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🚀 Start Fast

Clear first steps you can take

this week.

📋 Real Sources

Built from people who

actually did it.

💰 Honest Numbers

Source-reported pay, costs,

and risks.

Get the Full Guide Vault →

🔒  Includes checklists, scripts & source-backed insights

YOU WILL LEARN

What you'll build✓ Platforms & tools✓

Step 1 — 🧭  Choose your target and

confirm the fit

✓ Salary Estimate✓

https://jobhacki.com/
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A complete job-to-desk toolkit for contract specialists: how to find and target roles, automate

resume tailoring and tracking, and run a clean procurement cycle from intake to award and

administration.

You’ll assemble lean templates, a Google Sheets register, and (optionally) Make.com or n8n

automations to source roles, tailor applications, and manage supplier evaluations with audit-

ready documentation.

Lead & Outreach 3 free · 5 paid

LinkedIn Upwork Loom Apollo Cal.com Smartlead

Fiverr Instantly

Step 3 — 🗂️  Set up your workbench and

templates

✓ Step 4 — 🧩  Map your contracting

workflow before automating

✓

▸ MODULE 01

What you'll build

Job pipeline with auto‑tailored resumes and tracking1

Vendor/supplier database and evaluation matrix2

Repeatable schedule, quality, and conflict routines3

Clean contract types rationale (FP, CP, T&M) and notes4

Optional automations: scrape roles, screen fit, schedule follow‑ups5

▸ MODULE 02

Platforms & tools

https://linkedin.com/
https://upwork.com/
https://loom.com/
https://apollo.io/
https://cal.com/
https://smartlead.ai/
https://fiverr.com/
https://instantly.ai/
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Website Builders 0 free · 2 paid

Lovable GoHighLevel

AI Models 0 free · 5 paid

ChatGPT Claude Gemini OpenAI Anthropic

Dev & Hosting 0 free · 2 paid

GitHub VS Code

Automation 1 free · 3 paid

Make.com n8n Apify Zapier

Clarify where you’ll operate (public sector, healthcare, tech, SMBs) and align your

background. Core competencies: attention to detail, organization, multitasking, Microsoft

Office, and clear communication. Transferable pathways include prior data entry, billing,

admin assistant, healthcare office, or receptionist roles.

Tip

Recruiters scan resumes in an F‑pattern. Lead with a tight summary, top‑left

accomplishments, and role‑matching keywords to earn the full read.

▸ MODULE 03

Step 1 — 🧭 Choose your target and confirm the
fit

▸ MODULE 04

https://lovable.dev/
https://gohighlevel.com/
https://chatgpt.com/
https://claude.ai/
https://gemini.google.com/
https://openai.com/
https://anthropic.com/
https://github.com/
https://code.visualstudio.com/
https://make.com/
https://n8n.io/
https://apify.com/
https://zapier.com/
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Master the procurement cycle: intake, sourcing, evaluation, selection, negotiation, award, and

contract administration. Know contract types and when to use them: fixed price (clear scope),

cost‑plus (uncertain scope, auditability), and time & materials (variable effort).

Build the PM backbone you’ll apply to contracts: schedule planning, defining and sequencing

activities, estimating resources/durations, developing and controlling schedules. Learn key

terms: lead, lag, rolling wave planning, analogous and parametric estimating, effort vs.

duration.

Adopt quality management early: define processes/specs and plan independent audits to

assure contract deliverables meet requirements.

Tip

Strong contracting isn’t just negotiation. It demands crisp writing, evidence, stakeholder

management, and technical understanding across the business.

Create a Contracts folder in Google Drive with subfolders: 01_Intake, 02_RFP_RFQ,

03_Evaluations, 04_Negotiation, 05_Contracts, 06_Admin_Audits. In Google Docs, draft

shells for RFP/RFQ, SOW, evaluation criteria, negotiation log, obligations tracker. In Google

Sheets, prepare registers (suppliers, contracts, roles pipeline).

Grab ready‑to‑use Excel templates to manage timelines/status: project review, budget, sprint

tracker, project tracker, project schedule, status report, milestone tracker, and project planner.

Salary Estimate

▸ MODULE 05

Step 3 — 🗂️ Set up your workbench and
templates
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Tip

Many employers train you on their systems. Emphasize accuracy, organization, and

clarity over prior tool brand names when applying.

Sketch your end‑to‑end flow in Excalidraw: triggers (intake form/email), data sources (role

posts, supplier lists), transformations (resume tailoring, evaluation scoring), approvers, and

outputs (emails, Docs, Sheets records). Include decision points for go/no‑go, negotiation

strategies, and award criteria.

Tip

Wireframe first. Skipping this leads to brittle automations and rework.

Template most text yourself and have AI fill targeted portions (criteria, risk notes, clause

redlines). Keep outputs structured (JSON or markdown headings) for easy transfer to Docs

and scoring in Sheets.

▸ MODULE 06

Step 4 — 🧩 Map your contracting workflow
before automating

▸ MODULE 07

Step 5 — 📑 Build reusable drafting prompts and
shells
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PROMPT — RFP + EVALUATION MATRIX

You are a contracts specialist. Create: 1) an RFP draft and 2) an evaluation 
matrix.
Context: Organization=[ORG], Project=[PROJECT], Budget=[BUDGET], Timeline=
[TIMELINE], Must‑Haves=[MUSTS], Nice‑to‑Haves=[NICES].
Deliver RFP sections (markdown ATX): Overview, Scope, Deliverables, Timeline, 
Submission, Questions, Terms. Then output JSON array 'criteria' with fields: 
name, weight(0–100), evidence_required, scoring_guidance(1–5). Keep language 
concise and unambiguous.

PROMPT — CLAUSE RISK REVIEW SHEET

You are a contracts analyst. Given a draft contract snippet:
Jurisdiction=[JURISDICTION], Domain=[DOMAIN], Obligations=[OBLIGATIONS], 
Liabilities=[LIABILITIES], Data=[DATA TYPES].
Return JSON with fields: clause_title, risk_level(low/med/high), issue_summary, 
business_impact, recommended_edit, fallback_position. Use plain language 
suitable for non‑lawyer stakeholders.

PROMPT — NEGOTIATION PLAN

Role: Procurement negotiator. Build a one‑page plan.
Supplier=[SUPPLIER], BATNA=[BATNA], Concessions_We_Can_Offer=[CONCESSIONS], 
Concessions_We_Need=[NEEDS], Walkaway=[WALKAWAY].
Output markdown: Objectives, Issues List, Positions(ours/theirs), Trades, 
Sequence, Approval Gates, Comms Plan.

Tip

Use JSON fields when you want to score or map outputs into Sheets later; it keeps AI

predictable and parseable.

▸ MODULE 08
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Create two tabs: 1) Suppliers and 2) Contracts. Suppliers columns: lead_id, source, company,

category, address, phone, emails, owner_contact, team_contacts, status, last_touch, notes,

enrichment_status. Contracts columns: contract_id, supplier, title, type(FP/CP/T&M), start,

end, amount, obligations_link, risk_level, approvals, renewal_date, reminders.

Add a Roles Pipeline tab to track applications: Position_Name, Job_Type, Company_Location,

Description, URL, Customized_Resume_Link, Date_Created, Posted_At, Scraped_At.

Combine manual sourcing with alerts and (optional) scrapers. Use platform filters, save

searches, and keep daily cadence. When you save 5–10 relevant searches, you’ll get a steady

stream to triage.

Platform What to do in this step

LinkedIn Search 'contract specialist' + filters (location, experience). Set job alerts. Research

interviewers; note mission and key people on company pages.

Upwork Create a specialized profile for contracts/procurement. Fill all sections (skills,

portfolio, consultations, testimonials, certifications). Save searches and set

notifications.

Indeed Run targeted queries (e.g., "contract specialist" AND procurement). Save alerts.

Track roles into your Roles Pipeline.

Make.com Optionally automate sourcing: run Apify's Indeed Bulk Scraper actor on a schedule;

push results to your Roles Pipeline sheet.

n8n Alternatively build the same: trigger Apify actor task, watch completion, parse

results, append to the Roles Pipeline sheet.

Step 6 — 🧾 Build your registers in Google Sheets

▸ MODULE 09

Step 7 — 🔎 Source roles and gigs
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Tip

Avoid auto‑applying to jobs via scrapers; it can violate terms and damage your

reputation. Use scrapers only to discover roles, not to submit.

Use Apify’s Indeed Bulk Scraper with either Make.com or n8n. Store results in your Roles

Pipeline sheet for one‑click tailoring and outreach.

Platform What to do in this step

Make.com Scenario A: Schedule → Apify Run Actor (set job title, location, max items) →

Sleep/Hookdeck(optional) → Google Sheets Add Row. Scenario B: Watch Actor Run

Finished → parse dataset → append rows.

n8n Add Apify node (paste API key). Configure Actor/task and dataset pull → Google

Sheets node to append rows. Use a Switch if multiple searches. Enable retry

strategy.

Tip

Use Apify concepts: Actor (program), Task (configured run), Dataset (outputs). Prefer

'watch actor runs' triggers over fixed‑interval polling.

▸ MODULE 10

Step 8 — ⚙️ Automate role scraping to Sheets
(optional)

▸ MODULE 11
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Pipe each saved job into an AI tailoring step and a separate structured screener. Save outputs

to Google Docs and scorecards to Sheets. Keep your base resume templated in Docs, then

merge AI‑filled bullets and keywords per role.

Platform What to do in this step

Make.com OpenAI module (system+user prompts) → Google Docs Create/Update (resume) →

Google Sheets Append (strengths, weaknesses, risk, reward, fit, justification). Use

a Switch for file mime types and structured JSON parsing.

n8n OpenAI node (add API key). Information Extractor node for name/email (keep AI

focused). AI Agent node for fit analysis (output fields). Map to Google Sheets

columns (date/time, resume link, strengths, fit).

PROMPT — RESUME TAILORING

System: You are a contracts/procurement resume editor. Keep my tone.
User: Base resume (markdown): [BASE_RESUME]
Job post: [JOB_DESCRIPTION]
Return JSON with: summary_2_sentences, top_keywords(10), tailored_bullets(5-7), 
concerns(3), ATS_title.

Tip

Do not let AI write the entire resume. Template headers and key bullets yourself; let AI

inject role‑specific keywords and examples. Use markdown ATX headings for clean

Docs conversion.

Step 9 — 🧠 Auto‑tailor resume and screen fit

▸ MODULE 12
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Dry‑run with 2–3 job posts and multiple resume formats (DOCX, PDF, TXT). Add branches for

mime‑specific extraction. Enable retries and long delays via Hookdeck for paced follow‑ups.

Store incomplete executions so you can retry safely.

Tip

Use ignore/break modules to continue despite non‑critical API errors and implement

exponential backoff. Without storing incomplete runs, you can’t safely retry later.

Submit via the official portal with your tailored resume and concise cover note, then contact

three people: the recruiter or hiring manager, a current contracts/procurement team member,

and a relevant business leader. Email beats generic LinkedIn DMs for visibility; keep it short

and specific to their needs.

Step 10 — 🧪 Test and harden your automations

▸ MODULE 13

Step 11 — ✉️ Apply, then run targeted outreach
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EMAIL — INTRODUCE YOURSELF FOR AN OPEN ROLE

Subject: [Personalized hook for [Name]]

Hi [Name],

I hope you’re having a good week. I see you might be leading the hiring process 
at [Company] and I wanted to personally pass along my resume for the [Role] 
position you have open. I’m looking to work under a fast growing company like 
yours and I would love the opportunity to speak to you and share how my 
[relevant background] could be an asset to your organization as I’m excited 
about the possibility of joining the team.

Hope to hear from you soon,

[Your Name]

EMAIL — ASK A TEAM MEMBER ABOUT CULTURE

Subject: [Personalized hook for [Name]]

Hi [Name],

See that you’ve been on the [Team] at [Company] since [Year]. Wanted to reach 
out as I’m interested in pursuing opportunities for the [Team] there and I was 
wondering if you’d be willing to share some thoughts on what it’s been like 
working there in the culture.

Thanks in advance,

[Your Name]

DM — ASK FOR AN INFORMATIONAL CHAT

I'd be very interested to get your expert opinion on this industry and where 
it's going, could you spare some time?
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Tip

If they ask for an application number you don’t have, email the recruiting/careers inbox

politely to locate it. Messaging hiring managers on LinkedIn right after applying is

common and often ignored; target direct emails instead.

Mirror high‑signal keywords from the job post (procurement, sourcing, risk, supplier

evaluation, FP/CP/T&M) into your resume/profile. Keep your LinkedIn summary front‑loaded

with your sharpest proof in the first 100+ characters. Use ChatGPT to clean grammar without

over‑formalizing your voice.

Tip

Overloading LinkedIn with everything you’ve done can make you look overqualified or

off‑target. Curate to the role you want next, not just what you did before.

Record a quick Loom: who you are, how you run sourcing/evaluations, and one 30‑second

success story. Paste the Loom link in applications or in a Typeform intake if you build one later.

Tip

While recording, scroll through the company or your LinkedIn profile to avoid a static

screenshot look.

▸ MODULE 14

Step 12 — 🔍 Align to ATS and polish your profile

▸ MODULE 15

Step 13 — 🎥 Optional: add a 60–120s Loom intro
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Research the company’s mission, size, and key people on LinkedIn. Prepare 3–4 STAR stories:

vendor selection under time pressure, negotiation with concessions, resolving a delivery

dispute, and implementing a quality gate. Practice a crisp 'Tell me about yourself' that lands in

60–90 seconds and ties directly to their needs.

Tip

Avoid 'volcano answers' (long, emotional tangents). Stay factual, concise, and oriented

to business outcomes.

Map stakeholders by power, legitimacy, influence, and impact. Plan engagement frequency

and decision gates. When conflicts arise (scope, delivery, pricing), select the technique that

best serves project objectives: problem‑solving, compromising, smoothing, or

accommodating. Document decisions and approvals.

Tip

Resolve conflicts based on project objectives, not personalities. Escalate with evidence

(issues, impacts, options) when needed.

▸ MODULE 16

Step 14 — 🎙️ Interview with structured examples

▸ MODULE 17

Step 15 — 🧑‍🤝‍🧑 Manage stakeholders and conflicts

▸ MODULE 18
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Build a schedule management plan: how you’ll plan, develop, manage, and control timelines.

Sequence activities, analyze dependencies (critical path/chain), estimate durations, and

monitor. Use an Excel Gantt from your template set to keep teams aligned.

Tip

In Excel Gantts, reverse task order and set a sensible minimum date on the axis so

timelines display correctly.

Define quality standards with vendors up front. Capture acceptance criteria in SOWs and link

to tests/evidence. Schedule periodic audits performed by a team independent of the project

manager to ensure impartial checks on deliverables.

Tip

Project managers shouldn’t audit their own work. Separate roles to preserve objectivity.

Run a structured evaluation: qualify suppliers, request evidence, score against weighted

criteria, shortlist, and compare estimates. Choose contract type aligned to scope clarity and

Step 16 — 📅 Control schedules with simple
visuals

▸ MODULE 19

Step 17 — ✅ Bake in quality and independent
audits

▸ MODULE 20

Step 18 — 🤝 Evaluate suppliers and choose
contract types
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risk: Fixed Price (stable scope), Cost‑Plus (uncertain scope with audit), Time & Materials (flex

scope, rate control). Record rationale in your evaluation file.

PROMPT — SUPPLIER EVALUATION SCORING

Input JSON: {criteria:[{name,weight,evidence_required,scoring_guidance}], 
supplier_responses:[{supplier,answers:{criterion:details}}]}.
Return JSON: {scores:[{supplier,weighted_score,notes}], risks:
[{supplier,issue,impact,mitigation}]}.
Rules: 1–5 scale; multiply by weight; include short justifications per 
criterion.

Tip

Document why you selected a contract type for each award; this speeds approvals and

shields you during audits.

For each awarded contract, create a living obligations tracker (owner, due date, evidence link),

renewal reminders, change log, and risk register. Keep email approvals and redlines linked in

Docs. Use Sheets filters to view renewals 60–90 days out; schedule reminders with your

automation platform if desired.

Tip

Long passphrases (memorable sentences) are more secure than short complex

passwords. Use a password manager for contract repositories.

▸ MODULE 21

Step 19 — 🧾 Administer contracts with clean
records

▸ MODULE 22
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If you intake many vendors, add a simple portal. Typeform collects basics and a Loom link;

Make.com maps answers to a ClickUp list with custom fields and stage automations; optional

Cal.com webhook moves stages after booking.

Build it fast: Typeform (first/last name, email, phone — required; website/Loom link optional) →

Make.com (two‑step pattern: watch new responses, then list responses to map fields) →

ClickUp (custom fields mirroring form; automations on stage changes to trigger webhooks;

Switch module to map booleans to dropdown IDs).

Tip

Hookdeck can delay webhook data for days and retry with backoff, ideal for spaced

reminders without adding extra columns.

Refresh resume bullets with measurable outcomes and specifics (e.g., supplier count, cycle

time reduced, risk mitigations) rather than vague responsibilities. Use your network to set up

short conversations and build a warm list of teams that may need contracting help next

quarter.

Tip

Sending many generic applications without the right niche signals or skills yields silence.

Tighten your focus and show evidence.

Step 20 — 📝 Optional: vendor intake portal with
Typeform + ClickUp

▸ MODULE 23

Step 21 — 📈 Keep improving your materials and
network

▸ MODULE 24
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🧱

SKIPPING THE WIREFRAME

Automating before mapping your process leads

to brittle flows and rework.

🤖

OVERLOADING THE AI

Separate info extraction from analysis and use

structured parsers for reliable fields.

📨

AUTO‑APPLYING VIA SCRAPERS

Violates terms and hurts your brand. Scrape to

discover, apply thoughtfully.

🗂️

RESUME ABOUT THE PAST ONLY

Aim bullets at the next role with concrete

procurement achievements.

🔍

NOT READING THE JD

You’ll miss required signals and fail to address

them in interviews.

💬

GENERIC LINKEDIN PINGS

Everyone does it; messages get buried. Email

targeted contacts instead.

🧪

NO RETRIES/BACKOFF

APIs rate‑limit. Use retries with exponential
backoff and store incomplete runs.

🧱

BLOATED PROFILES

Overstuffed LinkedIn makes you look
overqualified or off‑target.

🧾

WRONG FILE IDS

Using incorrect Google Drive IDs breaks
Docs/Sheets automations. Double‑check nested

IDs.

📍

LOCATION RESTRICTIONS

Some remote jobs hire only in certain states.
Check restrictions before applying.

Mistakes to avoid
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📎

ATTACHMENT FRICTION

Use links for portfolios and Looms; big

attachments often go unopened.

$20–$22/hour
Seresti Health enrollment specialist (adjacent

role, source-reported/example-only)

$24–$30/hour
Park Aid overnight customer support associate

(adjacent role, source-reported/example-only)

$24–$30/hour
Park Aid part‑time associate (adjacent role,

source-reported/example-only)

$50–$60 per survey
Prolific survey side income (source-

reported/example-only)

RESOURCES

Federal Acquisition Regulation (FAR) US federal contracting rules and clauses ↗

World Commerce & Contracting

(WorldCC)

Contracting standards, playbooks, and

community
↗

▸ MODULE 25

Salary Estimate

▸ MODULE 26

Resources

https://www.acquisition.gov/far
https://www.worldcc.com/


jobhacki.com · @jobhacki

NIGP: The Institute for Public

Procurement

Public procurement practices and

education
↗

PMI — PMBOK Guide & Standards Project management standards used in contracting ↗

BLS Occupational Outlook — Purchasing Managers,

Buyers, and Purchasing Agents

US job outlook and pay data

for adjacent roles
↗

O*NET — Purchasing Agents Profile Tasks, skills, and activities relevant to contracting ↗
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🤖 AI Auto Apply

Swipe real jobs. We get each application ready;
you check it and press submit.

💼 Job Directory

Live jobs pulled straight from company hiring
systems.

📄 Resume Builder

A role-ready resume in minutes.

🎯 Resume Match

A 0-100 match score against live roles.

🧪 Interview Role Play

Free practice tests with an account; voice

mock interview after the trial.

📚 Playbook Directory

Step-by-step income and job playbooks.

🧰 Tool Directory

Tools, prompts, GitHub repos and GPTs, by

category.

Create your free account

Get All-Access — see price and terms

See the community & what's inside

A free account opens the job hubs, playbook library, Tool Directory and Interview Role Play's practice tests.

Learn More →

Created by JobHacki · @jobhacki · JobHacki Community · Version 2026

Income figures in this guide are source-reported or estimates from real creators and practitioners — not guarantees. Income depends

on location, skill, speed, and demand. Verify pay rates and offers before applying or buying.

TH E  J O B H A C K I  A R S E N A L

What All-Access members get
All 7 JobHacki tools on one membership.

Hack your career.

👇

https://jobhacki.com/dashboard
https://jobhacki.com/#pricing
https://whop.com/jobhacki/
https://jobhacki.com/

