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The only correct answer to “How do you use AI?”
is: “I don’t. I don’t use AI. I work with it.”

10 AI Prompts That Feel Like
Hiring a $100K Assistant for Free



I N T R O D U C T I O N
H o w  t o  U s e  T h e s e  A I  P r o m p t s  t o  S a v e
T i m e  a n d  M o n e y  i n  Y o u r  B u s i n e s s

To get  s tar ted,  s imply  copy and paste one of  the prompts
in to  ChatGPT (or  your  prefer red AI  ass is tant ) .  Treat  i t  l i ke
a conversat ion.  Answer  the quest ions i t  asks,  g ive i t  rea l
context  about  your  work,  and le t  i t  he lp  you th ink through
your  chal lenges.  I t  can save you hours  o f  t ime
bra instorming,  wr i t ing,  p lanning,  or  organiz ing.

Ar t i f ic ia l  In te l l igence isn ’ t  jus t  for  b ig  tech companies
—it ’s  a  power fu l  too l  that  every  smal l  bus iness owner
can use to  s impl i fy  operat ions,  boost  product iv i ty ,
and cut  costs .  Whether  you ’ re  a  so lo  ent repreneur  or
managing a growing team, these carefu l ly  cra f ted
prompts wi l l  he lp  you d iscover  rea l ,  pract ica l  ways to
put  AI  to  work.

Th is  gu ide conta ins 10 bus iness- focused AI  prompts,
each des igned to  he lp  you improve a key area l ike
communicat ion,  customer  serv ice,  market ing,  or  work f low
ef f ic iency.  Each prompt  is  fo l lowed by two he lp fu l  fo l low-
up quest ions that  gu ide the AI  deeper—help ing you move
from ideas in to  act ion.

Star t  w i th  one area where you’ re  fee l ing s tuck or
overwhelmed—maybe i t ’s  wr i t ing emai ls ,  onboard ing
c l ients ,  or  fo l lowing up wi th  leads.  Use the prompts to
explore,  tes t  ideas,  and see what ’s  poss ib le .

Y o u  d o n ’ t  n e e d  t o  b e  “ t e c h y ”  t o  u s e  t h i s .
 J u s t  b e  c u r i o u s .



I D E N T I F Y  T I M E - W A S T I N G  T A S K S
1

Main Prompt:
"I run a [type of business]. Ask me a few simple
questions to figure out what repetitive tasks I do every
week. Then suggest 2 things I can automate or delegate,
and explain exactly how to do it.”

Follow-Up 1:
“What AI tools (free or cheap) can help me automate
those two tasks?”

Follow-Up 2:

“Write a quick message I can send to my VA or
team asking them to take over one of these
tasks.”

Goal: Help a business owner identify and offload
recurring tasks using AI or delegation.



W R I T E  Q U I C K  E M A I L  R E P L I E S
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Main Prompt:
"I get a lot of emails from customers asking about things
like pricing, scheduling, and problems with their order or
service. Write me short, customizable reply templates I
can reuse for those common situations.”

Follow-Up 1:

“Can you make these templates sound more casual or
friendly, like how I’d talk in real life?”

Follow-Up 2:

“Now write an auto-reply email I can set up to let
people know when I’ll respond and link to a few
helpful resources.”

Goal: Help a business owner stop rewriting the same
emails and save time with customizable templates.



C L E A N  U P  M Y  T O - D O  L I S T
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Main Prompt:
“I’m overwhelmed by my to-do list. Here it is: [paste your
tasks]. Sort it into 3 groups — high priority, can be
delegated, and can be automated. Then tell me what to do
first and what I can let go of.”

Follow-Up 1:

“Turn my top 3 high-priority tasks into a simple schedule
with suggested times for each.”

Follow-Up 2:

“Break the biggest task into easy step-by-step
instructions I can follow without overthinking it.”

Goal: Help a busy business owner take control of a
cluttered to-do list by organizing, simplifying, and taking
immediate action.



F O L L O W  U P  W I T H  L E A D S  W H O
W E N T  S I L E N T
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Main Prompt:
“Someone asked about my [product/service] but didn’t
reply after I followed up once. Write 3 follow-up
messages I can send over the next few days to re-engage
them. Make each one short, friendly, and helpful —
include versions for both email and text.”

Follow-Up 1:
“Add a brief testimonial or success story to each
message that builds trust without sounding like a sales
pitch.”

Follow-Up 2:

“Now write a version of the last message that
gives them a clear final choice: book a call, ask a
question, or let me know they’re not interested.”

Goal: Help a business owner re-engage a warm lead who
ghosted them — without sounding pushy.



T U R N  C O N V E R S A T I O N S  I N T O
C O N T E N T
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Main Prompt:
Turn this conversation/transcript/note into a blog post or
social media post that explains what I do and offers a
helpful insight to my target audience.

Follow-Up 1:

Reformat this into a short Instagram caption and a tweet
thread.

Follow-Up 2:

Write a call to action at the end that invites people
to book a call or download a lead magnet.

Goal: Help a business owner turn everyday wins or
insights into shareable content that attracts new
business.



A U T O M A T E  C L I E N T
O N B O A R D I N G
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Main Prompt:
“I’m bringing on a new client for [type of service]. Write a
friendly welcome message I can send, plus a list of
questions I should ask to get everything I need — like
name, business info, goals, and anything else that helps
me get started smoothly.”

Follow-Up 1:
“Turn those questions into a fillable Google Form or
Typeform layout that’s easy for clients to complete.”

Follow-Up 2:

“Write a reminder message I can send if they
haven’t filled out the form after 2 days — friendly
but clear.”

Goal: Help a business owner collect the right info from
new clients and get them started with less back-and-
forth.



W R I T E  A  J O B  D E S C R I P T I O N  +  S H O R T
A D  T O  H I R E  T H E  R I G H T  P E R S O N

7

Main Prompt:
“I'm hiring for [insert role, e.g., 'Customer Service
Representative' or 'Field Technician']. Write a compelling
full-length job description that I can use on job boards,
including responsibilities, qualifications, and company
culture. Then write a short version of the same ad (2–3
sentences) that I can post to Facebook, Instagram, or a
community board to attract the right applicants.”

Follow-Up 1:
“Now give me 3 simple screening questions I can include
in the application to filter out bad fits.”

Follow-Up 2:
“Write a short, friendly email I can send to
candidates I want to interview — include next
steps and a thank-you.”

Goal:
 Help a business owner quickly create a professional job
description and social-friendly version so they can attract
the right candidates without hiring a recruiter.



S U M M A R I Z E  K E Y  I N F O  Q U I C K L Y
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Main Prompt:
“I don’t have time to read this whole thing. Here’s a long
email, document, or meeting transcript: [paste it].
Summarize the key points in bullet form and tell me what
actions I need to take next.”

Follow-Up 1:
“Write a quick reply or forward message I can send to my
team or client with the summary and my response.”

Follow-Up 2:

“Highlight anything that’s urgent, confusing, or
needs follow-up — I don’t want to miss anything
important.”

Goal: Help a business owner collect the right info from
new clients and get them started with less back-and-
forth.



S A V E  O N  S O F T W A R E  O R  T O O L S
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Main Prompt:
“I’m using [tool or service] right now, but it’s too
expensive or more than I need. Recommend 2–3 cheaper
or AI-powered alternatives that can do the same job. I
want options that are simple, reliable, and budget-
friendly.”

Follow-Up 1:
“Write a quick reply or forward message I can send to my
team or client with the summary and my response.”

Follow-Up 2:

“Highlight anything that’s urgent, confusing, or
needs follow-up — I don’t want to miss anything
important.”

Goal: Help a business owner lower their monthly costs
by finding smarter, more affordable software or AI-based
alternatives.



S P O T  B O T T L E N E C K S  I N  M Y  B U S I N E S S

1 0

Main Prompt:
“Things in my business feel slower or more complicated
than they should be. Ask me 3–5 quick questions about
how leads come in, how I work with customers, or how I
deliver my service. Then show me 1 or 2 things I could fix
or automate to save time, close more sales, or reduce
headaches.”

Follow-Up 1:

“Now break that fix into clear steps I can take — and
name a tool or method that would help me do it.”

Follow-Up 2:
“Write a message I can send to my team
explaining the change, why it matters, and what
the benefit will be.”

Goal: Help a business owner uncover what's slowing
them down or wasting time — and show how AI or
automation can fix it without hiring more people.



Thank you
Robert Brown
210-388-4839

robert@smartaidesigns.io


