PurposeWorks

Build Your Al-Powered
Job Search System

A self-guided exercise to find, organize, prioritize, and act on better opportunities

Al should remove administrative work — not replace your judgment. The goal is to spend
more time researching, connecting with people, discerning fit, and pursuing the right
opportunities.

Companion file: PurposeWorks_AI_Job_Search_ToolKkit.xlsx

Estimated setup time: 60—90 minutes. Daily review: 15—30 minutes.



Start Here

This exercise turns the supplied Al job-search workflow into a repeatable system you can run

yourself. You will define your search, expand the titles you monitor, build a target-company list, set up
alerts, establish a priority-scoring method, and configure an Al assistant to help you review
opportunities and job-search email.

What you will finish with: a clear Search Profile, a Target Company watch list, a Priority
Score, job-alert inputs, an Al setup prompt, and a daily action routine.

Before You Begin

0 Download and open the companion Excel workbook.

0 Have your resume and LinkedIn profile available.

0 Know your basic compensation, location, and work-arrangement preferences.

0O Usean Al tool you are comfortable with. Features, plans, connectors, and automation capabilities
vary by product and can change.

0 Do not give an Al system passwords, Social Security numbers, banking information, or other
information it does not need for your jobsearch.

Step 1 — Define Your Search

Open the Search Profile tab. Complete the blue cells before asking Al to search broadly. A good
automation cannot compensate for an unclear target.

Your decisions

Primary target roles — the roles you most want.

Adjacent roles — related titles you would genuinely consider.

Roles to exclude — titles that repeatedly create irrelevant results.

Location and work arrangement — where and how you are willing to work.
Minimum and preferred compensation.

Preferred and avoided industries.

Values and culture priorities.

Must-haves and dealbreakers.

Key strengths and skills you want the next role to use.
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Do not look for “THE perfect career” from an assessment or Al tool. The purpose is to gain
clearer focus so you can make better career decisions and communicate that focus to other
people.



Step 2 — Expand Your Target Titles with Al

The supplied session instructions recommend using Al to expand a small number of target roles into

a broader set of industry titles. That can improve job alerts, but you should approve the list before
using it.
Prompt to use

I am targeting these roles: [PASTE PRIMARY AND ADJACENT ROLES]. Based on
current naming conventions for this kind of work, give me 15—-20 plausible job
titles I should consider using in _job alerts. Group them into Primary, Adjacent,
and Stretch. For each title, explain in one sentence why it belongs. Do not add
titles that materially change the function or seniority I am targeting. Ask me to
approve, reject, or edit the list before we continue.

Update your Search Profile with the titles you approve. Then create job alerts for the most useful
titles on the job boards and career sites you already use.

Step 3 — Build Your Target Company Watch List

Use the Target Companies tab. Start with 15—30 organizations rather than trying to monitor

everything. Include organizations you already know, employers where you have relationships, and
companies that fit your industry, location, mission, or values priorities.

For each company, capture:
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Why you are targeting it.

Its career-page link.

People you know there or people who could introduce you.
Your relationship strength.

The date you last checked the career site.

Any relevant role and your nextaction.

Step 4 — Create the Inputs

The original session workflow relies on several sources feeding opportunities into Al. Set up the

sources that are available to you.

O

LinkedIn: create job alerts for approved target titles. If your Al tool cannot directly access LinkedIn,
email alerts can serve as an input when your email connection is supported.

Job boards: create alerts on the sites that are relevant to your profession, such as Indeed, Dice, or
other specialized boards.

Target companies: bookmark career pages and check them on a repeatable schedule.

Email: if your Al tool supports your email provider and you are comfortable connecting it, job alerts
and recruiter outreach can be summarized into actions.

Other services: connect only supported services that are useful to your search. Do not assume
every application will connect to every Al product.

A connector is optional. The system still works if you manually paste opportunities or add
them to the workbook.



Step 5 — Set Your Priority Score

Open Scoring Setup. The workbook begins with seven criteria totaling 100 points. Change the
weights if your priorities differ.

Criteria Starting Weight What It Measures

Role / title fit 25 How closely the opportunity matches your target roles.
Skills / experience fit 20 How well your experience maps to the role.

: . How well pay aligns with your minimum and preferred
Compensation fit 15 compensation.
Location / work arrangement 10 Location, commute, remote/hybrid/on-site fit.
Target company 10 Whether the employer is on your intentional watch list.
Industry fit 5 Alignment with industries you prefer.
Values / culture alignment 15 Evidence of alignment with your stated values and culture

priorities.

Total 100

For each opportunity, rate each criterion from O to 100. The workbook applies your weights and
calculates the Priority Score automatically. A score of 80+ means “review this first,” not “this is the
right job.”



Step 6 — Configure Your Al Assistant

Create a dedicated project, workspace, or conversation for your job search if your Al tool offers that
feature. Attach the blank PurposeWorks workbook if the tool can work with spreadsheets. Then use the
setup prompt below.

Master setup prompt:

You are my job-search research and organization assistant. Help me find,
organize, and prioritize opportunities, but do not make career decisions for me
and do not apply to jobs without my explicit approval.

First, review my Search Profile and Scoring Setup. If information required to run
the workflow is missing or ambiguous, ask me one question at a time
until the profile is usable.

When reviewing opportunities, duplicate them and capture: date found, source,
title, company, location, work arrangement, compensation when stated,
application URL, and useful notes. Rate each opportunity from 0-100 on the
seven criteria in my Scoring Setup and explain the evidence for the ratings. Do
not invent salary, culture, values, location, requirements, or company facts.
Mark unknown information as unknown.

Use my weights to calculate a Priority Score. Treat 80+ as High Priority, 60 — 79
as Medium Priority, and below 60 as Review/Lower Priority. The score only
prioritizes my attention.

Also identify a practical next action: research, find a connection, contact
someone, apply, follow up, or skip. When possible, prioritize relationship-
building and targeted outreach before or alongside an application.

If email access is available, review job-search messages for recruiter outreach,
Jjob alerts, target-company mentions, networking, interview/follow-up items,
and other actionable messages. Summarize the action needed.

At the end of each run, give me a short Daily Brief: (1) the 3—5 opportunities that
deserve attention first and why, (2) people or companies I should contact, (3)
urgent follow-ups, and (4) my recommended next three actions. Ask for my
approval before taking any external action.




Step 7 — Test Before You Automate

Run the workflow manually at least once. Review the results and correct anything that is too broad, too
narrow, or based on weak assumptions. Adjust titles, exclusions, target companies, and scoring weights
before scheduling a recurring run.

o Are the roles actually relevant?

0 Did the system mark unknown information as unknown rather than guessing?
o0 Are duplicate postings removed?

o Are salary and location being interpreted correctly?

o0 Are the highest-scoring jobs truly the ones you want to review first?

0O Are you getting useful networking actions, not just “apply”?

Step 8 — Create Your Daily Routine

REVIEW» DISCERN » RESEARCH» CONNECT » APPLY

Use the Dashboard and Opportunities tabs for a short daily review. The point is not to spend all day
watching job boards. Let the system organize the noise so you can focus on the work that requires a
person.

Action Typical Time Question
Review 5 min What deserves attention today?
Discern + Research 5-10 min Is this actually worth pursuing?
Connect AT i Who can help me learn more or get closer
to the opportunity?
Apply / Follow Up As needed What is the next concrete action?




Optional Reflection

Career transition involves more than matching keywords. Before acting on a high-priority
opportunity, consider:

U Does this work use strengths God has given me?

U Does it move me toward meaningful work and healthy responsibilities?
0 What am I assuming that I should verify?

0 Who is a wise person I can talk with about this opportunity?

[ What is the next faithful action I can take today?

Optional prayer: God, give me wisdom to recognize the right opportunities, courage to take the next
step, patience when the path is unclear, and trust that my identity and purpose are bigger than any
job title. Amen.

Using the Excel Workbook

Start Here: Quick instructions and the PurposeWorks approach.

Search Profile: Your job-search criteria and boundaries.

Scoring Setup: Your seven scoring weights; they must total 100.

Opportunities: Your working list. Enter O—100 ratings; Priority Score calculates automatically.
Target Companies: Your intentional employer watch list and networking relationships.

Inbox Actions: Recruiter messages, alerts, follow-ups, and other email actions.

Dashboard: A simple summary of your pipeline and daily rhythm.

Important Guardrails

O Verify important facts before acting, especially compensation, location, qualifications, deadlines,
and employer information.

Do not let Al invent evidence for values or culture alignment. Look for evidence and talk with
people.

Do not mass-apply simply because automation makes it possible.

Review Al-generated outreach before sending it. Make it sound like you.

Follow the terms and acceptable-use rules of the sites and services you use.

Keep sensitive personal information out of prompts unless it is genuinely required and you are
comfortable sharing it with that service.
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