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The South African Practical AI Prompt Library
for Job Seekers
50 practical GCSE prompts to help you find your next job faster, present yourself with confidence and stand out in a competitive market.
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Welcome
Finding work in South Africa is competitive. Whether you are a first-time job seeker, a graduate, someone re-entering the job market, or an experienced professional between roles, you are often expected to write clearly, present yourself confidently and respond quickly, all while managing rejection, uncertainty and limited time. This guide was created to help job seekers use AI as a practical, everyday tool for the job search, not as a theoretical concept.
The prompts in this guide are designed for real job-seeking tasks: writing a stronger CV, tailoring a cover letter, preparing for an interview, building your LinkedIn profile, negotiating an offer and staying motivated through a long search. They do not replace your own experience, honesty or judgement. They help you organise your thoughts, produce a strong first draft and present yourself more clearly to employers and recruiters.
	Important mindset
AI works best when you treat it like a capable assistant that needs clear instructions. Vague instructions produce vague answers. Clear goals, useful context, relevant source information and clear expectations produce far better results.



What Is the GCSE Framework?
The GCSE Framework is a simple prompt structure that helps you explain what you want from an AI tool. It stands for Goal, Context, Source and Expectation.
	Element
	Meaning
	Why It Matters

	G
	Goal
	What do you want the AI tool to do?

	C
	Context
	What background information does it need?

	S
	Source
	What information, data, notes, documents or examples should it use?

	E
	Expectation
	What should the final answer look like?



Why the GCSE Framework Works
1. Goal: gives the AI tool a clear task instead of leaving it to guess what you want.
1. Context: makes the answer relevant to your background, industry, location and target role.
1. Source: tells the AI what information to use, which reduces generic answers and improves accuracy.
1. Expectation: clarifies the format, tone, level of detail and practical output you need.


How to Use This Prompt Library
1. Choose the prompt that matches the job-search task you are working on.
1. Copy the prompt into your AI tool.
1. Edit the placeholders in square brackets so the prompt reflects your own background, skills and goals.
1. Add any relevant source information, such as your current CV, a job advert, notes from a recruiter or interview questions you have received.
1. Check the response carefully. AI can make mistakes, exaggerate achievements or miss important context.
1. Ask follow-up questions to improve the answer, make it more specific or change the format.
1. Save the versions that work best and keep building your own personal prompt library for the job search.

	Practical reminder
Never paste your ID number, passport number, banking details, physical address or other sensitive personal information into an AI tool. Employers and recruiters only need this information through secure, verified channels, not through an AI chat window.



Tips for Better AI Results
1. Be specific about your industry, role level, qualifications and location.
1. Use real details where possible: years of experience, qualifications, key achievements, tools and systems you know.
1. Ask for tables, checklists, scripts or structured drafts when you need something practical.
1. Ask the AI to challenge weak points in your CV, application or answers, and to suggest improvements.
1. Refine weak answers by saying what is missing, what sounds generic, or what needs to be more specific to you.
1. Use your judgement. AI is a support tool, not a substitute for honesty about your own skills and experience.


Tips for Safe and Effective AI Use
AI can be a powerful job-search tool, but it works best inside sensible guardrails. Keep these principles in mind every time you use an AI tool to support your job search.
Protect your personal information
1. Never paste your ID number, passport number, banking details or home address into a public AI tool.
1. Be cautious about pasting full contact details of referees without their permission.
Check every output before you use it
1. AI can produce confident-sounding content that is inaccurate, generic or simply wrong. Always verify dates, job titles, qualifications and figures before submitting anything.
1. Treat AI output as a first draft. Read it critically, correct it and add your own voice before it goes to an employer or recruiter.
Never fabricate or exaggerate
1. Use AI to phrase your real experience more clearly, never to invent qualifications, dates, titles or achievements you do not have.
1. Misrepresenting your CV or interview answers can disqualify you later in the process, even after you have been offered a role.
Keep your own voice
1. Edit AI-generated CVs, letters and messages so they sound like you, not like a generic template that every other applicant may also be using.
1. Interviewers can usually tell when answers sound rehearsed word-for-word from an AI tool. Use AI to prepare, not to script every sentence.
Manage your accounts and information sensibly
1. Be selective about which AI tools you use for sensitive job-search information, and understand the privacy settings of the tool.
1. Keep a record of the CV versions, cover letters and prompts you have used for each application, in case you need to refer back to them.

	Golden rule
AI produces a first draft. You produce the final answer. Your name, and your reputation with this employer, go on it. Always own the result.




The Job Seekers Prompt Library
The following 50 prompts are grouped into 10 practical job-search areas. They are written for South African job seekers and can be adapted to almost any industry, career level and stage of the job search, from first-time applicants to experienced professionals in transition.
	How to customise the prompts
Replace the words in square brackets with your own information. Add more context whenever possible: your industry, experience level, location, qualifications and the specific role or company you are targeting. After the first answer, ask follow-up questions until the output is strong enough to use.



Prompt Library 1: CV and Resume Writing
Use these prompts to build, tailor and strengthen your CV for South African employers and applicant tracking systems.
Prompt 1: Build a Strong CV From Scratch
	COPY, EDIT AND PASTE PROMPT: Build a Strong CV From Scratch
Use this when: you need to create a new, professional CV from your work history and qualifications.
Goal:  Help me build a strong, professional CV.
Context:  I am applying for [type of role] in [industry]. I have [number] years of experience and my highest qualification is [qualification]. My key skills include [list skills].
Source:  Use this work history, education and achievements: [paste details].
Expectation:  Create a clear, well-structured CV with a professional summary, work experience in reverse chronological order, education, skills and achievements. Keep it to 2 pages and use strong action verbs.


Useful follow-up prompts:
1. Create a one-page version for a graduate application.
1. Suggest a stronger professional summary.
1. Identify any gaps or weaknesses in this CV.

Prompt 2: Tailor My CV to a Specific Job Advert
	COPY, EDIT AND PASTE PROMPT: Tailor My CV to a Specific Job Advert
Use this when: you have found a specific vacancy and want your CV to match it more closely.
Goal:  Tailor my CV to match a specific job advert.
Context:  I am applying for the role of [job title] at [company]. The advert requirements are below.
Source:  Here is the job advert: [paste advert]. Here is my current CV: [paste CV].
Expectation:  Rewrite my CV summary and reorder my experience and skills to match the advert's requirements. Highlight the most relevant experience first and suggest keywords from the advert I should include.


Useful follow-up prompts:
1. Create a matching cover letter for this role.
1. Identify any requirements I do not currently meet.
1. Suggest how to address a skills gap in the CV.

Prompt 3: Write Strong Achievement Statements
	COPY, EDIT AND PASTE PROMPT: Write Strong Achievement Statements
Use this when: your CV reads like a list of duties instead of real achievements.
Goal:  Turn my job duties into strong, results-focused achievement statements.
Context:  I worked as [job title] at [company], responsible for [list duties]. Where possible I want to include numbers, results or improvements.
Source:  Use these notes about what I actually did and achieved: [paste notes].
Expectation:  Rewrite each duty as an achievement statement using an action verb, what I did, and the result or impact, including numbers where possible. Keep each statement to one line.


Useful follow-up prompts:
1. Create 3 versions of each statement, from simple to more senior in tone.
1. Suggest which achievements to remove as less relevant.
1. Turn these into LinkedIn experience bullet points.

Prompt 4: Get My CV Past Applicant Tracking Systems
	COPY, EDIT AND PASTE PROMPT: Get My CV Past Applicant Tracking Systems
Use this when: you are applying online and want your CV to be picked up by screening software.
Goal:  Help my CV perform better in applicant tracking systems (ATS).
Context:  I am applying for [job title] roles, mostly through online portals and company websites. My CV is currently formatted as [describe current format].
Source:  Here is my current CV text: [paste CV]. Here is a sample job advert I am targeting: [paste advert].
Expectation:  Identify formatting or content issues that may cause ATS problems, suggest keyword improvements based on the advert, and provide an ATS-friendly version of my CV in plain text.


Useful follow-up prompts:
1. Create a keyword checklist for this type of role.
1. Suggest a simple, ATS-safe CV layout.
1. Identify keywords I am missing compared to 3 similar adverts.

Prompt 5: Explain a Career Gap on My CV
	COPY, EDIT AND PASTE PROMPT: Explain a Career Gap on My CV
Use this when: you have a gap in employment and need to present it professionally.
Goal:  Help me explain a career gap on my CV and in applications professionally.
Context:  I had a gap of [length of time] between [dates] due to [reason, e.g. caregiving, studying, retrenchment, health, relocation]. During this time I [describe any activity, learning or informal work].
Source:  Use these notes about the gap and what I did during it: [paste notes].
Expectation:  Suggest a short, honest and confident way to present this gap on my CV and in interviews, without over-explaining or sounding defensive. Include a CV wording option and a spoken version for interviews.


Useful follow-up prompts:
1. Make the explanation shorter for a cover letter.
1. Create a confident spoken answer for 'walk me through your CV'.
1. Suggest how to frame skills gained during this time.



Prompt Library 2: Cover Letters and Job Applications
Use these prompts to write compelling cover letters and complete online applications more efficiently.
Prompt 6: Write a Tailored Cover Letter
	COPY, EDIT AND PASTE PROMPT: Write a Tailored Cover Letter
Use this when: you need a strong cover letter for a specific role and company.
Goal:  Write a tailored, professional cover letter for a specific job application.
Context:  I am applying for [job title] at [company]. I found out about the role through [source]. My strongest relevant experience is [experience].
Source:  Here is the job advert: [paste advert]. Here is my CV or background notes: [paste details].
Expectation:  Write a concise cover letter (under 400 words) with a strong opening, 2-3 relevant achievements linked to the role, and a confident closing with a call to action. Match the tone to a South African professional context.


Useful follow-up prompts:
1. Make this shorter for an online application text box.
1. Create a version with a warmer, more personal tone.
1. Suggest a strong opening line that avoids clichés.

Prompt 7: Write a Speculative Application Letter
	COPY, EDIT AND PASTE PROMPT: Write a Speculative Application Letter
Use this when: you want to apply to a company that has not advertised a vacancy.
Goal:  Write a speculative application letter to a company that has no advertised vacancy.
Context:  I am interested in working at [company] in [industry]. My target role or department is [role/department]. I believe I can add value because [reasons].
Source:  Use this background about my experience and interest in the company: [paste details].
Expectation:  Write a confident, respectful speculative letter that shows genuine interest in the company, highlights relevant value I could add, and requests a short conversation. Keep it under 300 words.


Useful follow-up prompts:
1. Create a shorter LinkedIn message version.
1. Draft a follow-up message to send after 2 weeks.
1. Suggest which department or person to address this to.

Prompt 8: Answer Common Application Form Questions
	COPY, EDIT AND PASTE PROMPT: Answer Common Application Form Questions
Use this when: an online application asks open-ended questions such as 'why do you want this role'.
Goal:  Help me answer common job application form questions clearly and honestly.
Context:  I am applying for [job title] at [company]. The application asks: [paste the specific questions].
Source:  Use this background about my experience, motivation and fit for the role: [paste notes].
Expectation:  Draft clear, honest answers to each question within any stated word or character limits. Keep the tone confident, specific and free of generic phrases.


Useful follow-up prompts:
1. Make the answers more concise for a character-limited field.
1. Suggest a stronger answer to the weakest question.
1. Create a version with more South African context and examples.

Prompt 9: Follow Up on a Job Application
	COPY, EDIT AND PASTE PROMPT: Follow Up on a Job Application
Use this when: you have applied for a role and have not heard back after a reasonable time.
Goal:  Draft a polite follow-up message after submitting a job application.
Context:  I applied for [job title] at [company] on [date]. I have not received a response. I want to check on the status without seeming pushy.
Source:  Use these details about the application and any contact I already have: [paste notes].
Expectation:  Write a short, professional follow-up email and a shorter LinkedIn or WhatsApp version, both polite, confident and easy to respond to.


Useful follow-up prompts:
1. Create a second follow-up for two weeks later.
1. Suggest the best channel to use for this company.
1. Draft a message asking for feedback after a rejection.

Prompt 10: Organise My Job Applications
	COPY, EDIT AND PASTE PROMPT: Organise My Job Applications
Use this when: you are applying to multiple roles and losing track of progress.
Goal:  Help me organise and track my job applications.
Context:  I am applying for [number] roles per week across [industries/roles]. I currently track applications using [method, or none].
Source:  Use this list of current applications and their status: [paste list].
Expectation:  Create a simple tracking system with columns for company, role, date applied, status, next action and follow-up date. Suggest a weekly review routine to keep it updated.


Useful follow-up prompts:
1. Create this as a spreadsheet layout.
1. Suggest a weekly job-search schedule.
1. Identify which applications need a follow-up this week.



Prompt Library 3: Job Search Strategy and Job Boards
Use these prompts to search more effectively, target the right roles and use South African job boards and channels well.
Prompt 11: Build a 30-Day Job Search Plan
	COPY, EDIT AND PASTE PROMPT: Build a 30-Day Job Search Plan
Use this when: you need a structured, practical plan to organise your job search.
Goal:  Create a practical 30-day job search plan.
Context:  I am looking for [type of role] in [industry/location]. I can commit [hours] per week to my search. My biggest challenges are [challenges].
Source:  Use this background about my experience, target roles and current activity: [paste notes].
Expectation:  Create a 30-day plan with weekly goals, daily activities, target number of applications, networking actions and progress checkpoints. Keep it realistic and practical.


Useful follow-up prompts:
1. Turn this into a daily checklist.
1. Create a version for someone job-searching part-time while employed.
1. Suggest how to measure progress beyond just applications sent.

Prompt 12: Identify the Right Job Boards and Channels
	COPY, EDIT AND PASTE PROMPT: Identify the Right Job Boards and Channels
Use this when: you are not sure where to focus your search effort.
Goal:  Identify the most effective job search channels for my situation.
Context:  I am looking for [type of role] in [industry] in [location in South Africa]. My experience level is [entry-level/mid-level/senior].
Source:  Use this background about my industry, role level and location: [paste notes].
Expectation:  Recommend the most relevant South African job boards, recruitment agencies, LinkedIn strategies, company career pages and industry-specific channels for my situation, ranked by likely effectiveness.


Useful follow-up prompts:
1. Create a weekly routine for checking these channels.
1. Suggest recruitment agencies that specialise in this field.
1. Identify which channels are best for entry-level roles.

Prompt 13: Set Realistic Job Search Targets
	COPY, EDIT AND PASTE PROMPT: Set Realistic Job Search Targets
Use this when: you want to understand how much search activity is realistic and needed.
Goal:  Help me set realistic weekly job search targets.
Context:  I am looking for [type of role] in [industry]. The market for this role is currently [describe: competitive, limited, growing]. I can commit [hours] per week.
Source:  Use this background about my situation and time available: [paste notes].
Expectation:  Suggest realistic weekly targets for applications, networking contacts, follow-ups and skill-building activity, and explain how to adjust these targets over time based on response rates.


Useful follow-up prompts:
1. Create a simple weekly tracking table.
1. Suggest what to do if response rates are very low.
1. Create a monthly review checklist.

Prompt 14: Research a Target Company Before Applying
	COPY, EDIT AND PASTE PROMPT: Research a Target Company Before Applying
Use this when: you want to apply with informed, specific knowledge about a company.
Goal:  Help me research a company before I apply for a role there.
Context:  I am considering applying to [company] for [job title]. I want to understand their business, culture and current priorities.
Source:  Use any information I already have: [paste notes, website content or news links].
Expectation:  Summarise what a candidate should know about the company's products or services, recent news, culture and likely priorities for this role, and suggest 3 ways to reference this knowledge in my application.


Useful follow-up prompts:
1. Create interview questions to ask based on this research.
1. Draft a cover letter line referencing this research.
1. Identify any risks or concerns about this company.

Prompt 15: Decide Whether to Apply for a Stretch Role
	COPY, EDIT AND PASTE PROMPT: Decide Whether to Apply for a Stretch Role
Use this when: you see a role that is slightly beyond your current experience level.
Goal:  Help me decide whether to apply for a role that stretches beyond my current experience.
Context:  The role is [job title] and requires [requirements]. My current experience covers [describe overlap and gaps].
Source:  Use the job advert and my background: [paste advert and experience notes].
Expectation:  Assess how strong a match I am, identify genuine gaps versus perceived gaps, and recommend whether to apply, how to address the gaps in my application, or what to do first to close them.


Useful follow-up prompts:
1. Create application wording that addresses the gap confidently.
1. Suggest a short-term way to close the biggest gap.
1. Identify similar, slightly less senior roles to apply for in parallel.



Prompt Library 4: LinkedIn Profile and Personal Branding
Use these prompts to build a strong LinkedIn profile and present yourself consistently online.
Prompt 16: Write a Strong LinkedIn Headline and About Section
	COPY, EDIT AND PASTE PROMPT: Write a Strong LinkedIn Headline and About Section
Use this when: your LinkedIn profile does not clearly show your value to potential employers.
Goal:  Write a strong LinkedIn headline and About section.
Context:  I am a [job title/target role] with [number] years of experience in [industry]. My key strengths are [strengths]. I am currently [employed/seeking opportunities].
Source:  Use this background about my experience and goals: [paste notes or current profile text].
Expectation:  Write a clear, keyword-rich headline and a confident, first-person About section that explains what I do, my strengths and what I am looking for, in a natural South African professional tone.


Useful follow-up prompts:
1. Create 3 headline options to test.
1. Make the About section more concise.
1. Suggest keywords recruiters in this field search for.

Prompt 17: Turn My CV Into LinkedIn Experience Entries
	COPY, EDIT AND PASTE PROMPT: Turn My CV Into LinkedIn Experience Entries
Use this when: your LinkedIn experience section is empty or copied directly from your CV.
Goal:  Turn my CV work experience into strong LinkedIn experience entries.
Context:  My roles include [list job titles and companies]. I want each entry to be readable, achievement-focused and slightly less formal than a CV.
Source:  Here is my CV experience section: [paste CV experience].
Expectation:  Rewrite each role as a LinkedIn-style entry with a short intro line and 3-4 achievement bullet points, using a confident but natural tone suitable for a public profile.


Useful follow-up prompts:
1. Suggest a consistent format to use across all entries.
1. Create a short post announcing I am open to opportunities.
1. Identify which roles need more detail.

Prompt 18: Grow My Professional Network on LinkedIn
	COPY, EDIT AND PASTE PROMPT: Grow My Professional Network on LinkedIn
Use this when: you want to build genuine professional connections, not just add contacts.
Goal:  Create a plan to grow my professional network on LinkedIn.
Context:  I work in or want to move into [industry/role]. My current network is [small/moderate/large]. I want to connect with [type of people, e.g. recruiters, hiring managers, industry peers].
Source:  Use this background about my goals and current network: [paste notes].
Expectation:  Suggest a weekly LinkedIn networking routine, including who to connect with, message templates for connection requests, and how to engage with content without being intrusive.


Useful follow-up prompts:
1. Draft 3 connection request messages for different situations.
1. Suggest how often to post and what to post about.
1. Create a message to reconnect with a former colleague.

Prompt 19: Write a LinkedIn Post About Being Open to Work
	COPY, EDIT AND PASTE PROMPT: Write a LinkedIn Post About Being Open to Work
Use this when: you want to let your network know you are job-seeking without sounding desperate.
Goal:  Write a confident LinkedIn post announcing that I am open to new opportunities.
Context:  I am looking for [type of role] in [industry]. My strongest experience is [experience]. I want the tone to be professional and confident, not apologetic.
Source:  Use this background about my experience and target roles: [paste notes].
Expectation:  Write a short, confident LinkedIn post that states what I am looking for, highlights relevant strengths, and includes a clear call to action for people to reach out or share the post.


Useful follow-up prompts:
1. Create a shorter version for a status update.
1. Suggest 3 relevant hashtags for this industry.
1. Draft a comment reply for someone who offers to help.

Prompt 20: Align My CV and LinkedIn Profile
	COPY, EDIT AND PASTE PROMPT: Align My CV and LinkedIn Profile
Use this when: your CV and LinkedIn profile tell slightly different or inconsistent stories.
Goal:  Check that my CV and LinkedIn profile are consistent and aligned.
Context:  I want my job titles, dates, achievements and overall story to match across both, while allowing LinkedIn to be slightly less formal.
Source:  Here is my CV: [paste CV]. Here is my current LinkedIn About and experience text: [paste LinkedIn text].
Expectation:  Identify any inconsistencies in dates, titles or achievements between the two, and suggest corrected wording for both documents so they tell one consistent, credible story.


Useful follow-up prompts:
1. Suggest which document to treat as the source of truth.
1. Create a checklist to keep both updated going forward.
1. Identify any red flags a recruiter might notice.



Prompt Library 5: Interview Preparation
Use these prompts to prepare for interviews, practise answers and follow up professionally afterwards.
Prompt 21: Prepare for a First-Round Interview
	COPY, EDIT AND PASTE PROMPT: Prepare for a First-Round Interview
Use this when: you have an upcoming interview and want to prepare thoroughly.
Goal:  Help me prepare for an upcoming job interview.
Context:  I am interviewing for [job title] at [company]. The interview format is [phone/video/in-person/panel]. My relevant experience includes [experience].
Source:  Here is the job advert and any information I have about the interviewer or process: [paste details].
Expectation:  Create a preparation plan with likely questions, strong answer structures, questions to ask the interviewer, and a short summary of key points I want to make sure I mention.


Useful follow-up prompts:
1. Create model answers using the STAR method.
1. Suggest questions specific to this company.
1. Create a checklist for the day before the interview.

Prompt 22: Practise Answering Behavioural Interview Questions
	COPY, EDIT AND PASTE PROMPT: Practise Answering Behavioural Interview Questions
Use this when: you struggle to structure clear answers to 'tell me about a time when' questions.
Goal:  Help me prepare strong answers to behavioural interview questions using real examples.
Context:  I am interviewing for [job title]. Common behavioural questions for this type of role include [list questions, or ask AI to suggest them].
Source:  Use these real examples from my work experience: [paste examples or situations].
Expectation:  Structure my examples using the STAR method (Situation, Task, Action, Result), keep each answer to about 90 seconds when spoken, and suggest which example best fits each likely question.


Useful follow-up prompts:
1. Create a shorter version of each answer.
1. Suggest a follow-up point if the interviewer asks 'what would you do differently'.
1. Create 3 more examples from different parts of my experience.

Prompt 23: Prepare Answers About Salary and Availability
	COPY, EDIT AND PASTE PROMPT: Prepare Answers About Salary and Availability
Use this when: you want to answer practical questions about salary expectations and notice period confidently.
Goal:  Help me prepare confident answers to questions about salary expectations and availability.
Context:  My current or most recent salary is R[amount]. My expected salary range is R[range]. My notice period is [notice period].
Source:  Use this background and any research I have on market rates for this role: [paste notes].
Expectation:  Suggest confident, professional ways to answer salary and availability questions without underselling myself or overcommitting, including how to handle a direct request for an exact number.


Useful follow-up prompts:
1. Suggest how to research a fair market salary for this role.
1. Create a response if I am asked to name a number first.
1. Draft a follow-up email confirming availability after an offer.

Prompt 24: Prepare Questions to Ask the Interviewer
	COPY, EDIT AND PASTE PROMPT: Prepare Questions to Ask the Interviewer
Use this when: you want to ask thoughtful questions that show genuine interest and help you evaluate the role.
Goal:  Help me prepare strong questions to ask at the end of my interview.
Context:  I am interviewing for [job title] at [company]. I want to understand the role, team, growth path and company direction better.
Source:  Use this background about what matters most to me in this decision: [paste notes].
Expectation:  Suggest 8-10 thoughtful questions covering the role, team, success measures, growth opportunities and company direction, and flag any questions better saved for after an offer.


Useful follow-up prompts:
1. Rank these questions by priority if time is limited.
1. Suggest which questions to avoid at first-round stage.
1. Create a short list to bring in writing to the interview.

Prompt 25: Send a Post-Interview Thank You Message
	COPY, EDIT AND PASTE PROMPT: Send a Post-Interview Thank You Message
Use this when: you want to follow up professionally after an interview.
Goal:  Draft a professional thank-you message after a job interview.
Context:  I interviewed for [job title] at [company] with [interviewer name/role] on [date]. Key points from the conversation were [points].
Source:  Use these notes from the interview: [paste notes].
Expectation:  Write a short, genuine thank-you email that references specific points from the conversation, restates my interest and adds any relevant point I did not get to make.


Useful follow-up prompts:
1. Create a shorter version for a WhatsApp or LinkedIn message.
1. Draft a follow-up if I have not heard back after a week.
1. Suggest what to say if I received a rejection instead.



Prompt Library 6: Skills Development and Upskilling
Use these prompts to identify skill gaps, plan learning and present new skills credibly to employers.
Prompt 26: Identify My Skills Gaps for a Target Role
	COPY, EDIT AND PASTE PROMPT: Identify My Skills Gaps for a Target Role
Use this when: you want to understand what is missing between your current skills and a target role.
Goal:  Identify the skills gaps between my current experience and my target role.
Context:  My target role is [job title] in [industry]. My current skills and experience include [list skills].
Source:  Use this job advert or role description: [paste advert]. Use my current skills: [paste skills].
Expectation:  Compare my current skills against the role requirements, identify genuine gaps, and rank them by importance and how quickly each could realistically be closed.


Useful follow-up prompts:
1. Suggest free or low-cost ways to close the top gap.
1. Create a 90-day skills development plan.
1. Identify transferable skills I may be undervaluing.

Prompt 27: Create a Practical Upskilling Plan
	COPY, EDIT AND PASTE PROMPT: Create a Practical Upskilling Plan
Use this when: you know what you need to learn and want a structured plan to learn it.
Goal:  Create a practical, affordable upskilling plan for my job search.
Context:  I want to develop skills in [skill area] to qualify for [target role]. I have [hours] per week available and a budget of about R[amount].
Source:  Use these notes on what I already know and what I want to learn: [paste notes].
Expectation:  Create a 90-day learning plan with weekly topics, recommended free or low-cost South African and international resources, practice projects, and a way to show progress on my CV and LinkedIn.


Useful follow-up prompts:
1. Suggest a portfolio project to demonstrate this skill.
1. Create a certificate or course shortlist to research.
1. Suggest how to describe this new skill before I finish learning it.

Prompt 28: Present Self-Taught or Informal Skills Credibly
	COPY, EDIT AND PASTE PROMPT: Present Self-Taught or Informal Skills Credibly
Use this when: you have skills from informal learning, side projects or unpaid experience.
Goal:  Help me present self-taught or informally gained skills credibly to employers.
Context:  I learned or practised [skill] through [self-study, volunteering, freelance work, family business, community project]. I have not used it in a formal paid role yet.
Source:  Use this background about how I gained and used this skill: [paste notes].
Expectation:  Suggest honest, confident wording for my CV, LinkedIn and interview answers that presents this experience credibly without overstating my level, and suggest how to demonstrate it with evidence.


Useful follow-up prompts:
1. Create a portfolio description for this experience.
1. Suggest interview answers if I am asked to prove this skill.
1. Identify where on my CV this should appear.

Prompt 29: Choose Between Two Learning or Certification Options
	COPY, EDIT AND PASTE PROMPT: Choose Between Two Learning or Certification Options
Use this when: you are deciding between two courses, certifications or learnerships.
Goal:  Help me decide between two learning or certification options for my career goals.
Context:  My target role is [target role]. Option 1 is [describe option 1: cost, duration, provider, recognition]. Option 2 is [describe option 2].
Source:  Use these details about both options and my constraints: [paste notes].
Expectation:  Compare both options on cost, time, recognition by employers in this field, and likely impact on my job search, and recommend which to pursue or whether to do a shorter option first.


Useful follow-up prompts:
1. Suggest questions to ask the training provider before enrolling.
1. Identify SETA-accredited alternatives if relevant.
1. Create a plan to fund this option affordably.

Prompt 30: Turn a Course or Certificate Into CV Content
	COPY, EDIT AND PASTE PROMPT: Turn a Course or Certificate Into CV Content
Use this when: you have completed training and want to reflect it properly on your CV.
Goal:  Turn a completed course or certificate into strong CV and LinkedIn content.
Context:  I completed [course/certificate name] through [provider] in [month/year]. It covered [topics].
Source:  Use this course information and how I have applied it since: [paste notes].
Expectation:  Write a CV entry and a LinkedIn 'Licenses & Certifications' description, plus one sentence I can use in interviews to explain what I learned and how I have used it.


Useful follow-up prompts:
1. Suggest how prominently to feature this on my CV.
1. Create a short LinkedIn post announcing the certificate.
1. Suggest a follow-up skill to build on this one.



Prompt Library 7: Networking and Referrals
Use these prompts to build professional relationships and use your network effectively and respectfully.
Prompt 31: Ask My Network for Help or Introductions
	COPY, EDIT AND PASTE PROMPT: Ask My Network for Help or Introductions
Use this when: you want to ask contacts for help without feeling awkward or one-sided.
Goal:  Draft a message asking my professional network for help with my job search.
Context:  I am looking for [type of role] in [industry]. I want to ask [contact/type of contact] for [advice, an introduction, information about their company].
Source:  Use this background about my relationship with this contact and what I am hoping for: [paste notes].
Expectation:  Write a short, respectful message that is specific about what I am asking for, makes it easy for them to help, and does not put pressure on them. Include a version for close contacts and a version for weaker connections.


Useful follow-up prompts:
1. Create a thank-you message if they help me.
1. Draft a message to a contact I have not spoken to in years.
1. Suggest how to follow up if I do not hear back.

Prompt 32: Prepare for a Networking Event or Career Fair
	COPY, EDIT AND PASTE PROMPT: Prepare for a Networking Event or Career Fair
Use this when: you are attending an event and want to make the most of it.
Goal:  Help me prepare for a networking event or career fair.
Context:  The event is [event name/type] focused on [industry/purpose]. My goal is to [meet employers, learn about companies, find opportunities in a specific field].
Source:  Use this background about the event and my goals: [paste notes].
Expectation:  Create a short personal introduction (30 seconds), 5 good questions to ask employers or recruiters, and a simple plan for following up with people I meet.


Useful follow-up prompts:
1. Create a version of my introduction for a virtual event.
1. Draft a follow-up message template to send afterwards.
1. Suggest what to bring or prepare in advance.

Prompt 33: Write a Strong Personal Introduction (Elevator Pitch)
	COPY, EDIT AND PASTE PROMPT: Write a Strong Personal Introduction (Elevator Pitch)
Use this when: you need a clear, confident way to introduce yourself in professional settings.
Goal:  Write a clear, confident personal introduction for professional situations.
Context:  I am a [role/target role] with experience in [area]. I want an introduction I can use at networking events, interviews and on calls with recruiters.
Source:  Use this background about my experience, strengths and goals: [paste notes].
Expectation:  Write a 20-30 second spoken introduction and a slightly longer written version, both confident, specific and easy to say naturally without sounding rehearsed.


Useful follow-up prompts:
1. Create a shorter version for a quick introduction.
1. Create a version aimed at a recruiter rather than a peer.
1. Suggest how to adapt this for different industries.

Prompt 34: Reconnect With a Former Colleague or Manager
	COPY, EDIT AND PASTE PROMPT: Reconnect With a Former Colleague or Manager
Use this when: you want to reach out to someone from a previous role for advice, a reference or a lead.
Goal:  Draft a message to reconnect with a former colleague or manager.
Context:  I worked with [name/role] at [company] between [dates]. We have not been in touch since [approximate time]. I would like to [reconnect generally, ask for advice, ask for a reference, ask about opportunities].
Source:  Use this background about our working relationship: [paste notes].
Expectation:  Write a warm, genuine message that reconnects naturally before making any request, and a second version that includes a specific, low-pressure ask.


Useful follow-up prompts:
1. Create a version for LinkedIn versus email.
1. Draft a message asking them to be a reference.
1. Suggest how to phrase the ask if this person is now senior.

Prompt 35: Ask Someone to Be a Reference
	COPY, EDIT AND PASTE PROMPT: Ask Someone to Be a Reference
Use this when: you need to ask a former manager, colleague or client to act as a reference.
Goal:  Draft a message asking someone to act as a reference for my job applications.
Context:  I would like to list [name/role] as a reference for roles in [industry]. Our working relationship was [describe relationship and dates].
Source:  Use this background about our working relationship and what they could speak to: [paste notes].
Expectation:  Write a respectful message asking permission to list them as a reference, briefly reminding them of our working relationship, and offering to share my CV or target roles for context.


Useful follow-up prompts:
1. Draft a message giving them context before a specific call.
1. Create a thank-you message after they agree.
1. Suggest what information to prepare for them in advance.



Prompt Library 8: Salary Negotiation and Job Offers
Use these prompts to research fair pay, respond to offers professionally and negotiate with confidence.
Prompt 36: Research a Fair Salary Range for a Role
	COPY, EDIT AND PASTE PROMPT: Research a Fair Salary Range for a Role
Use this when: you need to understand what a role should reasonably pay before negotiating.
Goal:  Help me estimate a fair salary range for a specific role.
Context:  The role is [job title] in [industry] based in [location]. My experience level is [junior/mid/senior] with [number] years of relevant experience.
Source:  Use any salary information I already have, such as previous offers, job adverts or market research: [paste notes].
Expectation:  Suggest a reasonable salary range for this role and experience level in the South African market, explain the factors that affect it, and suggest how to verify the range with further research.


Useful follow-up prompts:
1. Suggest where to find reliable South African salary data.
1. Create talking points if my expectation is above the range.
1. Suggest how benefits and total package affect this range.

Prompt 37: Respond to a Salary Offer
	COPY, EDIT AND PASTE PROMPT: Respond to a Salary Offer
Use this when: you have received an offer and want to respond thoughtfully rather than immediately.
Goal:  Draft a professional response to a job offer before accepting or negotiating.
Context:  I received an offer for [job title] at [company] with a salary of R[amount] and start date of [date]. I need [time] to consider it properly.
Source:  Use these details of the offer: [paste offer details].
Expectation:  Write a professional message thanking them for the offer and requesting a short, reasonable amount of time to review it, without appearing uncommitted.


Useful follow-up prompts:
1. Draft a version that also asks a clarifying question about the package.
1. Create a message to negotiate the salary.
1. Draft a message to formally accept the offer.

Prompt 38: Negotiate a Salary or Package
	COPY, EDIT AND PASTE PROMPT: Negotiate a Salary or Package
Use this when: you believe the offer is below market value or below your requirements.
Goal:  Help me negotiate a salary or benefits package professionally.
Context:  I was offered R[amount] for [job title] at [company]. Based on my research, a fair range is R[range]. My key negotiation points are [points, e.g. experience, other offers, cost of relocation].
Source:  Use these details about the offer and my reasoning: [paste notes].
Expectation:  Suggest a confident, respectful negotiation approach with a specific counter-offer, reasoning to support it, and language that keeps the relationship positive regardless of the outcome.


Useful follow-up prompts:
1. Create a script for a phone or video negotiation call.
1. Suggest what to negotiate for if salary cannot move.
1. Draft a message accepting a revised offer.

Prompt 39: Compare Two Job Offers
	COPY, EDIT AND PASTE PROMPT: Compare Two Job Offers
Use this when: you are deciding between two offers and need a clear-headed comparison.
Goal:  Help me compare two job offers and decide which to accept.
Context:  Offer 1 is [job title, company, salary, benefits, location]. Offer 2 is [job title, company, salary, benefits, location]. My priorities are [priorities, e.g. growth, stability, salary, culture].
Source:  Use these details about both offers and what matters most to me: [paste notes].
Expectation:  Create a comparison table across salary, benefits, growth potential, stability, commute, culture fit and risk, and provide a balanced recommendation based on my stated priorities.


Useful follow-up prompts:
1. Suggest questions to ask before deciding.
1. Draft a polite decline message for the offer I do not accept.
1. Create a pros and cons summary I can share with a mentor.

Prompt 40: Decline a Job Offer Professionally
	COPY, EDIT AND PASTE PROMPT: Decline a Job Offer Professionally
Use this when: you need to turn down an offer without damaging the relationship.
Goal:  Draft a professional message declining a job offer.
Context:  I am declining the offer for [job title] at [company] because [reason, kept general and professional].
Source:  Use these details about the offer and the relationship so far: [paste notes].
Expectation:  Write a brief, gracious message that thanks them for the opportunity, declines clearly, and leaves the door open for future contact, without over-explaining my reasons.


Useful follow-up prompts:
1. Create a version to say in a phone call instead of email.
1. Draft a message asking to stay in touch for future roles.
1. Suggest what feedback to request, if any.



Prompt Library 9: Career Change and Career Planning
Use these prompts to think through a career change, transferable skills and a longer-term career direction.
Prompt 41: Explore a Career Change Direction
	COPY, EDIT AND PASTE PROMPT: Explore a Career Change Direction
Use this when: you are unsure what direction to move in next.
Goal:  Help me explore realistic career change directions based on my background.
Context:  My current or most recent role is [job title] in [industry]. I am considering moving into [target field, or 'not sure yet']. My priorities are [priorities, e.g. income, meaning, flexibility, growth].
Source:  Use this background about my experience, skills and interests: [paste notes].
Expectation:  Suggest 3-5 realistic career directions based on my background and priorities, with the pros, cons, likely retraining needs and first practical step for each.


Useful follow-up prompts:
1. Rank these directions by ease of transition.
1. Create a research plan for the most promising direction.
1. Suggest people or roles I could speak to for more insight.

Prompt 42: Identify My Transferable Skills
	COPY, EDIT AND PASTE PROMPT: Identify My Transferable Skills
Use this when: you are changing industries and need to show how your experience still applies.
Goal:  Identify my transferable skills for a career change into a new industry.
Context:  My current or most recent experience is in [current industry/role]. I want to move into [target industry/role].
Source:  Use this background about my experience and responsibilities: [paste notes].
Expectation:  Identify the skills from my current experience that transfer directly to the target field, explain how to phrase them for that industry, and flag any genuine gaps I should address.


Useful follow-up prompts:
1. Rewrite my CV summary using these transferable skills.
1. Create interview answers explaining my career change.
1. Suggest a bridge role that could ease the transition.

Prompt 43: Explain a Career Change to Employers
	COPY, EDIT AND PASTE PROMPT: Explain a Career Change to Employers
Use this when: you need to answer 'why do you want to change careers' confidently in applications and interviews.
Goal:  Help me explain my career change confidently to employers.
Context:  I am moving from [current field] to [target field] because [genuine reason]. I understand this may raise questions about my commitment or experience.
Source:  Use this background about my reasoning and relevant preparation I have done: [paste notes].
Expectation:  Create a clear, confident explanation for cover letters, CVs and interviews that focuses on genuine motivation, relevant preparation and value I bring, without sounding uncertain or apologetic.


Useful follow-up prompts:
1. Create a shorter version for a cover letter opening.
1. Draft a spoken answer for an interview panel.
1. Suggest how to address concerns about lack of direct experience.

Prompt 44: Build a 12-Month Career Plan
	COPY, EDIT AND PASTE PROMPT: Build a 12-Month Career Plan
Use this when: you want a longer-term, structured view of where your career is heading.
Goal:  Create a practical 12-month career plan.
Context:  My current situation is [describe: employed, unemployed, underemployed]. My goal in 12 months is to [goal]. My main constraints are [time, money, skills, location].
Source:  Use this background about my current situation, strengths and goals: [paste notes].
Expectation:  Create a 12-month plan broken into quarters with skills to build, job-search or networking milestones, and a way to measure progress each quarter.


Useful follow-up prompts:
1. Turn the first quarter into a weekly action plan.
1. Identify the single highest-impact action to start with.
1. Suggest how to adjust this plan if my situation changes.

Prompt 45: Decide Between Employment and Self-Employment
	COPY, EDIT AND PASTE PROMPT: Decide Between Employment and Self-Employment
Use this when: you are weighing up a formal job against freelancing or starting a business.
Goal:  Help me think through employment versus self-employment or freelancing.
Context:  I am considering [formal employment in an industry] versus [freelancing/starting a business in an area]. My financial situation is [describe generally]. My priorities are [stability, income, flexibility, independence].
Source:  Use this background about my situation, skills and risk tolerance: [paste notes].
Expectation:  Compare both paths on income stability, growth potential, risk, time to first income and lifestyle fit, and suggest a low-risk way to test the self-employment option before fully committing.


Useful follow-up prompts:
1. Create a simple financial comparison of both paths.
1. Suggest a part-time or side-project way to test this.
1. Identify support available for new small businesses in South Africa.



Prompt Library 10: Confidence, Motivation and Job-Search Resilience
Use these prompts to manage setbacks, stay motivated and keep a healthy, sustainable approach to a long job search.
Prompt 46: Process a Job Rejection Constructively
	COPY, EDIT AND PASTE PROMPT: Process a Job Rejection Constructively
Use this when: you have been turned down for a role and want to learn from it rather than dwell on it.
Goal:  Help me process a job rejection constructively and identify what to learn from it.
Context:  I was rejected for [job title] at [company] after [stage: application, first interview, final round]. I was told [feedback, or 'no feedback was given'].
Source:  Use these details about the process and any feedback received: [paste notes].
Expectation:  Suggest a constructive way to review the process, questions to ask myself honestly, and 2-3 practical adjustments to make for future applications, without dwelling unnecessarily on the rejection itself.


Useful follow-up prompts:
1. Draft a message asking the employer for feedback.
1. Suggest how to reframe this for my next interview.
1. Create a short personal note to review before my next application.

Prompt 47: Stay Motivated During a Long Job Search
	COPY, EDIT AND PASTE PROMPT: Stay Motivated During a Long Job Search
Use this when: your job search has taken longer than expected and motivation is dropping.
Goal:  Help me stay motivated and productive during a longer-than-expected job search.
Context:  I have been searching for [length of time] for [type of role]. My current routine is [describe routine]. I am finding [specific challenge, e.g. low response rates, repeated rejection, isolation].
Source:  Use this background about my situation and routine: [paste notes].
Expectation:  Suggest a sustainable weekly routine that balances active job searching with skill-building, networking and rest, and include small, realistic ways to track progress and maintain motivation.


Useful follow-up prompts:
1. Suggest how to structure my days to avoid burnout.
1. Create a simple weekly reflection template.
1. Suggest support resources or communities for job seekers.

Prompt 48: Prepare for a High-Pressure Interview With Nerves
	COPY, EDIT AND PASTE PROMPT: Prepare for a High-Pressure Interview With Nerves
Use this when: you feel anxious about an upcoming important interview.
Goal:  Help me prepare mentally and practically for a high-pressure interview.
Context:  I have an important interview for [job title] at [company] on [date]. I tend to feel [describe nerves, e.g. anxious, rushed, forgetful] under pressure.
Source:  Use this background about my preparation so far and specific worries: [paste notes].
Expectation:  Suggest a practical preparation routine for the day before and day of the interview, simple techniques to manage nerves, and a short list of key points to keep in mind if I feel flustered.


Useful follow-up prompts:
1. Create a short checklist for the morning of the interview.
1. Suggest how to recover if I lose my train of thought.
1. Draft a calming note to read beforehand.

Prompt 49: Rebuild Confidence After Retrenchment
	COPY, EDIT AND PASTE PROMPT: Rebuild Confidence After Retrenchment
Use this when: you have recently lost a job and need to rebuild confidence before starting to apply again.
Goal:  Help me rebuild confidence and a plan after being retrenched or losing a role.
Context:  I was in the role of [job title] at [company] for [length of time] before the role ended due to [reason, e.g. retrenchment, restructuring, contract ending].
Source:  Use this background about the role, the reason it ended and my current situation: [paste notes].
Expectation:  Suggest a short, practical plan to process the situation, reframe it honestly for future applications, and take the first concrete steps back into the job market with confidence.


Useful follow-up prompts:
1. Draft how to explain this on my CV and in interviews.
1. Create a first-week action plan to get moving again.
1. Suggest where to check on UIF and other support available.

Prompt 50: Balance Job Searching With Current Employment
	COPY, EDIT AND PASTE PROMPT: Balance Job Searching With Current Employment
Use this when: you are employed but job searching discreetly and need to manage time and risk carefully.
Goal:  Help me manage a discreet job search while still employed.
Context:  I am currently employed as [job title] at [company] and looking for [type of role] elsewhere. I need to manage this without affecting my current job or reputation.
Source:  Use this background about my current role, constraints and target roles: [paste notes].
Expectation:  Suggest a realistic, discreet weekly routine for searching, applying and interviewing without risking my current role, including how to handle interview scheduling and references professionally.


Useful follow-up prompts:
1. Draft a message requesting flexible interview timing.
1. Suggest how to handle references from my current employer.
1. Create a plan for resigning professionally once I accept an offer.



Final Thoughts
AI becomes valuable when it is used consistently on real job-search tasks. The aim is not to let AI apply for jobs on your behalf or answer for you in an interview. The aim is to use it where it saves time, sharpens your presentation, strengthens your confidence or helps you respond more quickly to opportunities.
As you work through this guide, keep building your own prompt library. Save the prompts that work, improve the ones that feel too generic, and adapt them to your industry, experience and the roles you are targeting. Over time, this becomes a practical career asset that you can keep using long after you have found your next role.
	Your next step
Choose one job-search area that matters most right now. Pick three prompts from that section. Use them this week. Refine the outputs, apply them to a real application or interview, and review what changed. Small, consistent use is where the value starts.



About Gen AI Innovation™
This guide is part of the Gen AI Innovation™ Prompt Library Series: practical, sector-specific AI prompt collections created for South African business owners, professionals and job seekers.
Gen AI Innovation™ provides practical AI training, strategic consulting and hands-on workshops that help people and teams turn AI from a buzzword into a daily working habit.
If this guide helped your job search, consider sharing it with a friend, family member or fellow job seeker who could also benefit from a clearer, more confident, AI-supported approach.
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