
    
 
 
 
 
 

 

WORKING SMART WITH AI 
WEEK 1 SESSION GUIDE 

 

1. SELF-ASSESSMENT 
What are some concerns you need to pay more attention to as you are on your AI 
journey? 
A. Mindset & Leadership 

1. I have considered and am following how AI will impact my business or industry 
in the next 12–24 months. ☐ Yes ☐ No 
2. I have a clear idea of one or more areas where AI could help improve my 
business. ☐ Yes ☐ No 

B. Tools & Tech Comfort 
3. I regularly use and embrace a variety digital tools (like Google Docs, Zoom, 
QuickBooks, etc.) to run my business. ☐ Yes ☐ No  
4. When working with AI, I typically ask for revisions or additional info (multiple 
iterations). ☐ Yes ☐ No 

C. Data & Systems 
5. I know where my key business data lives and can access it digitally when I 
need it (sales, customer contacts, inventory, etc.)  
☐ ☐ Yes ☐ No  
6. I have/my team has used AI to analyze my data 
☐ Yes ☐ No 

D. AI for Marketing & Brand Voice 
7. I (my team) use AI to write and/or manage content for my business (emails, 
social media, website, etc.). ☐ Yes ☐ No  
8. I have a clear brand voice and I am (my marketer is) training AI to use that 
voice. ☐ Yes ☐ No 

E. AI Readiness & Risk Awareness 
9. I have at least one specific task or workflow in mind where I want to try AI.  
☐ Yes ☐ No  
10. I understand the risks of using AI and make sure to manage those risks.  
☐ Yes ☐ No 



    
 
 
 
 
 

 
NEXT STEPS 
Use the areas where you answered ‘No’ as possible areas you’ll need to work on in your AI 
journey. A ‘No’ may indicate an area where you want to focus some of your efforts. 

 
 

2. MINDSET & LEADERSHIP DEVELOPMENT 
Use these two Prompts (one at a time) in AI to consider your AI priorities: 

 
Prompt 1 — Fill-in-the-blank: “How will AI impact my business in 12–24 months?” 

You are my AI industry analyst and small business strategist. I want a practical 
forecast (not hype) for how AI will impact my business or industry in the next 12–24 
months. 
 
BUSINESS DETAILS 
- Industry / niche:  
- Business type (service, retail, ecommerce, nonprofit, etc.):  
- What I sell / offer:  
- Target customer:  
-Area or region serviced:  
- How customers find me today (top 2-3 channels):  
- My biggest constraints (time, budget, team, skills):   
- My current AI usage (none / light / moderate):  
 
ANALYZE (12–24 MONTH VIEW) 
1) List the top 6 changes AI is likely to bring to my industry (customer behavior, 
competitors, pricing, marketing, operations). 
2) For each change, include: 
   - What’s changing (plain language) 
   - Why it matters for a small business like mine 
   - “Early signals” I should watch for 
3) Identify the top 5 ways my competitors are likely using AI (even if it’s not obvious). 
4) Give me a “risk & opportunity” snapshot: 
   - Top 3 opportunities to gain an advantage 



    
 
 
 
 
 

   - Top 3 risks or downsides to manage 
5) End with a short “If I do nothing…” vs “If I take action…” comparison. 
 
Format: Use headings + bullet points. Keep it specific and practical. 

 
Prompt 2 — Follow-up: “Ask me questions to set my AI priorities” 

Act as my AI implementation coach. Your job is to help me set priorities for how AI 
can improve my business. 
 
Step 1 (Questions First): 
Ask me 10–12 high-quality questions to diagnose where AI can help most. Your 
questions must cover: 
- Goals (next 90 days) 
- Bottlenecks / time-sucks 
- Customer journey (lead → sale → follow-up) 
- Marketing and sales process 
- Operations and admin work 
- Data and tools I already use 
- Risk/sensitivity (what I should NOT use AI for) 
- My comfort level + time available to learn 
 
Ask the questions one at a time, and wait for my answer after each question. 
 
Step 2 (After you’ve asked all questions and I’ve answered): 
Create my “AI Priority Map” including: 
- Top 3 priority areas (highest impact, lowest friction) 
- For each: 2 quick wins I can do this week + 1 bigger project for later 
- A simple 2-week test plan (what to do, what success looks like) 
- The first 3 prompts I should save in my prompt library 
- Any guardrails I should follow (privacy, accuracy checks) 

 
Important: Do not give recommendations until you’ve asked all the questions. 

 
FOR BEST RESULTS:  



    
 
 
 
 
 

• Use a thinking (ChatGPT)/extended thinking (Claude) (or whatever it’s called if you’re 
using another primary AI tool) if you have it  

• Try this in more than one AI tools to compare results. 
• Go through the results and consider the answers carefully. 


