50+ Job Seekers

Massachusetts Councils on Aging

® ® [ ]

w o w o w 9 Summer St., Suite 306

M)&) Franklin, MA 02038
50plusjobseekers.org
413.200.8546

50+ JOB SEEKERS IN MA

STATEWIDE NETWORKING GROUP

Quick recap

This meeting was a workshop on resume and cover letter writing for job seekers, led by Melody and
Eric with George as co-host. The session focused on using Al tools like ChatGPT and Claude to
enhance resume writing, including identifying keywords from job descriptions and generating concise
bullet points. Melody demonstrated how to leverage Al for resume tailoring and cover letter creation,
emphasizing that while Al tools are helpful assistants, human review and authentic writing are
essential. The presenters addressed common questions about ATS systems, cover letter formatting, and
balancing generic LinkedIn profiles with customized resumes for different job applications. The
workshop concluded with information about upcoming related sessions and a plan to share the
recording and summary materials on the 50plusjobseekers.org website.

Summary
Al Career Coaching Presentation

Melody initiated a discussion about participants' job application experiences, with several participants
sharing their challenges in securing interviews despite multiple applications. The session was set to
continue with interactive elements.

Resume Workshop and AI Tools

Participants shared their current resume readiness status through a poll. The results showed 39% felt
their resume was ready to go, with a 50-50 split between those ready and needing tweaks. Melody and
Eric discussed the importance of using Al tools like ChatGPT or Claude to help identify keywords from
job postings that should be included in resumes to improve ATS system compatibility. Eric
demonstrated how he used ChatGPT to extract relevant keywords from a medical care coordinator job
posting, showing the tool could identify key requirements like healthcare experience, insurance
verification, and electronic health records in just a few seconds.

Resume Bullet Point Optimization

Melody led a discussion on crafting effective resume bullets, emphasizing the importance of being
concise and clear for different audiences. She demonstrated how to use ChatGPT to generate alternative
bullet points and highlighted the tool's ability to adapt content based on the intended audience. The
group also discussed the need to consider the level of the role being applied for and how to effectively
convey relevant experience and achievements in a concise manner.



Resume Bullet Point Refinement Discussion

Melody led a discussion on refining resume bullet points, demonstrating how ChatGPT can help
condense and improve language while maintaining authenticity. The group discussed updating
terminology to avoid dated words like "spearheaded" and "transition," with Eric emphasizing the
importance of using strong action verbs like "drove" while maintaining personal authenticity. Melody
also suggested aligning language with job descriptions to incorporate key keywords, while ensuring the
resume reflects the candidate's natural voice.

AI and Resume Writing Strategies

Melody and Eric discussed the importance of tailoring resumes to specific job applications, using Al
tools as assistants rather than replacements for human review. They explained that resume
professionals, particularly those certified by the Professional Association of Resume Writers and Career
Counselors (CPRW), provide valuable expertise in crafting effective resumes. When asked about using
Al to address skills gaps in job descriptions, Melody advised emphasizing strengths while
demonstrating awareness of desired skills through training or courses, rather than focusing on areas of
lesser experience.

Resume Optimization with Al Tools

Melody led a discussion on resume optimization and Al tools, explaining a recommended flow for
resume development that involves using Al to identify key skills from job descriptions and comparing
resumes against them. She demonstrated how Al can help draft initial resume templates and
emphasized the importance of using the STAR or SMART methods to structure bullet points with clear
actions and results. The session concluded with addressing questions about resume wordiness and
keyword inclusion, with Melody suggesting that while AT tools can be helpful, manual refinement is
needed to create concise, effective resumes.

ATS Resume Optimization Strategies

The discussion focused on resume optimization for ATS systems and hiring managers. Melody advised
that while ATS systems have improved significantly, it's still beneficial to avoid potential issues by not
using columns, headers, or footers. Eric confirmed that while ATS systems can now handle basic
formatting, headers and footers should still be avoided. The group discussed how to balance
authenticity with AT assistance in resume writing, with Melody emphasizing the importance of being
authentic and addressing potential concerns about overqualification directly in the professional
summary or cover letter.

Resume Screening and Al Practices

Melody discussed resume screening practices, noting that large experience gaps can be a red flag for
hiring managers. She addressed the use of Al in resume screening, sharing that 88% of companies are
using Al software to scan and rank resumes, though she hasn't seen significant problems with this
practice. Melody also provided guidance on resume customization, suggesting that candidates present
their experience in a way that demonstrates transferable skills across industries while maintaining
consistency with their LinkedIn profiles.



LinkedIn Profile Optimization Strategies

The group discussed LinkedIn profile optimization, with Melody advising on making profiles more
generic while still conveying personal motivation and expertise. Karen sought advice about describing
freelance consulting work, and the group explored alternative terms like "fractional consultant" as
suggestions. K------ shared her approach to aligning resume qualifications with LinkedIn summaries,
noting how she reflects main keywords in priority order while keeping individual role descriptions
consistent across platforms.

Resume Optimization Strategy Discussion

K------ shared her strategy of using specific job titles as keywords in her resume and LinkedIn profiles
to improve organization and efficiency. Melody discussed the concept of a "Master Resume" as a
comprehensive document that can be customized for different job applications. The group decided to
skip the planned breakout session on cover letters due to time constraints, though Melody explained her
position on cover letters as marketing tools that help candidates showcase their qualifications and
passion for specific roles.

Cover Letter Writing

Melody and Eric discussed effective cover letters, focusing on strategies to start with a strong opening
and the importance of personalizing content. They discussed using Al tools to assist with writing but
emphasized the need to review and edit the output to ensure authenticity. The session covered best
practices for formatting cover letters, including do's and don'ts, and addressed questions about
combining cover letters with resumes for ATS systems. Eric announced that the session recording and
materials would be available on the 50plusjobseekers.org website, including a summary and handouts.



