
Comprehensive Guide on Using ChatGPT / AI Tools for Productivity s Career Growth 

 
AI is not here to replace you — it’s here to amplify your capabilities. 

Whether you’re a college student, intern, or early-career professional, learning how to use tools 

like ChatGPT, Notion AI, and other productivity-focused AI platforms can give you an edge. This 

guide covers practical use cases, beginner-friendly prompts, and the best free/paid AI tools to 

boost your daily productivity, learning, and career development. 

Why Should You Start Using AI Tools? 

• Speeds up ideation, writing, and research 

• Help prepare better for interviews and presentations 

• Summarizes long content into bite-sized insights 

• Assists with resume building, job applications, and cold emails 

• Acts as your 24/7 brainstorming partner 

Free and Useful AI Tools You Can Start With 

• ChatGPT (OpenAI) – General purpose writing, ideation, mock interviews, prompts 

• Notion AI – Write, summarize, organize notes, generate ideas 

• QuillBot – Paraphrasing, grammar check, summarizing 

• Copy.ai – Quick copywriting, email drafting 

• Tome.app – AI-powered presentation creation 

• Resume Worded – Resume review using AI 

• Rezi – AI-based resume + cover letter builder 

• Otter.ai – AI meeting transcription and summary 

• Ajelix – AI assistant for Excel formulas and automation 

• SheetAI – Generate and debug Excel/Google Sheets formulas 

• Numerous.ai – Spreadsheet insights, data cleaning, automation 

• ExcelFormulaBot – Converts natural language into Excel formulas 

• Codeium – Free AI coding assistant 

• GitHub Copilot – AI-powered code completion 

https://chat.openai.com/
https://www.notion.so/product/ai
https://quillbot.com/
https://www.copy.ai/
https://tome.app/
https://resumeworded.com/
https://www.rezi.ai/
https://otter.ai/
https://ajelix.com/
https://www.sheetai.app/
https://www.numerous.ai/
https://excelformulabot.com/
https://www.codeium.com/
https://github.com/features/copilot


• Khanmigo (Khan Academy) – AI tutor for math, coding, writing 

• Phind – AI search engine specifically for coding queries 

Powerful ChatGPT Prompts to Try Today for Resume Building: 

“Act as an expert resume writer. Help me craft a bullet point for a marketing internship where I 

handled Instagram growth from 1K to 10K.” 

“Rewrite my resume in a more impactful way for a data analyst role using these key skills: Excel, SQL, 

Tableau.” 

For Mock Interviews: 

“Conduct a mock interview for a Product Manager role at a tech startup. Ask me 5 questions one 

by one and give feedback.” 

“Ask me 3 behavioral questions for a consulting role and provide suggestions on how to improve 

my answers.” 

For Cold Emails: 

“Write a polite and compelling cold email to request an informational interview with a product 

manager at Google.” 

For Learning Summaries: 

“Summarize the key concepts from the book ‘Atomic Habits’ in bullet points.” 

“Summarize this Coursera course description and give me the 3 most important skills I’ll learn.” 

For Cover Letters: 

“Write a cover letter for a Business Analyst internship using my resume points and job 

description below.” 

For Case Study Prep: 

“Give me a basic market entry framework to solve a consulting case on entering the organic 

skincare market in India.” 

For Excel Help: 

“I have a dataset with dates and sales figures. Write a formula that calculates total sales from the 

last 30 days.” 

“Generate an Excel formula that highlights duplicate values in Column A.” 

“Convert the sentence ‘add column B and C only if column A is greater than 100’ into a formula.” 

“Give me a formula to calculate CAGR over 5 years.” 

For Code Debugging: 

“Here’s my Python code for a sorting algorithm. It’s not working as expected. Can you help me debug 

it?” 

“Write a Java program to find the second largest number in an array.” “Explain how this SQL JOIN 

query works and suggest improvements.” 

For Upskilling s Career Growth: 

“Suggest 5 free certifications I can complete this month to strengthen my resume as a marketing 

student.” 

https://www.khanacademy.org/khan-labs
https://www.phind.com/


“What are the top beginner projects I can build to practice my data science skills?” “Create a 

4-week study plan for learning advanced Excel and Power BI.” 

Tips to Use AI Effectively 

• Don’t copy-paste. Customize outputs to your voice. 

• Feed it context: The better your input, the sharper the output. 

• Use AI for ideation and improvement, not substitution. 

• Cross-check AI-generated facts. 

• Treat AI as your thinking partner, not your brain replacement. 

How to Build an AI-Boosted Workflow as a Student/Professional 

Morning: Use AI to create a task list, journal entry, or learning plan 

Midday: Use AI to summarize meeting notes, emails, or LinkedIn posts 

Evening: Use AI to reflect, create content, prep for interviews, practice coding or automate Excel 

reports 

Use Notion AI + ChatGPT together to supercharge your productivity and learning. 

The students and professionals who will win in this decade are the ones who learn how to think 
with AI, not fear it. Whether it’s writing, coding, preparing, learning, or applying — start small, but 
start today. 

AI isn’t your competition. It can be your career companion. 


