CESO Al T A
CESO Al CAREER TOOLKIT

HET. mal, IANRERBEER. BigkaRiciR, SHAI
Brainstorming, EIRSTR#)TE. ESRRFE. ETERREHENE,
From job search and interviews to presentations, data work and
meeting notes. Al should support your thinking — helping you
draft faster so you have more time for judgement,
communication, and creativity.

ﬁ ER & BRY (o) EHRE @ ESE O BARENIER

% SAVE TIME ~—! EXPRESS CLEARLY 9% WORK SMARTER ““. DEFINITE JUDGMENT
HIEEE. FRES, EEYR P& CV. EH. [HHREAENEA EENRE. R, ERRE EEEE. LEBSGE. EREL
Organise information, break down Improve CVs, emails, slides and self- Support summaries, tables and Verify information, compare options,
tasks, create a first draft introductions follow-ups refine outputs

EBA Al T
B Al LR 5848 1-2 6, BREHIASETA
GENERAL‘PURPOSE AI TOOLS LEARN 1-2 CORE TOOLS FIRST, THEN ADD TASK-SPECIFIC TOOLS

ChatGPT

rhIaHiE. XERE. EBEEE, 23RS
Chinese-English chat, text writing,
reasoning and coding

Microsoft Copilot

EIESAEEIEE, Office MEES., HWiZHARE
Real-time web search, Office suite integration,
chat and image generation

Google Gemini Perplexity
SNBSS, BIEIEE. Google £REAES B RIE S, SWEERERER. WH5IAKRRZ
B ERIE H5E
Multimodal chat, reasoning, Google Real-time web search, academic retrieval and
ecosystem integration and writing cited chat

Grok

DeepSeek
rRERAGE, REEEEIE. RXADEREE

Chinese-English chat, deep reasoning,
long-context analysis and coding

ZESHE. B, FIE. B X M ERER
208 7 4 AR

Multi-language chat, reasoning, coding, real-
time X data retrieval & image generationws

EH Prompt23 / Quick Prompt Formula
At + BIZ + TREH + BHER + RE + BERRE

Role + Goal + Context + Output format + Constraints + Self-check

REIBEERER. RIBUTFRAERRENWERCRE, It 625 CV 52, ZREE. TrEHE, WiGE ATS REF.
You are a career adviser. Based on this job description and my real experience, draft 5 CV bullets, keep the tone
— professional, do not invent details, and check ATS keywords.

CESO

Qb THE HONG KONG COLLEGE OF PROFESSIONAL AND ° ®
POLYTECHNIC UNIVERSITY  CONTINUING EDUCATION A o
? 75 vk L TR B BB BB R Er T Employanilty Services Office




REETIR BRESANT

THE KEY IS NOT KNOWING EVERY TOOL,
BUT CHOOSING THE RIGHT ONE FOR THE TASK.

iR T
JOB HUNTING & CAREER

FlowCV

BREEREHEAR. REEESUME.
[EPNGEE Sy
Resume design & layout, cover
letter generation, personal
portfolio creation

B35
Al TOOLS FOR WORK

B RnciR
MEETING NOTES

Subanana

ERERPREES G SR, BN
s A PR
Cantonese & bilingual meeting transcription,

speaker ID, and Al summary

Notta
BTARS AIBIE, HIE 50+ SRS
nottq ERERENSH

Real-time meeting assistant with 50+
language transcription & key point export

EE). XE. B2
EMAIL, DRAFTING & TRANSLATION

Copilot
BAPEEES. Office XEIRR. BHEHR
ERENE
Real-time web search, Office document
drafting, email replies, and translation

Grammarly
BIECHEAUIE. BZERMMG,. HaeaNRR

B | | XEER
i Grammar correction, tone polish, translation,
and text rewriting for emails

ERE | HONESTY

IMPROVE WORDING ONLY. DO NOT INVENT
QUALIFICATIONS, SKILLS OR EXPERIENCE

QAERE, TrRIEBSE. Rt

CV 7k | HEMMER | REEHRT

UPGRADE YOUR CV | MATCH THE JOB CRITERIA | ACE THE MOCK INTERVIEW

C

Careerflow.ai

LinkedIn B1t. Al BEDH.
KESERIBHR Al E#ma
LinkedIn optimization, Al resume
analysis, job tracking, and Al mock
interviews

Resume.io

HXBREEHAHR, RBEHER.
Al NEBEEL
Professional resume template
building, cover letter writing, Al
content optimization

HEXE | BE | gt

DAILY ADMINISTRATION | PROFESSIONAL EMAIL WRITING | MEETING NOTES

SRR E A B RAME
PRESENTATIONS SPREADSHEET & DATA
Gamma Copilot
2 4t mn REES Excel, AXFEHRAR
Al BRI A, RALEEEHAR S B

Al tool for text-to-presentation with

professional templates Native Excel tool to write formulas

and generate data insights via text

Canva Ch
atGPT
al AL T L = ==
O i P
: : : I NIV
Alk-in-onedesign|platformiforAl { __ | Auto data cleansing, formula generation,

images, slides, and layouts and chart creation for Excel/CSV

BimEED 2URA %
WORKPLACE EFFICIENCY VIBE CODING
Notion Al Cursor
Al FRETHER, ZEES. RFEHK . Al RIS, ZBABHTE. S8 Debug
@ R LY Al code editor for coding, editing, and
Notion A1 Al workspace for search, writing, Cursor Al JEECTTEC]

and data auto-fill

CS50 ddb

MAHAR Al IERBRBNTF, BERIZERER
# Harvard's Al coding tutor for
il programming & debugging questions

Kuse
REM Al EIRE, EMEMRER
IR
Visual Al workspace for presentation &
automated workflows

Z$EE | FACT-CHECKING {R:&fEFL | PRIVACY

BRAE

/ PROTECT PRIVACY: NO SENSITIVE UPLOADS.
CONSENT REQUIRED TO RECORD.

Y

BHER. BT, AR, 3IMRREKHE [\' B REERAME: 7UHERAN, |

VERIFY FACTS, NUMBERS, FORMULAS, CITATIONS
AND ORIGINAL SOURCES
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