.

Do not claim a mutual connection you do not have. Recruiters have memory and Slack.

Inbound recruiter screen — have these answers ready

What you do now, in two sentences.

Why this role family, in two sentences.

Work authorization and location/hybrid reality.

Start date.

Compensation range (target, not walk-away).
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Anything that would make you withdraw (nights, 80% travel, unpaid overtime culture) — decide before they ask.
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The pre-submit quality check
Five minutes that prevent a strong candidate from looking careless. Save the job description; postings

disappear before interviews.

S A L A R Y  F I E L D S  O N  F O R M S

If they require a number, use your target or a researched range if the form allows text. Do not write

‘negotiable’ in a numeric field that will sort you to $0. Do not write a fantasy number that you cannot

discuss tomorrow.

D O  T H I S  N O W

Add this checklist to the last 5 minutes of every application. The Workbook tracker has a notes field for

‘posted salary’ and ‘resume version.’

Accuracy — company name spelled right, role title matches, dates, phone, email, attachments. If you recycled a

letter, search for the previous company name.

Relevance — top 5 posting priorities are visible where truthfully supported.

Readability — conventional headings; no essential info trapped in decorative elements.

Consistency — application form, resume, profile, and letter do not contradict titles, dates, or education.

Instructions — PDF vs. Word, extra questions, work sample, salary field (use a researched range, not $0

or $1,000,000).

Archive — save the posting as a PDF/HTML and log the tracker row before you click submit.
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Interview like a professional
Evidence, practiced, before the invitation — including recorded and AI-assisted screens.

21 Understand the modern interview funnel

22 Build a STAR story bank you can defend

23 Answer “Tell me about yourself”

24 Prepare for role-specific questions

25 Prepare for AI and recorded interviews

26 Questions to ask the employer
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Understand the modern interview funnel
Processes can combine recruiter screens, assessments, recorded video, AI-led interviews, human

panels, and work samples. Do not assume every employer uses AI or evaluates candidates the

same way.

Stage What they are checking How you prepare

Recruiter screen Basic fit, interest, authorization, location,

compensation, communication, timeline

90-second pitch, range, start date, two questions, no

rambling

Assessment / skills

test

Can you do a slice of the work under time Refresh the tools you claimed; sleep; read instructions

twice

Recorded / AI

interview

Structured answers, language, sometimes pacing;

follows disclosed vendor rules

STAR stories, camera test, no hidden AI if prohibited

Hiring manager Judgment, depth, how you would do the job,

whether they want you on the team

Role-specific prep, 90-day picture, questions about

priorities

Panel / cross-

functional

Collaboration, consistency of story, not throwing

teammates under the bus

Same stories, different emphasis; write names down

Work sample /

take-home

Job-relevant capability, writing, analysis, code, a

mock deck

Clarify time box, confidentiality, and whether unpaid

labor is reasonable; keep a copy

References /

background

You were who you said you were Warn your references; align titles and dates with the

resume

T A K E - H O M E S  A N D  U N P A I D  L A B O R

A 90-minute work sample is normal. A weekend-long strategy deck for free is often a red flag. Ask how the

exercise is used, how long they expect, and whether they can use a redacted version of work you already did.

You may decline a process that does not respect your time.
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You are also interviewing them. A chaotic process, a manager who cannot describe success, or a bait-and-switch on

schedule is data. Put it in the offer matrix later.
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Build a STAR story bank you can defend
STAR creates structure while keeping the substance yours. Prepare stories for success, conflict, failure,

leadership, ambiguity, customer challenge, deadline, learning, and improvement.

Letter Job Time you spend

Situation Enough context to understand the challenge. Place, team, constraint. 15%

Task Your responsibility or goal. Not the team’s entire mission. 10%

Action What you personally did and why. Tools, decisions, conversations. 55%

Result Outcome and, when useful, what you learned. Scope, not theater. 20%

Build 8–10 stories, not 40. One well-built story can answer several differently worded questions. Map each story to

2–3 competencies (ownership, customer recovery, process, conflict, teaching, ambiguity).

F U L L  S A M P L E  S T O R Y  —  C U S T O M E R  R E C O V E R Y  ( A D A P T,  D O  N O T  M E M O R I Z E

A S  Y O U R S )

S: A B2B customer’s pallet was short 12 cases the day before their weekend event. They called angry; the

warehouse had already closed the dock. T: I owned the customer desk that afternoon. My job was to make

them whole without promising inventory we did not have. A: I pulled the original order, the pick ticket, and

the driver’s photo of the pallet. Twelve cases of the same SKU were still in aisle 4. I asked the warehouse lead

to stay 20 minutes, called the customer with a realistic ETA, and sent a confirmation text with the driver’s

name. I logged the miss so the Monday count would not look like a theft. R: They received the cases that

evening. They did not cancel the standing order. We added a ‘event-date’ flag on large orders so the dock

would not treat them as ordinary. I still use that flag language in interviews because it is a process, not a

hero moment.

Failure story (you need one)

Pick a real miss that did not involve ethics, safety cover-up, or cruelty. Show detection, ownership, repair, and the

system you changed so it would not recur. ‘I’m a perfectionist’ is not a failure.
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S T O R Y  C A R D

Theme: ________________ (conflict / deadline / teaching / ambiguity / customer / leadership / mistake)

Competencies it covers: _______________

S: _________________________________

T: _________________________________

A: (4–6 verbs) _______________________

R: (scope + lesson) ___________________

Number I can defend: _________________

If they ask ‘what would you do differently’: ________

D O  T H I S  N O W

Write 8 STAR cards in the Workbook. Speak two of them into your phone and listen back.
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Answer “Tell me about yourself”
Treat this as professional positioning, not a request for your life story. Present, past, future. Practice the

structure, not a word-for-word script.

6 0 - S E C O N D  F R A M E

I’m an operations coordinator at Cascade Wholesale. I own open purchase orders, inbound appointments, and the Monday

stock view the buyer uses.

I started on the warehouse weekend shift, so I learned what a bad dock window does to a crew, then moved into the coordinator

seat in 2023 when they needed someone who could talk to both the floor and vendors.

I’m talking with you because this role sits in the same seat—orders, carriers, exception handling—at a company that actually

publishes fill-rate metrics. I want to do this work where the numbers are visible.

D O  N O T

Start in childhood. Recite the resume top to bottom. Apologize for a gap in sentence one. Say ‘I just really

need a job.’ Need is not a strategy. Fit is.

Present — your current professional focus or most recent relevant work.

Past — one or two experiences that built the skills this job needs.

Future — why this role is a sensible next step, with one fact about them.

Keep it focused — 60 to 90 seconds. A concise answer creates room for useful follow-ups.
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Prepare for role-specific questions
Generic interview practice is not enough. Map competencies, refresh fundamentals, practice aloud, and

handle uncertainty without bluffing.

01 Map 5–8 competencies the posting suggests will be evaluated.

02 Refresh concepts, tools, and workflows you claimed. If you listed Excel, be ready to describe a lookup, a pivot,

or a tracker you built.

03 Practice aloud. Silent reading hides the moment you do not actually know.

04 If you do not know, say how you would investigate: who you would ask, what you would open, what you

would not guess. Credible reasoning beats confident guessing.

Question types and how to aim

Type Example Aim

Behavioral Tell me about a time you had competing deadlines STAR, one result

Situational A customer is yelling in the lobby. What do you do? Steps, safety, documentation

Technical How do you look up a late PO? Actual system path, not theory

Motivation Why us? Why this? One researched fact + your proof

Weakness What are you working on? Real, not fatal, with a system

Curveball How many windows in Seattle? Show structured thinking, then smile

I - D O N ’ T- K N O W ,  P R O F E S S I O N A L LY

I haven’t run that exact report in NetSuite. In our ERP I would start with the open-PO aging view, filter by promised date, then

call the vendor with the PO number on the screen. If your system names that view something else, I’d ask the buyer to click it

with me once and write the steps down the same day.
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Prepare for AI and recorded interviews
Treat the format as a structured interview and control the factors you can. Do not use hidden real-time

AI assistance if the employer prohibits it.

Vendors change names. The pattern does not: a timed prompt, a camera, a structured rubric, sometimes a

transcription that another human reads later. Follow the disclosed instructions. Use the stated accommodation

process if you need extra time, captions, or a different format. That is a right in many jurisdictions, not a confession.

Practice with AI the right way (before the real thing)

01 Paste the posting. Ask for likely competency questions.

02 Answer yourself, out loud, before asking AI to write anything.

03 Ask what was vague, unsupported, too long, or incomplete.

04 Improve the evidence and structure. Do not memorize identical wording.

05 Repeat until you can adapt the example to a new question.

The Interview Coach in this product is built for that loop. It will not sit in the room with you on the real day, and it

should not.

D O  T H I S  N O W

Do one recorded mock this week: phone camera, 60 seconds, Tell me about yourself. Watch it once. Fix

one thing.

Test technology — camera, microphone, browser permissions, internet, lighting, quiet space. Do a full mock on

the same device.

Answer clearly — structured examples and relevant language without unnatural keyword repetition. The system

is not a search bar.

Stay natural — look toward the camera. Do not read a generated answer word-for-word. Your eyes will give

you away.

Time boxes — if you have 60 seconds, use 50. Trail-off is better than a hard cut in the middle of a result.

Follow policy — if they prohibit outside assistance, that includes a second model whispering in your ear. Getting

caught is a career event.
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Questions to ask the employer
Good questions help you evaluate the role while showing thoughtful interest. Ask questions whose

answers genuinely matter to your decision.

S K I P

‘What does your company do?’ after you had a week to read the About page. ‘How soon can I be promoted?’

as question one. ‘Do you drug test?’ as the closer unless it is a real constraint you must know. Benefits deep-

dives belong after they want you, not in the first screen—unless they open the topic.

Success — What would strong performance look like in the first 90 days?

Priorities — What are the biggest problems this person needs to solve in the first quarter?

Team — How does this role collaborate with the surrounding team? Who is overloaded if this seat is empty?

Process — What are the next steps and the expected decision timeline?

Work design — How often is the team on-site? What does a heavy week look like?

Management — How do you prefer updates—chat, ticket, weekly doc?

Stability — Is this a backfill or a new seat? How long has the team been at this headcount?

Growth — Who has moved from this role in the last two years, and to where?
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Offers, money, and status
The yes is a cash-flow event. Evaluate the whole offer, negotiate with a case, convert it.

27 Follow up without chasing

28 Turn rejection into useful data

29 Evaluate the whole offer

30 Negotiate with a business case

31 Convert the offer into income, capital, and status

32 The first 90 days after you start
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Follow up without chasing
Professional follow-up reinforces interest without pressuring the employer. Your pipeline protects you

from making one opportunity carry the whole search.

T H A N K -Y O U  N O T E

Hi Priya — thank you for walking me through how the Monday demand meeting actually runs. Our conversation confirmed this

is the coordinator seat I want: PO aging, carrier windows, and a buyer who uses the tracker. I’ll send the redacted Excel sample

you asked for by tomorrow 10 a.m. Grateful for the time.

T I M E L I N E  P A S S E D

Hi Priya — you mentioned a decision around last Friday. I’m still very interested and happy to provide anything else. If the seat is

paused, a one-line update helps me plan. Thank you either way.

After an interview — same day or next morning. Thank them, reference one specific thing, restate one proof,

confirm timeline.

After their timeline — if a stated date passes, one polite status check is reasonable.

No timeline — wait an appropriate interval (often a week), then ask once.

Keep searching — never freeze the funnel for one employer.
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Turn rejection into useful data
A rejection can reflect competition, timing, budget, an internal candidate, or fit. Look for patterns rather

than treating one result as a verdict on your worth.

F E E D B A C K  A S K

Thank you for the update, and congratulations to the person who got the seat. If you are allowed to share one thing I could

strengthen for a similar coordinator role, I would take it seriously. Either way, I appreciated the process.

Y O U R  S E A R C H  I S  A  S Y S T E M  Y O U  I M P R O V E — N O T  A  J U D G M E N T  O F  Y O U R  W O R T H

You can be skilled and still lose a req that was always going to an internal. The tracker keeps that fact visible

so your brain does not turn it into a story about being unemployable.

Record the stage: application, screen, assessment, interview, final.

Find patterns. Repeated rejection at the same stage is a diagnosis.

Ask once, professionally, for feedback. Some employers cannot give it. Do not argue with the no.

Upgrade the evidence bank with whatever you learned.

Measure controllables: quality applications, conversations, preparation, and improvement.
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Evaluate the whole offer
The best offer is not automatically the one with the largest salary number. Score compensation,

benefits, work design, growth, and stability.

An offer is a bundle. If you only compare base pay, a company can buy your yes with a number that evaporates in

premiums, commute, and burnout. Use the Offer Matrix in the Workbook. Score each factor 1–5 for importance to

you, then score each offer against it.

Factor What to put in writing Questions

Compensation Base, bonus/commission target and history, overtime rules,

equity only if it is real and explained

Is the bonus discretionary? What percent of

target paid last year?

Benefits Health plan premiums, deductible, 401(k) match and vesting,

PTO, sick, parental leave, education

When do benefits start? What does employee-

only vs. family cost per month?

Work design Schedule, on-site days, travel, on-call, average hours, manager

style

What did last month look like for the person in

this seat?

Growth Learning, promotion path, scope, whether anyone has actually

been promoted

Who last left this role, and for what?

Stability Funding, contract vs. FTE, recent layoffs, team tenure Is this backfill or new? How is the team paid for?

O F F E R  A  V S  O F F E R  B  ( W O R K E D )

A: $62,000, $280/month health, no match for a year, 40-minute commute, rotating Saturdays, well-known

brand. B: $58,000, $90/month health, 4% match from day 90, 15-minute commute, weekday days, smaller

firm with a manager you trust. Year-one cash after premiums and commute (rough): A looks richer on the

offer letter and may be poorer in the bank. Status from A is real—put a number on how much that status is

worth to your next search. Then decide with your eyes open.

D O  T H I S  N O W
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Do not accept or decline in the same conversation unless you already ran the matrix. Ask for the offer in

writing and a decision date.
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Negotiate with a business case
Negotiation is a professional conversation about terms. A respectful request does not guarantee the

employer can change the offer. It does guarantee you asked.

You negotiate after they want you, not in the first screen (beyond stating a researched range). You negotiate with

market context and your relevant value—not with rent, a car payment, or a speech about what you ‘deserve.’

The four moves

01 Research — role, level, location, scope. Keep two or three comps.

02 Prioritize — know whether base, start date, title, flexibility, PTO, signing bonus, or equipment matters most.

You rarely get everything.

03 Make the case — two sentences of market + two sentences of proof + a specific ask.

04 Document — get the final terms in writing before you resign anywhere else.

P H O N E  O R  V I D E O  S C R I P T

I’m excited about the coordinator role and the team. Based on the scope we discussed—PO aging, carrier windows, and

covering the customer desk—and on ranges for similar coordinator seats in Portland, I was targeting $58,000 to $62,000. Is there

room to move the base from $55,000 to $60,000? If base is tight, I’d also look at an earlier 401(k) match, a small signing bonus, or

a 90-day title review. I want to say yes.

E M A I L  V E R S I O N

Thank you for the offer of Operations Coordinator at $55,000, start date April 14. I am prepared to accept and I want to align

compensation with the scope. For this market and the hybrid desk-plus-dock responsibilities we discussed, I am requesting

$60,000 base. If the band cannot move there, I would consider $57,500 plus a $2,000 signing bonus or PTO starting at three

weeks. Happy to talk live this afternoon.

If they say the band is closed

Ask about start date, title, review date, remote days, equipment, relocation, and professional development. Then

decide. Do not punish yourself with a week of extra groveling after a clear no. Do not accept a number below your

walk-away because the manager is charming.
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T H E  C O M P O U N D I N G

Raises and future offers often start from current base. Leaving $5,000 on the table is not a one-year event.

Capture the match. Capture the title if the title is how the next ATS will find you. This is how a job search

becomes capital instead of just a yes.
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Convert the offer into income, capital, and status
Getting hired is the start of the economic project. The first 90 days of money habits decide whether the

job changes your life or just fills the calendar.

A paycheck can vanish into lifestyle within two cycles. Treat the first 90 days as a conversion: income into a floor,

a buffer, and a next move. This is not a get-rich scheme. It is ordinary adult finance applied while the adrenaline is

still high.

Year-one money architecture

01 Write the real monthly net. Use a paycheck calculator for your filing status. Do not budget on gross.

02 List the floor: housing, utilities, transport, food, minimum debt, insurance. If the job does not cover the floor,

it is not a step up.

03 Capture free capital first: employer retirement match is an immediate return. Contribute at least enough to

get all of it as soon as you are eligible.

04 Build a starter emergency fund (even $1,000, then one month of the floor) before upgrading the phone plan.

05 Attack high-interest debt with the leftover, not with optimism.

06 Lag lifestyle by 90 days. The raise is not a restaurant personality.

07 Set a 12-month skills budget: one course, one credential, or one tool that the next job family pays for.

C O N V E R S I O N  M A T H  O N  A  $ 5 6 , 0 0 0  O F F E R  ( I L L U S T R A T I V E ,  U . S . ,  S I N G L E ,  N O

S T A T E  T A X  F O R  S I M P L I C I T Y  O F  T E A C H I N G — R U N  Y O U R  O W N  N U M B E R S )

Gross ~$4,667/month. After federal withholding, FICA, and a 5% 401(k) with a 4% match, net spendable

might land near $3,300–$3,600 depending on benefits. Match is ~$2,240/year of additional capital if you

contribute enough. If you skim $200/month into a high-yield savings account, you have $2,400 plus starting

buffer by month 12—on top of retirement. That is how a job becomes a runway instead of a treadmill. Your

tax situation will differ. Use IRS and payroll tools, not this paragraph, for filing.

Status, used correctly

Status is not clout. It is a searchable title, a company other humans recognize, a body of proof, and a set of people

who will return a message. In month 1, update LinkedIn to the true title. In month 3, add one achievement with a

number you can defend. In month 6, do one internal coffee with a team you may want to join later. Do not become

the person who networks only when they need an escape hatch.
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Optional revenue beyond the W-2

Once the floor is covered and the employer’s policy allows it, the same evidence bank can support a small paid skill:

evening bookkeeping, weekend operations help, tutoring the tool you just mastered, a digital product of your own.

Do not launch a side hustle in week one at the expense of the job that pays the match. Do not steal employer IP. The

job is the engine. The engine comes first.

F I R S T- 9 0 - D A Y S  M O N E Y  P L A N

Monthly net estimate: ________

Floor: ________

Match captured? Y/N  Eligibility date: ________

Emergency fund target: ________  Auto-transfer: ________

High-interest debt payment: ________

Lifestyle lag rule: no new recurring bills for 90 days except ________

Skill investment this year: ________

LinkedIn title update date: ________

D O  T H I S  N O W

Fill the money plan in the Workbook the day the written offer arrives—not after you have spent the

first check.
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The first 90 days after you start
The search is not finished at ‘yes.’ Early proof becomes the next resume. Early relationships become the

next referral.

Keep a private weekly log: what you shipped, whom you helped, what broke, what you learned. That log is the raw

material for your next review, your next resume, and your next interview. Future-you is a client. Feed them.

D O  N O T  G H O S T  T H E  S Y S T E M

Export your tracker and evidence bank. You will search again. Everyone does. The people who suffer are the

ones who delete the machine because they felt lucky this time.

P A R T  0 9

Days 1–30 — Learn the system. Write down how work actually moves. Ask twice as much as you announce.

Deliver reliability: on time, documented, no surprises.

Days 31–60 — Own one visible slice (a report, a queue, a vendor, a Friday close). Write the SOP while you learn it.

Days 61–90 — Propose one small improvement with a before/after. Update your evidence bank with dated proof.

Ask your manager what ‘exceeds’ looks like.
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30-day operating system
A weekly operating system until the offer is in writing. Then a 90-day money plan.

33 The 30-day operating system

34 Weekly dashboard, checklists, and AI guardrails

35 Educational use and limits
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The 30-day operating system
Do not begin with mass applications. Build the system once so every later application gets easier.

Week 1 — Foundation (do not mass-apply)

Week 2 — Apply with quality

Week 3 — Become interview-ready before invitations

Week 4 — Diagnose and improve

Days 1–2: Choose target roles, constraints, recurring skills, compensation floor.

Days 3–4: Build the evidence bank and master resume.

Day 5: Align LinkedIn and email signature.

Days 6–7: Tracker, search sources, 20-company target list, 25 warm names.

Discover a manageable number of strong-fit roles.

Tailor with the keyword method. Timer on.

Verify employer legitimacy. Save the posting.

Selective networking where a genuine connection exists.

8–10 STAR examples, practiced aloud.

Role-knowledge drill on tools you claim.

Camera test and one recorded mock.

Employer research and a written question list.

Review applications → screens → interviews → finals → offers.

Find the weakest conversion point.

Improve one variable: targeting, bullets, stories, networking, or interview technique.

Keep the pipeline moving while decisions are pending.

GET HIRED IN THE AI ERA  ·  PERSONAL FILE COPY 71



A F T E R  D A Y  3 0

The same weekly dashboard repeats until the offer is accepted and the 90-day money plan is running. This is

an operating system, not a 30-day challenge with a trophy.
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Weekly dashboard, checklists, and AI guardrails
Keep the operating system simple enough that you actually use it. Tools live in the Workbook. This

chapter is the printed version.

Weekly review questions

ATS resume checklist

AI guardrails

Interview day

What worked?

Where did the funnel stall?

One improvement next week?

Counts: quality applications, conversations, screens, interviews.

Common headings and readable order.

Important truthful terms appear naturally.

Relevant bullets show capability and scope.

Dates, titles, credentials, and metrics are correct.

Follow the employer’s file and application instructions.

Truth — Did AI invent anything? Remove it.

Voice — Would you naturally say this? Rewrite inflated language.

Evidence — Can you explain every claim under interview pressure?

Privacy — No confidential data in consumer tools. Follow employer AI rules.

24 hours before: time zone, format, link, interviewer names, materials.

Setup: charged devices, camera/mic, quiet, water, notepad.

Content: role priorities, evidence bank, stories, questions.

After: log questions, lessons, follow-up timing while details are fresh.GET HIRED IN THE AI ERA  ·  PERSONAL FILE COPY 73



When AI makes it easier for everyone to produce more applications,

credible evidence becomes more valuable. Do not try to outsmart

hiring technology. Make a truthful case that survives technology and

makes sense to people.
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Educational use and limits
This field manual is general career education. Employer systems, hiring policies, laws, and market

conditions vary. Update your approach as practices evolve.

Designed as a practical 2026 job-search system. Hiring will keep changing. Your edge is not a secret hack. It is a

maintained evidence bank, a quality funnel, and the discipline to tell the truth at a higher resolution than the

people who hit ‘generate’ and hope.

No guarantee — no resume, ATS strategy, AI tool, or interview method can guarantee employment, a

compensation number, or a promotion.

Accuracy — never falsify experience, credentials, identity, work authorization, or application information. That is

not a tactic. It is a career-ending risk and, in some cases, illegal.

AI rules — employers set different rules for AI in applications, assessments, and interviews. Follow the rule in

front of you.

Verify current guidance — follow the specific employer’s instructions and official guidance for your country,

state, and profession (licenses, equal employment, accommodations, tax).

Not legal, tax, or financial advice — the money chapters are educational frameworks. Use a qualified advisor and

official calculators for your situation.

Independent product — STARRY FOXX TRANSFORMS is not affiliated with Workday, Greenhouse, LinkedIn,

HireVue, or any employer named as an example.
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A P P E N D I X  ·  P R I N T A B L E  W O R K B O O K

Worksheets
Fill these on paper or in the live workbook. Same fields. The live app saves on this device; these pages

are for a binder, a café table, or a printed packet you can actually complete.

01 Target Role Card — before you apply to anything.

02 Evidence Bank — facts a model is not allowed to invent.

03 Keyword truth table — yes / related / no, with proof.

04 STAR story cards — practiced aloud, not memorized as a speech.

05 Application tracker — the funnel you can diagnose.

06 Offer matrix and 90-day money plan — convert the yes.

07 Weekly review and 30-day calendar — the operating system.
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Target Role Card
One family. A real floor. Skills that actually recur. Proof you can defend in a room.

R O L E  F A M I LY

T I T L E S  I  W I L L  A P P LY  T O  T H I S  M O N T H

T I T L E S  I  W I L L  I G N O R E  T H I S  M O N T H

C O M P E N S A T I O N  F L O O R  ( T O T A L ) T A R G E T  R A N G E S T R E T C H

L O C A T I O N  /  S C H E D U L E  /  E M P L O Y M E N T  T Y P E  /  T R A V E L

R E C U R R I N G  S K I L L S  ( 8 – 1 2 )

S T R O N G E S T  P R O O F  F O R  E A C H

G A P S  I  W I L L  N O T  F A K E  /  P R O O F  I  W I L L  B U I L D  I N  3 0  D A Y S
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Evidence Bank
One card = one fact. If you cannot defend it in an interview, it does not belong on a resume.

A C H I E V E M E N T

T I T L E

W H A T  H A P P E N E D ,  T O O L S ,  O U T C O M E ,  W H O  C A N  C O N F I R M

P R O J E C T  /  S C O P E

T I T L E

W H A T  H A P P E N E D ,  T O O L S ,  O U T C O M E ,  W H O  C A N  C O N F I R M

C H A L L E N G E  H A N D L E D

T I T L E

W H A T  H A P P E N E D ,  T O O L S ,  O U T C O M E ,  W H O  C A N  C O N F I R M

S K I L L  I N  U S E

T I T L E

W H A T  H A P P E N E D ,  T O O L S ,  O U T C O M E ,  W H O  C A N  C O N F I R M

GET HIRED IN THE AI ERA  ·  PERSONAL FILE COPY 78



W O R K S H E E T  0 3

Keyword truth table
Pull terms from 8–12 real postings. Classify honestly. Related terms get translated — not stuffed.

TERM FROM POSTING YES / RELATED / NO MY EVIDENCE WHERE IT LIVES INTERVIEW EXAMPLE

Yes = you have done this and can talk about it. Related = a real neighbor skill you will name accurately. No = leave it off. Never add a credential because the

posting contains the word.
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STAR story cards
Eight to ten stories covering recovery, conflict, initiative, mistake, collaboration, and a tool you claim.

Story 1

T H E M E  ( R E C O V E R Y,  C O N F L I C T,  I N I T I A T I V E ,  M I S T A K E … )

S I T U A T I O N  —  C O N T E X T,  S T A K E S ,  W H O  W A S  I N V O LV E D

T A S K  —  W H A T  Y O U  O W N E D

A C T I O N  —  W H A T  Y O U  D I D ,  I N  O R D E R

R E S U LT  —  O U T C O M E ,  W H A T  C H A N G E D ,  W H A T  Y O U  L E A R N E D

Story 2

T H E M E  ( R E C O V E R Y,  C O N F L I C T,  I N I T I A T I V E ,  M I S T A K E … )

S I T U A T I O N  —  C O N T E X T,  S T A K E S ,  W H O  W A S  I N V O LV E D

T A S K  —  W H A T  Y O U  O W N E D

A C T I O N  —  W H A T  Y O U  D I D ,  I N  O R D E R

R E S U LT  —  O U T C O M E ,  W H A T  C H A N G E D ,  W H A T  Y O U  L E A R N E D
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STAR story cards — continued

Story 3

T H E M E

S I T U A T I O N

T A S K

A C T I O N

R E S U LT

Story 4

T H E M E

S I T U A T I O N

T A S K

A C T I O N

R E S U LT
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Application tracker
If a stage is empty after 20 targeted applications, you have a diagnosis — not a mystery.

DATE COMPANY ROLE RESUME VER. STAGE FOLLOW-UP OUTCOME

Stages: Saved → Qualified → Applied → Screen → Assessment → Interview → Final → Offer / Rejected / Withdrew. Save the posting. Verify the employer.

Log the version you actually sent.
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Offer matrix
Do not compare base salary in isolation. Score what you will actually live with.

FACTOR WEIGHT 1–5 OFFER A OFFER B NOTES

Suggested factors: base, bonus / OT, benefits & match, schedule / commute, manager & team, growth, stability, work design, commute or remote rules,

one personal non-negotiable.

W A L K - A W A Y  N U M B E R  ( T O T A L  C A S H ) P R E F E R R E D  O F F E R  A N D  W H Y
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First 90 days — money plan
Illustrative framework only. Not tax, legal, or financial advice. Run your own numbers.

M O N T H LY  N E T  ( E S T I M A T E ) F I X E D  F L O O R  ( R E N T,  F O O D ,  T R A N S P O R T,  M I N I M U M S )

E M P L O Y E R  R E T I R E M E N T  M A T C H  —  C A P T U R E  I T E M E R G E N C Y  B U F F E R  T A R G E T

H I G H - I N T E R E S T  D E B T  P L A N S K I L L  /  C R E D E N T I A L  B U D G E T

A U T O M A T I C  T R A N S F E R S  I  W I L L  S E T  I N  W E E K  1

W H A T  T H I S  O F F E R  B U Y S  I N  1 2  M O N T H S  I F  I  D O  N O T  I N F L A T E  L I F E S T Y L E

S T A T U S  /  P R O O F  I  W I L L  C O L L E C T  O N  T H E  J O B  ( P R O J E C T S ,  M E T R I C S ,  N A M E S )
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Weekly review
Every Sunday. One improvement only. The dashboard repeats until the offer is in writing.

W E E K  O F #  A P P L I C A T I O N S #  C O N V E R S A T I O N S #  S C R E E N S  /  I N T E R V I E W S

W H A T  W O R K E D

W H E R E  T H E  F U N N E L  S T A L L E D

T H E  O N E  V A R I A B L E  I  W I L L  C H A N G E  N E X T  W E E K

Possible variables: targeting, bullets, stories, networking, interview technique, follow-up, energy / schedule. Change one. Measure. Repeat.

GET HIRED IN THE AI ERA  ·  PERSONAL FILE COPY 87



W O R K S H E E T  0 9

30-day operating calendar
Week 1 is foundation. Do not mass-apply until the Target Role Card and evidence bank exist.

DAY 01

Target roles + floor

DAY 02

Constraints +

recurring skills

DAY 03

Evidence bank

DAY 04

Master resume

DAY 05

LinkedIn + signature

DAY 06

Tracker + 20 companies

DAY 07

25 warm names

DAY 08

Qualify roles

DAY 09

Tailor application 1

DAY 10

Tailor application 2

DAY 11

Verify + send

DAY 12

Warm outreach only

DAY 13

Tailor application 3

DAY 14

Weekly review

DAY 15

STAR stories 1–4

DAY 16

STAR stories 5–8

DAY 17

Tool / role-knowledge drill

DAY 18

Camera test + mock

DAY 19

Questions you will ask

DAY 20

Employer research

DAY 21

Weekly review

DAY 22

Count the funnel

DAY 23

Find the leak

DAY 24

Fix one variable

DAY 25

Keep pipeline moving

DAY 26

Practice the weak story

DAY 27

Selective applications

DAY 28

Review materials

DAY 29

Dashboard + names

DAY 30

Plan the next month
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S T A R R Y  F O X X  T R A N S F O R M S

When AI makes it easier for everyone to

produce more applications, credible

evidence becomes more valuable. Do not try

to outsmart hiring technology. Make a

truthful case that survives software and

makes sense to people.
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