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About This Guide
This Al Assist Feature Guide covers only the Al Assist functionality available in the system for job seekers.
Please refer to the VOS Individual Services User Guide for details on other site features.

Al Assist conventions you'll see across the site:

e Al Assist banners will appear wherever you can leverage the power of Al (see figure below).

& Create a New Résumé

you generate a list of roles and responsibilities based on key

LB,

omize the fields on your résumeé. Let Al Assi
e this screen to upload, build, or improve 2

Résumé Builder
Use the Résumé Wizard to guickly find the best aption for your résumé needs, or look at all the Résumé Buil

afibe wra b ST complete - ler

unemplg
ill generate 10 10 industry-

escription and your résumé to prepare you for your upc

Interview Prep

This page is structured into three key secti language, Inteniew Practice for honing your responses and
b bnam

Lk nar, grview. Master the art of interviews with

stratenios ==
Sample Al Assist Banners Found Throughout the System

Wherever Al Assist is enabled for text entry, you will see the Al Assist link below the text box

[ ]
(see figure below).
©® B I UT|====s|z==00 @&
Format - | Font - | Size - A E |« @
[ & Al Assist [ | Text Templates [5 | Insert General Sample Text | Clear Text | Remove All Formatting ]
Highlighting the Al Assist Link
Note: The Al Assist feature is not available on all state sites. Not all Al Assist features presented in this

guide may be available on your state’s site.
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How Al Assist Can Help You Land a Job

Are you ready for a more intelligent way to work? Al Assist, your Artificial Intelligence assistant, is
designed to be your helpful companion across the site, making everyday tasks easier and guiding you
toward success in your job seeking efforts.

By leveraging your user profile information and résumés, as well as occupation data job listings and other
relevant data, Al Assist generates text that aligns with your preferences and needs. In most cases, you can
export the responses to an MS Word or PDF file to use outside the system.

You can use Al Assist to:

e Create and enhance résumés
e Apply for jobs using custom-tailored résumés and cover letters

e Prepare for job interviews with Al-generated occupation-related terms, potential practice
guestions from employers, and follow-up questions to ask employers

e Translate job descriptions to other languages for ease of reading
e Enhance internal messages to other system users
e Enhance correspondence letters, such as cover letters, acceptance letters, etc.
Note: Personally Identifiable Information (Pll) stored in the system database fields (e.g., Name,
Address, Date of Birth, or SSN) is not shared with the Al agent. Robust filters are used for both
the prompts (before sending to Al) and results (before sharing with you). However, if you enter

Pll into a free-form text box (e.g., résumé objective or cover letter) and submit it to Al Assist,
your personal information will be passed to the Al agent.

VOS Sapphire Al Assist Feature Guide for Job Seekers 2 VOS Sapphire Al 03/2025
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Creating a Résumé Using Al Assist

When you create a résumé, the system uses the information you provided during registration and entered
on your personal profile Background tab, including your Desired Occupation. Al Assist uses this
information as a starting point and enhances it to produce a dynamic and detailed résumé. You can edit
an Al-generated résumé at any time.

Note:

If you have not already completed your Background information, specifically Education and
Employment (if applicable) Histories, Résumé Items, and Additional Employer Searchable Items,
you will need to do so before using the Al Assist option in the Résumé Builder. See the topic
“Background Tab” in Chapter 3 — Quick Menu: Job Search, Résumés, My Portfolio in the VOS
Individual Services User Guide for details.

P To create a new résumé using Al Assist:

1

2

In the toolbar at the top of the page (see figure below), click the Résumé icon, then click the
Create Résumé link in the panel that opens. The Résumé Builder page displays.

You have no active resumes at this ime.

Create REsume ?ézn‘és| Job C:un:au::zl Se'-;e-:l.-:ﬂz| Wirtual Recruiter
e _— N
BAONIEEEBOAM

Dashboard  Alerts  Accessibility [P Resume | Doouments  Calendar Profile Home Sign Ot

My Dashboard How We Can Help You Directory of Services My Resources

Accessing the Résumé Builder and Creating a Résumé

Scroll down past the Résumé Wizard and click the right arrow to expand the Review all Résumé
Builder Options section (see figure below).

Note: You cannot create a new résumé if you have an incomplete one in the system. If you
have an incomplete résumé in the system, you will have the option of completing or
deleting the incomplete résumé.

In the Build a New Résumé section, select the Al Assisted option, and then click the Start Résumé
button (see figure below).

VOS Sapphire Al Assist Feature Guide for Job Seekers 3 VOS Sapphire Al 03/2025
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» Review all Résumé Builder Options

'D.lpload a Résumé

- f UM f "

@ s- nated mins) es.

N

f‘
& |=Build a New Résumé
O Quick Build

Build your résumé using your background
information, skip the step-by-step process.

@ 2 - 10 mins) estimated

O Build Wizard
Build your résumé using a wizard with a step-by-
step process.
(B 5 - 10 minfs) estimated

® Al Assisted

Al Assist will automatically build your résumé while
suggesting personalized improvements based on

your profile and background information.
10 rrin{z) estirnzted

TR _,/" "

impre
@ 1min.

:Ed

Start Résumeé

Résumé Builder — Highlighting the Al Assisted Option

4 Inthe Al Assist pop-up window, click the Create an Al-generated Résumé link. Al Assist begins
generating your résumé (see figure below).

VOS Sapphire Al Assist Feature Guide for Job Seekers 4 VOS Sapphire Al 03/2025
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Al Assist |i|
.3 Al Assist

Welcome to our Al-generated text assistance feature! Please note that the generated text is provided
as a helpful tool, but it is essential to review and verify its accuracy before submitting.

Create an Al-generated Résumeé I

Al Assist b]

2 Al Assist

Welcome to our Al-generated text assistance feature! Please note that the generated text is provided

as a helpful tool, but it is essential to review and verify its accuracy before submitting

Objective

Seeking a fast-paced cook position in a dynamic fast-food emaronment, utilizing my culinary skills
and commitment to quality service to enhance customer satisfaction and drive operational
efficency.

Efficient and detail-onented fast food cook with experience in high-volume ldtchens. Slalled in

prepaning standardized redpes, maintaining quality food presentation, and ensuring adherence to
safety and hygiene standards. Thrive in fast-paced ervironments,

Additional Information
Proficient in maintaining deanliness and adhening to food safety standards. Strong multitasking
skills with a focus on efficiency and customer satisfaction. Quick learmer with a passion for creating

enjoyable dining experiences.

emember, it's crucial to review and confirm its sccurac

Al-generated résumé is finish v before
o in mind

updated every time you create a new

g can easily mak ts to each section within the Résumé Builder. Also, ke
that both your Employment and Education Histories are automaticalky
resume

Résumé Title Experienced Fast Food Cook

[ Beport [ssue ]

Save New Résumé

Close

Creating an Al-Generated Résumé

5 If desired, you can change the Résumé Title (see figure above, top left). The résumé title cannot
be the same as another of your résumés, even expired ones.

Tip: The résumé title is a searchable field for employers. To get their attention, create résumé
titles that stand out and highlight your skills, experience, or specialty and reflect your
desired occupation. Omit personally identifying information, like your name.

6 Click the Save New Résumé button. The new résumé is displayed on the Résumé Builder page
(see figure below).

VOS Sapphire Al Assist Feature Guide for Job Seekers 5 VOS Sapphire Al 03/2025
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< Back to Résumé List

Experienced Fast Food

Last Modified: 11/26/2024, 10:20:38

Coo k AM
Résumé & 73 Created: 11/26/2024, 10:15:43 AM

System Résumé Searchable ltems

Template:

Chronological - System Template @

D&e&8 b m

David

Fhone:
Email:

Objective

Seeking a fast-paced cook position in a dynamic fast-food environment, utilizing my culinary skills and commitment to

quality service fo enhance customer satisfaction and drive operationz| efficiancy.

Ability Summary

Efficient and detail-oriented fast food cook with experience in high-volume kitchens. Skilled in preparing standardized
recipes, maintaining quality food presentation, and ensuring adherence to safety and hygiene standards. Thrive in

fast-paced environments.

S

New Résumé on the Résumé Builder Page

Where to Go from Here

e You can enhance the résumé you just created with Al Assist to improve résumé sections such as
the Objective, Ability Summary, and Employment History. See the topic “Optimizing Résumé
Sections with Al Assist” in this Feature Guide.

e You can use the résumé you just created to search for jobs. See the topic “Résumé Job Search
Tab” in Chapter 3 — Quick Menu: Job Search, Résumés, My Portfolio in the VOS Individual
Services User Guide for details.

e You can use the résumé you just created to apply for jobs. See the topic “Applying for a Job” in
Chapter 5 — Job Seeker Services in the VOS Individual Services User Guide for details.

VOS Sapphire Al Assist Feature Guide for Job Seekers 6 VOS Sapphire Al 03/2025
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Optimizing Résumé Sections with Al Assist

You can use Al Assist to enhance discrete sections of an existing résumé, namely, the Objective, Ability
Summary, and Employment History. You can also choose to update the Objective or Ability Summary in
your background information with the enhanced text.

Note: Any changes you make to your Employment History on a résumé will always automatically
update your background information and any other résumés with the saved changes.

P To enhance the Objective or Ability Summary sections with Al Assist:

1 In the left navigation (“hamburger”) menu, click the Résumé icon in top menu bar and select the
résumé that you want to enhance. The résumé displays on the Résumé Builder page.

2 Clickin the Objective or Ability Summary section to open a text pop-up window, then click the Al
Assist link below the text entry box (see figure below).

Template:
0 84% Complete & Online Chronological - System Template @
(= R P ]

Tim TestUser
New Orazns, LA 70110 Objective Ig

Phone: (504) 555-1212
Ernail: tmisstusar@anymail.e Enter your objective and desired goals below:
Some HTML tags such as embedded videos are not allowed in

this text box and will not be saved.

bjective
Seeking a challenging position as a skilled Welder,
echniques with attention to detail, strong problem-solving skills, and a prove © B I UL & =

t. Solderer, or Brazy

E|l2eEZ200 6

[l

wark within tight deadlines.

ility Summary A-|E ]

Experienced welder with proficiency in various welding technigues, including

blueprint reading, fabrication, and metal preparation. Detail-oriented and safy

workmanshig. Seeking a challenging position as a skilled Welder, Cutter, Solderer,
. or Brazer. Proficient in various welding techniques with attention to

. Te)(t Templates detail, strong problem-sclving skills, and a proven frack record of

delivering high-guality work within tight deadlines

& Al Assist Saved Text  Action Words

Welcome to our Al-generated text assistance feature! [ & Al Assist [4 || Text Templates (5 | Insert Occupation Specific
Please note that the generated text is provided as a ampleText |Clear Text | Remove All Formatting ]
helpful tool, but it is essential to review and verify its D Update background information with this objective

accuracy before submitting.

Generate 3 new personalized Objective
- Cancel
OR

Optimize your existing Objective

Enhancing the Objective Section

3 Inthe Al Assist pop-up window, select Generate a new personalized Objective (or Abilities
Summary) or Optimize your existing Objective (or Abilities Summary) (see figure above). The Al
Assist window opens and displays the new or improved text for the Objective or Ability Summary
section (see figure below).

VOS Sapphire Al Assist Feature Guide for Job Seekers 7 VOS Sapphire Al 03/2025
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5 Al Assist Saved Text  Action Words

Original Text:

Efficient and detail-oriented office clerk
with strong crganizational skills and a
proven ability to multitask in a fast-
paced environment. Proficient in 2
variety of office software and excellent

written and verbal communication skills.

Improved Text:

Highly organized and detail-oriented
office clerk with excellent
communication skills. Proficient in
computer applications, data entry,
and scheduling. Able to prionitize
tasks and work well under pressure in

fast-paced environments.
OR

Experienced office clerk skilled in

multitasking and time management.

Strong interpersonal abilities for
effective collaboration. Proficient in
record keeping, filing, and managing

[ Insert Into Ability Summary | Export Response | Report Issue | Hide Original ]

Example of an Optimized Ability Summary

4 Click the Insert Into Objective or Insert Into Ability Summary link to insert the improved text into
the text box.

5 To update your background information with the improved text, click the Update background
information with this objective (or these abilities) checkbox.

6 Click the Save button to update your résumé.
P To enhance your Employment History with Al Assist:

1 Onthe Résumé Builder page, click in the Employment History section. The Employment History
pop-up window opens.

2 Find the Job Title section that you want to enhance with Al Assist and click its Edit button. The
Employment History window for that job title opens (see figure below).

VOS Sapphire Al Assist Feature Guide for Job Seekers 8 VOS Sapphire Al 03/2025
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iU SUM e,
Experienced commarcial GVe...
underwater structures, utilizing d ‘IiFQ ‘ang sarety eauipmer\z. and following safety protocols.

e

~«iding and repair skills. Proficient if e

[Employment History

02/2017 -
[Current

Fducation History

Senior Underwater Welder
Offshore Welding Services, Inc., Tampa, FL

= Perform various techniques a
- Regularly inspect and maintai

- Prioritize personal and team s Em ploym ent H iSto ry

- Strictly adhere ty regul

- Contribute to the planni C
- Maintain effective communica . e
) ) resume only, use the “Display
- Skillfully repair and maintain u
- Conduct thorough inspections
- Ensure accurate documentati

Job Title (Occupation)

- Foster collaboration with fello
02/10/2017 -
Present

Offshore Welding Services, Inc.

Senior Underwater Welder (Commercial Div

(2]

Editing, deleting, or adding information here will also edit, delete, or add to your
gfile Background and other resumes. If you wish to customize this information on

on Resume” checkboxes.

Edit Delete

A

(2]

Editing, deleting, or adding information here will also edit, delete, or add to your
Profile Background and other resumes.

Employment History

Employer
*Employer Name:

I Offshore Welding Services, Inc. ‘
Address: J

* Job duties:
Use this section to describe your job duties in detail. Limit your e;
accomplishments so that employers can easily scan your resu

iences to your major

Some HTML tags such as embedded videos are not allos in this text box and will not be saved.

[ - T TR

Format

Font

|

- Conduct pre-dive safety checks to ensure per.
- Follow all safety regulations and procedur
- Assist in the planning and execution of
- Communicale effectively with team
- Repair and maintain undenwater
- Conduct inspections and as
- Document work progress
- Collaborate with other,

| and team safety

‘hile performing underwater welding tasks
ding projects

bers and supervisors

ctures and pipelines

ments of undenualer stuctures

complete lask reports

ers and surface crews to ensure seamless operations

Text Templates [5 | Insert Occupational Description [5 | Clear Text | Remove All
Formatting ]
Save Cancel

ory

Enhancing Employment History Job Duties

Scroll down to the Job duties text box and click the Al Assist link below the box (see figure above).

In the Al Assist pop-up window, select Generate a new personalized Job Duties or Optimize your

existing Job Duties (see figure below). The Al Assist window opens and displays new or improved

text for the Job Duties section.

VOS Sapphire Al Assist Feature Guide for Job Seekers
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9

Text Templates

S Al Assistl Saved Text  Action Words

Please note that the generated text is provided as a
helpful tool, but it is essential to review and verify its

i Y .

24 = 4
Generate 3 new personalized Job Duties
OR

Optimize your existing Job Duties

Text Templates
5 Al Assist Saved Text

Original Text:

- Perform

underwater
alding and

ious
techniques and
equipment -
Maintain and
inspect diving
equipment and
welding tools -
Conduct pre-dive
safety checks to
ensure personal
and team safety -

Action Words

Improved Text
- Perform various
techniques and
utilize equipment

for underwater

welding and
cutting operations
- Regularly inspect
and maintain
diving equipment
and welding tools
- Prioritize

personal and
team safety by
conducting

[ Insert Into Employment History

Al Assist — Job Duties Enhancement

Close

Click Insert Into Employment History to copy the Al-generated text into the text box.

Click the Save button to update your résumé. A series of two pop-up alerts appear, asking if you
want to add the skills associated with the enhanced employment history to the existing list of skills
in your background information. The second pop-up is for adding the technical skills and tools
associated with the enhanced employment history.

To add to the skills (or tools) in your background, click OK; click Cancel to skip these optional steps.

On the Employment History pop-up window that displays, if you want the enhanced job duties to
appear on this résumé, click the Display on Résumé checkbox.

Click the Save button to update the résumé.

Where to Go from Here

You can use the enhanced résumé to search for jobs. See the topic “Résumé Job Search Tab” in
Chapter 3 — Quick Menu: Job Search, Résumés, My Portfolio in the VOS Individual Services User

Guide for details.

You can use the enhanced résumé to apply for jobs. See the topic “Applying for a Job” in
Chapter 5 — Job Seeker Services in the VOS Individual Services User Guide for details.

VOS Sapphire Al Assist Feature Guide for Job Seekers
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Enhancing an Existing Résumé Using Al Assist

You can use Al Assist to review and enhance an entire existing résumé. You must already have an active
résumé in the system to use this option.

P To enhance an existing résumé with Al Assist:

1 In the toolbar at the top of the page, click the Résumé icon, then click the Create Résumé link in
the panel that opens (see figure below). The Résumé Wizard displays.

Wirtual Recnuiter
BAONIEEEOA®

Dashboard  Alerts  Accessibility [&F Resume | Documents  Calendar Profile Hame Sign Ot

My Dashboard How We Can Help You Directory of Services My Resources

You have no active resumes at this time.

Saved Jobs

Create Résumé | Résumés | Job Contacts

Toolbar — Highlighting the Create Résumé Link

2 Scroll down past the Résumé Wizard and click the right arrow to expand the Review all Résumé
Builder Options section (see figure below).

» Review all Résumé Builder Options

( DY
'D Upload a Résumé

O Quick Upload
Upload and extract key information from a résumé (supported formats e.g. .DOC, .PDF,

HT to build a new résum
_— . \—)BIB\ _mmM . f ~—

-PY a Reo . cmploy
Build a new résume .. _... « previously entered res....._ .quickest).
@ 1 mins) estimated

\D Al Résumé Review

® Improve an Existing Résumé
You will need to select a résumé in Employ Florida, then Al Assist will review each section
of your background information and make suggestions to improve your résume.
@® 1 min(s) estimared

Start Résumeé

Résumé Builder — Highlighting the Improve an Existing Résumé Option

3 Under Al Résumé Review, select the Improve an Existing Résumé option and then click the Start
Résumé button (see figure above).

4 Inthe Al Assist pop-up window, select the résumé that you want to improve from the Title drop-
down list, then click the Improve Résumé button (see figure below). The Al Assist Résumé pop-up
window displays.

VOS Sapphire Al Assist Feature Guide for Job Seekers 11 VOS Sapphire Al 03/2025
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Al Assist

5 Al Assist

To improve a Resume

Click the 'Improve Resume’ button to proceed.

o

W1 r A
Xpernenced C

ommercial Diver / Underwater Welder =

Improve Resume

Close

Al Assist Pop-Up Window — Select and Improve Résumé

In the Al Assist Résumé pop-up window, improved text is generated for your résumé and displayed
in the window (see figure below).

Al Assist

& Al Assist

Objective

Objective: Eager to secure a challenging Commercial Diver position, leveraging vast experience in
underwater operations, remarkable physical fitness, and adept problem-solving abilities to deliver
efficient and safe project execution.

Ability Summary

Highly skilled Commercial Diver with vast expenence in underwater construction and maintenance.
Demonstrates proficiency in tools and equipment operation, meticulous adherence to safety
regulations, and efficient resolution of complex underwater projects.

Additional Information

Certified Commercial Diver with vast experience in underwater construction. Proficient in scuba
diving, welding, and inspections. Strong problem-solving skills, excels in high-pressure
environments.

d confirm its
jithin the Resume

generated resume is finishad! Remember, it's crucial to review ar
efore putting it to use. You can easily make edits to each section
Also, keep in mind that both y

automatically updated every time yo

ment and Education Histories are

ur Empl

create a new resume.

Resume Title: Experienced Diver | Welder

[ Beport Issue ]

Improve Resume
Close

Al Assist Résumé Pop-Up Window — Generate Résumé Text

5 Update the Résumé Title, if desired, and click the Improve Résumé button (see figure above). The
generated text is copied to the selected résumé, and the improved résumé displays on the
Résumé Builder page (see figure below).

VOS Sapphire Al Assist Feature Guide for Job Seekers 12 VOS Sapphire Al 03/2025
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Experienced Commercial

< Back to Résumé List

D . Last Modified: 7/24/2024, 11:00:22 AM
iver Created: 7/23/2024, 12:35:43 PM

Résumé #: 11887

1

System Résumé Searchable ltems

Start Tour
Template:
I iy -
O B1% Complete @ Online Chronological - System Template @3
(A= w
Roger
Palm Harbor, FL 34883
Phone: (727) 565-1212
Email: techdoctesterd1@anymail.com
Objective
Adept Commercial Diver with extensive expertise sesking challenging opporunities in the industry. Proven ability to

navigate hazardous environments, conduct inspections, and execute repairs. Exceptional adaptability and a strong

commitment te safety, ensuring efficient project completion.

Ability Summary

Experienced and skilled Commercial Diver with a proven track record of performing underwater inspection,
maintenance. and construction tasks. Proficient in operating specialized diving equipment and ensuring the safety of

term mambers and project objectives.

Improved Résumé on the Résumé Builder Page

Applying for a Specific Job Using an Al-Tailored

Résumé and Cover Letter

For job listings from employers registered in the system (“preferred” jobs), you can use Al Assist to create
a new, tailor-made résumé and, optionally, a cover letter designed specifically for a given job and use them
to apply to the job. Tailored résumés and cover letters use your professional profile as a foundation, but
then undergo customizations to perfectly align with the unique requirements and specifications of the

targeted job listing.

P To apply for a job using a tailor-made résumé and cover letter:

1 In the left navigation (“hamburger”) menu, go to Quick Menu » Job Search. The Job Search

Options page displays on the Standard tab.

2 Using any of the eight tabs, enter your job search criteria, including job title, location, and any
additional search parameters to focus your job search. See the topic “Job Search” in Chapter 3 —
Quick Menu: Job Search, Résumés, My Portfolio in the VOS Individual Services User Guide for

details.

3 Onthe Job Search results page, view the details of a preferred job listing to which you wish to

apply. Preferred jobs have a gold star to the left of the employer name.

4 On the Job Details page, click the Apply button at the top of the page. The How to Apply page

displays (see figure below).

VOS Sapphire Al Assist Feature Guide for Job Seekers 13
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JobsList | MED nH| Share |[.‘-.’cre LikeThis‘ o Apply

~
Y

7“ Job Order Number

Company

Job Title Welder/Diver

To apply, you must be a U.S. Citizen or have authorization b work in the United States. If
you are not a U.S. Citizen and qualify for employment in tjfe U.S,, please indicate the type
of authorization you have. To apply, click on the button off your preferred application
method under one of the options below.

Apply Using an Employ FloridaJOnline Resumé

The employer requests you submit a resumé. You attach one of your resumé(s) for
this employer to review.

Apply via Résumé

e
Apply Using anfEmploy Florida Online Resumé
Please use the pull dowl} menu below select a résumé to apply for this job. When
you have selected your sumé the system will check to make sure it contains the
information the employlr is requesting that are listed below. If your résumé does
not contain this informalfon you can select a different résumé to see if it meets the
requirements or click ong of the links below to edit a résumé or create a new
résume.

Experienced COI’T’II’HEI’E& Diver/Welder -

[ & Al Assist [F |Create a Résumé | Edit a Résumé ]

e — " .

Creating an Al Custom-Tailored Résumé From a Job Listing

5 If present, click the Apply via Résumé button (see figure above, middle). The screen refreshes
with résumé options (see figure above, bottom).

6 Click the Al Assist link below the drop-down list of résumés (see figure above).

7 Inthe Al Résumé Assist pop-up window, click the Create an Al-generated Tailored Résumé link.
The Al Résumé Assist function creates résumé text tailored to the specific job listing and includes
your educational and employment background information (see figure below).
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Al Resume Assist D
& Al Assist

tance feature! Ple

text is provided as a help

Welcome to our Al-generated text assis

note that the

Al Resume Assist D

& Al Assist

Objecti
Seeking a challenging role as a Commercial Diver with
expertise in underwater repair, construction, and
inspection. Possess strong underwater navigation skills,
exceptional problem-solving abilities, and a proven track
record in adhering to safety protocols.

ur chosen
mployer,

Close

Ability Summary
Experienced commercial diver with strong underwater
welding and repair skills. Proficient in maintaining and

repairing underwater structures, utilizing diving and

safety equipment, and following safety protocols.

Additional Information

Scuba certified with expertise in underwater welding and
ons. Proficient in handling diving equipment and

NEW resume.

_Resume Title:

Experienced Commercial Welder With D

[ Reportissue]

Save New Resume

Close

Creating a New Al-Generated Tailored Résumé using Al Résumé Assist

8 If desired, you can change the Résumé Title, and then click the Save New Résumé button (see
figure above). The new résumé displays on the Résumé Builder page.

9 If you wish to change any of the sections, click into them to make changes.

10 To enable the résumé for online viewing, click the Offline button and then select the Online radio
button in the Résumé Accessibility pop-up window (see figure below), then click OK.

VOS Sapphire Al Assist Feature Guide for Job Seekers 15 VOS Sapphire Al 03/2025



() Geographic
JSollglticF))ns®

geographicsolutions.com

Al Assist Feature Guide for Job Seekers

Template:

Complete Chronelogical - System Template @
"v'
0D e 84k M

P

Offline Résumés are not searchable or viewable by
employers.
Résumé Accessibility:
| O Online | @ Offline
Objective
Seeking a challenging role as 2 Comnj
Possess strong underwater navigation Close
adhering to safety protocols.

Ability Summary
Experienced commercial diver with sirong underwater welding and repair skills. Proficient in maintaining and repairing
underwater structures, utilizing diving and safety equipment. and following safety protocols.

~Uistory
eewater Welder

Setting a Résumé to be Viewable Online
11 In the second confirmation pop-up window, click OK.

When the résumé is to your satisfaction, click the Return to Application button at the bottom of
the Résumé Builder page (see figure below) or the Return to Application link at the top of the
page. The How to Apply page redisplays.

manzagement, S ~a&rship and collabordtec...

Detailed References
None Specified

Return To Application

Return to Application Button

12 To create an Al-generated cover letter to accompany the résumé, on the How to Apply page, scroll
down to the Cover Letter section and click the Al Assist link below the drop-down list of letters, if
any (see figure below).
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Attachment Options
Cover Letter (optional) Al Assist
If you would like to attach a cover letter that will be visible when the empla

13

14
15

16

17

. L] i
submission, please select one from the dropdown or click to create a new ¢ = Al Assist

Dear Hiring Manager,

MNone Selected

[ & Al Assist (%] Create Cover Letter | Edit Cover Letter I am writing to express my keen interest in the
Commeraial Diver position at Phoenix International

gy strong background in underwater

excellent problem-solving skills, |
uld be a valuable asset to your

Welco ) our A e feature! Please

. | have gained extensive
helpful tool, but g

ing underwater inspections,

jon and maintenance tasks, and

b safety protocols. My training in
d deep-sea rescue operations has

Cover Letter Title:

Commercial Diver Application ‘

Close

Creating an Al-Generated Cover Letter

Click Generate a new personalized Résumé Cover Letter. The Al Assist pop-up window displays
with an Al-generated cover letter.

If desired, you can change the default Cover Letter Title.

Click the Save Cover Letter button (see figure above). The How to Apply page redisplays with the
new cover letter listed.

= To edit the cover letter, click the Edit Cover Letter link below the list of letters. After making
any changes and saving the letter, you will return to the How to Apply page.

Review the How to Apply page to make sure that all required information has been supplied and
that the correct résumé and cover letter are selected, and then check the checkbox at the bottom
of the page to acknowledge that you will be providing your contact information to the employer.

Click the Submit Application button. The page refreshes with confirmation information.

Where to Go from Here

You can prepare for a job interview using Al Assist. See the topic “Preparing for a Job Interview
Using Al Assist” in this guide for details.
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Translating a Job Description to Another Language
Using Al Assist

You can use Al Assist to translate English job descriptions into your preferred language, improving
accessibility and opportunities for employment.

P To translate a job description using Al Assist:

1 In the left navigation (“hamburger”) menu, go to Quick Menu » Job Search. The Job Search
Options page displays on the Standard tab.

2 Using any of the eight tabs, enter your job search criteria (see example below). See the topic “Job
Search” in Chapter 3 — Quick Menu: Job Search, Résumés, My Portfolio in the VOS Individual
Services User Guide for details.

Standard Advanced Intelligent Employer Education Skills Résumé 7‘]023;_;"’:}3'

You may enter any combination of search criteria below. When you have completed entering your search criteria
information, click the Search button/link,

Job Title, Company, Occupation or Military Code:
‘ Welder ‘

City, State, County, Region or Zip:

‘ 70118 ‘ Quick Search

Keywords can include things like job titles, employer name, occupations and even military
occupation codes.

* Additional Search Optiens
Search Radius:
O Exact @ 5‘" Qa2 2 On O 1lJ_0F
I Miles Iile:
Example Job Search Criteria Page

3 Onthe Job Search results page, click on a job title to display job details.

4 To translate the job description, in the Job Description section, click the Al Translation Assistant
link (see figure below).
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~ © Job Description
Sous Chef | Casual Dining — Old Market Favorite Brewery & Restaurant | Omaha, NE

lob Description: The Sous Chef is second in command, below the Executive Chef. The job of Sous Chef involves significant
responsibility, as the Sous Chef must be gualified to lead other kitchen personnel, remain organized and professional, and
report vital information to the Executive Chef. If there are occasions when the Executive Chef is unable to work, the Sous
Chef assumes all duties normally designated to the Executive Chef. Working as a Sous Chef is often a step in the direction of
tuming into an Executive Chef and acts as on-the-job training for those wanting to continue their careers. The right
candidate must be familiar with all the daily operations of the kitchen and must be able to perform any task in the kitchen if
nesded. A Sous Chef often acts as the intermediary between the front and back of the house, so strong leadership and
communication abilities are a must.

| & Al Translation Assistant [5

Job Description — Highlighting the Al Translation Assistant Link

5 Inthe Al Translation Assistant pop-up window, select the target translation language and click the
Translate Job Description button (see figure below).

Al Translation Assistant [§

8 Al Assist

Read the job description in your preferred language. Here is how it works:
1. Select your language: Choose your preferred language from the dropdown menu.
2. Click the "Translate Job Description’ button to procead.

Arabic
Chinese
French
English
German
Haitian Creole
Italian
lapanese
Korean
Portuguese
Russian
Spanish

Select Language:

Translate Job [

Al Translation Assistant — Selecting the Target Translation Language (Spanish)

The job description is translated and displays in the Al Translation Assistant window (see figure
below).
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Al Translation Assistant [

& Al Assist

Descripcién general
El soldador estructural creara marcos para estructuras grandes. Debe tener la habilidad de
configurar equipos y soldar tuberias, placas o acero estructural utilizando equipos de

soldadura de arco, arco con gas protector o soldadura con gas. Debe ser capaz de produar
un trabajo de calidad con eficiencia razonable. Obtendra la certificacién necesaria. Debe
aprender y comprender todos los rniesgos de seguridad relacionados con el trabajo y
aprender a utilizar o manejar de forma segura y efectiva las herramientas y equipos

relacionados con el trabajo. Se requenra trabajar en una planta de operadones o en un sitio
de construccion.

Responsabilidades

* Lo siguiente se presenta como ilustraciones generales del trabajo de esta clase y no
induyen todo lo referente a este puesto.

* Cortar y perforar piezas de metal estructural de acuerdo al tamaiio y colocarlas en
posicion para soldar.

Al Translation Assistant — Translated Job Description

6 Click Close to close the Al Translation Assistant window.

Preparing for a Job Interview Using Al Assist

You can use the three areas on the Interview Prep tab to prepare for an interview for a specific job and
employer as follows:

Occupation Related Terms — Lets you compile a list of defined terms relevant to the chosen
occupation

Practice Interview Questions — Lets you build a comprehensive list of potential questions an
employer might ask you during an interview

Follow Up Questions — Lets you create a list of insightful questions you could ask the employer
during the interview

Each section includes an Al Assist link below the text box to generate terms and questions (and optional
expected responses) based on your work history, education, and the specific job posting. You can export
any of the generated lists.

P To prepare for a job interview using Al Assist:

1

In the left navigation (“hamburger”) menu, go to Quick Menu » My Portfolio » My Individual
Plans » Employment Plan Profile » Job Contacts.

On the Job Contacts tab, find the job you will be interviewing for in the list and click its Details link
(see figure below). The Job Details page displays.
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- - Contact Saved Online Virtual Employment Employment
REsumes Jobs Application Recruiter Strategy Goals

This screen defaults to display job contacts that are still active. You may set any job contact to delete status if you
are no longer interested. The drop down allows you to view job contacts that are active or inactive.

| View All Current - |

[ Enter a Job Contact ]

To sort on any column, click a column title,

Job Title Employer Occupation Original Date
Viewed

Journeyman GSl Welding Welders, Cutters, MNL 6/7/2024 Detalls
Welder Services, Inc. Solderers, and Brazers
Welder - Structural = Cajun Industries, | Welders, Cutters, 2022- CORP | 6/7/2024 Details ]
LLC. Solderers, and Brazers 9029
Welder Repair Airgas, Inc. Welders, Cutters, 40878 CORP | 6/7/2024 Details ]
Technician | Solderers, and Brazers
Delete

44 page Elof‘l""i Rows

Job Contacts Tab — Highlighting the Details Link

3 Click the Interview Prep tab (see figure below).

Job Details Interview Prep

Occupation Related Terms

To help prepare for your upcoming interview in the field, you can use this area to create 2 list of industry
terms. Familizarizing yourself with these terms will not enly demanstrate your industry knowledge but also
enhance your confidence during the interview process,

@ You may also select Al Assist below to have Follow Up Questions automatically generated for you.

Interview Prep Tab

4 To generate a list of 10 occupation-related terms, in the Occupation Related Terms section, click
the Al Assist link below the text box (see figure below). The Al Assist pop-up window opens.
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Occupation Related Terms
To help prepare for your upcoming interview in the field, you can use this area to create a list of industry terms. Familiarizing
yourself with these terms will not only demonstrate your industry knowledge but zlso enhance your confidence during the

interview process.
@ You may also select Al Assist below to have Follow Up Questions automatically generated for you.
Some HTML tags such as embedded videos are not allowed in this text box and will not be saved.

B T U &~ Eii;ﬁf | = Qv B [0v| Normal * 'Segoe.v 1.v| A v & @

[ & Al Assist (4 || Clear Text | Remaove All Formatting |

Save

Occupation Related Terms — Highlighting the Al Assist Link

a. Click the Generate a new list of Industry Terms link. Al Assist generates the list of terms and
definitions.

b. To export the list of terms to PDF or Microsoft Word format, click the Export Response link
below the Al-generated text box and select the desired file format. You can perform this same
export action for any of the three generated lists on this tab.

c. To add the list to the text box, click the Insert into Industry Terms link.

d. Click the Save button below the text box to save the terms on the Interview Prep tab.

5 To generate a list of 10 potential questions the employer may ask you during the interview, scroll
down to the Practice Interview Questions section and click the Al Assist link below the text box
(see figure below). The Al Assist pop-up window opens.

Practice Interview Questions

Here you can compile a list of questions related to your work history, education or other work experience. A balance between
strengths and those that address potential challenges or areas of growth are suggestad. This
u're well-prepared to navigate various aspects of your professional journey, presenting a well-

questions that highlight your

strategic approach ensures
rounded and compelling narrative to prospective employers.
@ vou may also select Al Assist below to get a tailored set of interview questions based on your background and this
position.
Some HTML tags such as embedded videos are not allowed in this text box and will not be saved.

B T U &y EEEEEE == Qv @ v 0| Normal v "Segoe..v 1.v| A v & (0]

[ & Al Assist [ | Clear Text | Remove All Formatting |

Save

Practice Interview Questions — Highlighting the Al Assist Link

a. Click the Generate a new set of Practice Interview Questions link. Al Assist generates the list of
practice questions.

b. Click the Insert into Practice Interview Questions link to add the list to the text box.

c. Click the Save button below the text box to save the questions on the Interview Prep tab.
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6 To generate a list of 10 follow-up questions you can ask the employer during the interview, scroll
down to the Follow Up Questions section and click the Al Assist link below the text box (see figure
below). The Al Assist pop-up window opens.

Follow Up Questions
These guestions are crucial in demonstrating your interest and engagement during an interview. Utilize this section as a repository
to gather and rehearse thoughtful inquiries you plan to pase to the employer at the conclusion of your interview.

@ You may also select Al Assist below to have Follow Up Questions automatically generated for you.
Some HTML tags such as embedded videos are not allowed in this text box and will not be saved.

B I UNv EE =S E == = Q8[| Normal v "Segoe.v | 1.¥| A ¥ & 0]

[ & Al Assist 4 || Clear Text | Remove All Formatting |

Save

Follow Up Questions Section — Highlighting the Al Assist Link

a. You can choose to Generate Interview Questions or Generate Interview Questions with
expected responses.

¢ Generate Interview Questions — Select this option to generate a list of 10 interview
qguestions based on the job title and description that you can ask in the interview.
Questions should be reviewed carefully for accuracy and relevance, and questions can
be edited before being saved or exported.

¢ Generate Interview Questions with expected responses — Select this option to generate
a list of 10 interview questions based on the job title and description along with possible
responses that might be given by the interviewer. Questions and potential responses
should be reviewed carefully for accuracy and relevance, and questions and possible
answers can be edited before being saved or exported.

b. Click the Insert Into Applicant Interview Questions link to add the list to the text box.

c. Click the Save button below the text box to save the questions on the Interview Prep tab.
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Enhancing an Internal Message Using Al Assist

You can request assistance from site staff members through the Message Center, and using Al Assist, you
can enhance your messages and even specify the “tone” you want the Al to use for the generated text, for
example, “Business” or “Casual.” When optimizing existing text, you can see your original text and the
improved text side by side.

P To enhance an internal message using Al Assist:

1 In the toolbar at the top of the page, click the Mail icon, then click the Message Center link in the
panel that opens (see figure below).

Mark zll as reacl| Messac:eCenterl Mew Message
[
ONEEREZOAM

Dashboard Accessibility Mail Résumé Documents Calendar Profile Home Sign Out
My Dashboard How We Can Help You Employment Strategy Directory of Services My Resources

Toolbar — Mail and Message Center

Your Message Center displays (see figure below).

Correspondence % Subscriptions Email Log
ﬁ I:l Q < "\Repl',' mDE|EI:E L-Mcve a:‘rint

Mew
POSTMASTER B/B/2024 10:2
Message Date: June 06, 2024 10:27 AM
From: POSTMASTER
To:

Subject: Welcome to HIRE

Welcome to HIRE. This system is
designed to assist you with meeting your
employment needs and goals. It provides

h
[
Inbox

(W]

Deleted job search tools, career assistance, local

labor market information, résumé

@ assistance and much more... Employers

Junk are also able to view your résumeés and
see your employment qualifications

B which will enhance your employment

Sent opportunities,

+ You registered with the following user

New Mame:

Wa[1]pm

Papgesize:| 10 ¥ 1 itams in 1 pages

¥ selzct il @ Read B Unrezd

L- Move [0 Delet=
Create New Message

Message Center
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2 Click the Create New Message button below the list of messages (see figure above). The Edit
Message page displays (see figure below).
" Recipient: Mailbox-Forgot Password N
* Your Email
Address:

* Calacted Ata-bousFongot Password » ‘_
Recipient(s):

Selected Recipient(s) Mumber: 1

' Subject | p1aad new passwend
* Message:
O ] R B q % .
B I U S IL % x| = E & d § = ~

Il Formath ng |

[ Preview Message [ 1

Edit Message Page

3 Complete the entries in the Recipient, Subject, and Message fields. You must enter the basic text
of a message in the Message text box.

4 Click the Al Assist link below the text box (see figure above).

5 Inthe Al Assist pop-up window, select the Tone for the message (Business or Casual) and click the
Improve Message button (see figure below).

Text Templates

& Al Assist

To IMprove your message:

1. Select your preferred tone from the dropdown menu.
2. Click the "Improve Message® button to proceed.

Select Tone: Business *

Improve Message

Al Assist Pop-up Window
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6 Review the improved text carefully. To insert the improved text into your message, click the Insert
Into Message Body link (see figure below).

& AlAssist Saved Text  Action Words

Original Text: Improved Text:
Apologies, but | seem to have misplaced my

forgot password
password.

[ Insert Into Message Body |Export Response | Report Issue | Hide Original ]

Al Improved Message Text

7 If desired, edit the generated text.

8 Click the Send button.

Enhancing Your Correspondence Using Al Assist

You can use Al Assist to help you compose better correspondence letters to employers, including job
application cover letters, acceptance letters, and other correspondence.

P To enhance a letter using Al Assist:
1 In the left navigation (“hamburger”) menu, go to Services for Individuals » Job Seeker Services
b Letter Builder. The Letter Center page displays (see figure below).

My Letters

Select "View All Deleted’ to view only deleted items or "View All" to view deleted and current items:

View All Current +

-“

06/10/2024 Cop cI|

Create New Letter

Letter Center Page

Application Cover Letter 1
Delete

2 On the Letter Center page, you can:

= Create a new letter by clicking the Create New Letter button.

OR...
= Enhance an existing letter by clicking its Edit link in the Action column
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P To enhance a new letter:

1 On the Letter Center page, click the Create New Letter button (see figure below).

My Letters

Select "View All Deleted’ to view only deleted items or "View All" to view deleted and current items:

View AII Current ~

“ﬁ

Application Cover Letter 1 06/10/2024 Copy Edit

Create MNew Letter

Creating a New Letter

Delete

2 If applicable, enter the Employer Name, Street Address, City, State, and Zip in the Letter Recipient
(Optional) section.

In the Letter section, enter a Letter Name (e.g., Cover Letter).

Enter the basic text of the letter in the Letter Body text box.

Click the Al Assist link.

On the Al Assist pop-up window, click the Optimize the existing Letter Body link.

N o o b~ W

Click the Insert Into Letter Body link to copy the Al-improved text to the letter.

8 Click the Save button to save the letter.
P To enhance an existing letter:

1 Click the Edit link in the Action column for the letter you want to enhance using Al Assist (see
figure below). The Edit Letter page displays.

My Letters

Select 'View All Deleted’ to view only deleted items or "View All’ to view deleted and current items:

View AII Current =

“ﬁ

Application Cover Letter 1 06/10/2024 Cop Ed|

Create New Letter

Edit an Existing Letter

Delete

2 Inthe Edit Existing Letter Text section, click the Al Assist link below the text box (see figure below).
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3

@ DReBE B R B & Q b E
B I U S L % x = = EE E E E | = N EmA=EE 0=
Styles - | Format - | Font - | Size - | A- -| 52 .Q.

Dear Hiring Manager,

| am writing to apply for the position of Computer Programmer at Geographic Solutions, Inc. With a strong
background in programming and a passion for problem-solving, | believe that my skills and experience make me

an ideal candidate for this role

In my previous position at XYZ Gompany, | was responsible for developing and maintaining software applications
to support various business functions. | consistently delivered high-quality code and collaborated effectively with
cross-functional teams to ensure the successful implementation of new software features. Through my experience,
| have gained a deep understanding of multiple programming languages, including Java, C++. and Python, and am

adept at adapfing to new technologies and frameworks

Thank you for considering my application. | am eager fo discuss how my gualifications and experience align with
your requirements during an interview. | have attached my resume for your review. Please do not hesitate to reach
out to me at your earliest convenience. | look forward to the possibility of confributing to the success of Geographic

Solutions, Inc. as a Computer Programmer.

[ & Al Assist [ | Text Templates (4 | Clear Text | Remove All Formatting ]

[ Preview ]

Enhancing an Existing Letter — Highlighting the Al Assist Link

Text Templates

& Al Assist

Welcome to our Al-generated text assistance feature!
Flease note that the generated text is provided as a
helpful toal, but it is essential to review and verify its

accuracy before submitting.

I Optimize the existing Letter Body I
Al Assist — Optimize the Existing Letter Body

In the Al Assist pop-up window, click Optimize the existing Letter Body (see figure below).

The Al Assist page shows the original text alongside the Al-improved text (see figure below).
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Text Templates u

& Al Assist Saved Text  Variables  Action Words

Original Text: Improved Text:
Dear Sirs: | would like to Dxear k |Irll"h'] h“ﬂﬂﬁﬂl?fl
apply for a job 85 3

Jjourneyman Wlder, | have | am writing 1

more than 10 years

oy inte

You should hire me.
esteemed organ
With over 10 years of
dedicated expenence

i the field -:j!"w(—hjlng_ 1

arn conhdent that |

possess the necessary

skills and expertise to
woel in this role,

Al Improved Message Text

4 Click the Insert Into Letter Body link to copy the Al-improved text to the letter.

5 Click the Save button to save the letter.
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