
    
 
 
 
 
 

 

WORKING SMART WITH AI 
QUICK GUIDE TO SMART PROMPTING 
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   PLAN BEFORE YOU PROMPT 
✓ Give Context: What you want + who it’s for + where it’ll be used. 
✓ Set the Role: “You are a…” (marketer, consultant, HR pro, etc.) 
✓ Choose a Format & Tone: Email, list, FAQ, social post, etc. Friendly? Professional? 

     STYLE & FORMAT TRICKS 
✓ Work in Steps: Start small → refine. 
✓ Show a Good Example: “Match this writing style…” 
✓ Give Feedback: “Make it shorter / friendlier / simpler.” 

    REFINE & EXPLORE 
✓ Get Options: “Give me 3 versions—funny, formal, casual.” 
✓ Let AI Interview You: “Ask me one question at a time…” 
✓ Put AI on the Spot: “Which idea do you recommend, and why?” 

    ADD DETAILS FAST 
✓ Paste It In: “Here’s my About Us text—rewrite as a welcome email.” 
✓ Upload Files: Menus, flyers, newsletters, SOPs. 
✓ Use Website Links: “Match the tone of my website: [URL].” 
✓ Drop in Images: “This is our flyer—suggest improvements.” 
✓ Combine Inputs: “Here’s a product image + website link—write a description.” 

    STAY SMART & SAFE 
✓ Don’t share sensitive info (passwords, bank details, employee data) 
✓ Don’t rely on AI alone for legal, financial, or compliance questions 
✓ Always ask: “Is this info current as of 2026?” 

 


