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Candidate Guidance - Responsible AI use in recruitment 



This is how you could use AI in your job search.

AI tools like ChatGPT can be incredibly useful as a resource to help you prepare, practice, and research while you’re navigating your own job search. Some effective ways to use AI include:
· Customising your CV and Cover Letter – You can use tools like ChatGPT, Claude, or Copilot to help tailor your job applications, but remember that we want to hear about your personal achievements and lived experiences. Don’t fill your CV with jargon and “fluff.” Share the learnings and successes you’re proud of. These are what we really want to learn about!
· Preparing for Interview Questions – AI can help you prepare for interviews by asking for potential practice questions based on the job ad you’ve applied to. This can be a great way to test your own knowledge and identify any potential gaps to brush up on. Some AI tools also allow you to have a back-and-forth conversation, helping you practise your responses out loud and build confidence.
· Researching Employers and Industries – When you’re considering changing roles or thinking about potential career opportunities, AI can be a useful companion to help research and learn more about organisations or industries.

This is how to get the most out of using AI - what not to do.

· Don’t copy & paste unedited AI outputs for your CV/Cover Letter – If you're using AI to help write your CV or cover letter, make sure the content still reflects you. Include personal examples of your achievements and responsibilities to make it unique. AI can hallucinate at times, so always take time to proofread and personalise.
· Don’t read verbatim AI answers on-screen during interviews – If you're using AI to help prepare for interview questions or do your research, make sure you're not just reading off a screen during the actual interview. Interviewers want to hear about your own experiences and will often ask follow-up or probing questions. It’s usually pretty obvious when someone’s relying on AI-generated answers, which can make you come across as unfamiliar with the content. Use AI as a support tool, but make sure you understand and internalise your responses so you can speak naturally and confidently.
· Don’t use an AI to impersonate you on phone calls – If we’re reaching out to catch up with you, it’s because we’re interested in getting to know you more, your motivations, your values, and your experiences. We want to get to know the real you.
· Don’t use AI to do your technical test for you – If we’ve organised a technical test of some sort, please don’t just copy and paste AI-generated answers. We’re keen to see the quality of your thinking and how you approach the task. It’s fine to use AI as a support tool, just be transparent about it. Also, keep in mind that AI can sometimes hallucinate or get details wrong, so relying on it to complete a technical test could mean failing the test entirely.



This is how to use AI tools safely and securely.

· Take the time to understand your privacy and data settings – Are you sharing any data that you enter into AI tools, or have you turned data sharing off? Don’t share personal information about yourself unless you know how your information is being used and you’re comfortable with that.
· Don’t share personal information about others into AI tools – Unless you have explicit consent from the individual.
· Never blindly trust the output generated from an AI tool – Make sure to use your critical thinking skills to make your own judgements. Just because you found something online, it doesn’t always mean it’s true. This is the same with AI content, always check sources.
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AI-generated content may be incorrect.]            
MSD Recruitment Team 
For more information, please refer to Responsible AI Guidance for the Public Service
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