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You Will Need …
To put ONE HOUR of 

undisturbed time in your diary 

… plus …

ChatGPT or similar

Curiosity

The aim is to encourage you to experiment with different types of AI instruction (called a 

prompt) to experience a wide-range of uses and understand what leads to useful output 

from Generative AI (the kind of AI that creates content; words, data and pictures). PLEASE 

TAKE NOTES and SAVE OUTPUTS as we will come back together to discuss how things went. 

Spend 20 minutes on each of the exercises – you’re experimenting not perfecting.

How To Use This Workbook

Read pages 3 

and 4 to refresh 

your memory 

then invest 20 

minutes on 

Exercise One 

(page 5)

FIRST …

Read pages 6 

and 7 and then 

do Exercise Two 

(page 8)

NEXT …

Read pages 9 and 

10, and then do 

Exercise 3 (page 11). 

You have 4 files 

that will help you 

complete the task. 

THEN …

Arrange to discuss 

experiences and 

what you’ve learnt 

(feel free to book 

time directly)

FINALLY …

Have you tried … ?

The example data that 
we have supplied



AI Readiness

01
02

03

04

05
06

07

PROMPT

ACTOR

Acting as … a Marketing Expert | a 

politician | a sceptic | a CFO

CONTEXT/PURPOSE

I want to … understand | compare | 

enhance | analyse | create | test | critique

REFERENCE

With a starting point of … this 

example | a new prompt | the previous 

response | this linked article

FOCUS

Giving me … a step-by-step guide | talking 

points | alternative views | emerging trends | a 

photo-realistic image | synthetic sales data

CONSTRAINTS/CLARIFICATIONS

Only using … dates | locations | industries | internal company information

With the following guidelines … only using uploaded data | in the format of | 

with a dataset in the following format | using consistent population distributions

VOICE/AUDIENCE

As if explaining it to … experts | a 

child | a graduate | the board

OUTPUT FORMAT

Output in … 2000 words | academic study 

format | bullet points | SEO keywords | 

Excel | .jpeg format

“Prompt Wheel”
A reminder of what you should consider including in your 

AI instructions 



AI ReadinessReminder: More Specific Prompts Get Better Results

How do I get products listed on Amazon?

NO YES

Acting as a commercial growth advisor, give me a step-by-step 

guide on getting my products listed on UK marketplaces; I’m told 

that Amazon is where I should be but advise me on the best 

marketplaces given limited time to do administration. My 

company sells promotional merchandise from small UK-based 

suppliers to large corporates. We often have unbranded excess 

stock and over-runs and I’d like to sell on to maximise my 

return on each project. Assume that I know nothing about online 

marketplaces and the tools that can support them. Your 

solution(s) must maximise the margin I make per product and 

must not damage my brand. Give me recommendations for 

appealing to mid-market companies in the South West. The 

output is a downloadable Word document with the pros/cons of 

each marketplace option (up to a maximum of 5) and then step-

by-step guides suitable for a novice for the best 3 of the 

marketplace options. Include my day-to-day tasks to administer 

ongoing and advise of any complexities that anyone may have 

had and how to overcome them

Investing a few more minutes typically yields far better results



Exercise 1: Writing Prompts For Content
Use your AI tool – and best practice - to create the following content

PRACTICE 
WRITING 
PROMPTS

Create a LinkedIn post 

showcasing something 

about Brand Champions 

that makes you proud

“Words”

01

Create an image by describing it; 

could be an advert, a memory 

you recall or your art gallery 

masterpiece …

“Pictures”

03

Save your three examples and we’ll discuss them 

together … it takes time and practice to get real 

benefits so we’ll all learn together

Showcase

04

Create a spreadsheet of [made up] 

data that you can use to show 

trends in something over time

“Numbers”

02



Reminder: GenAI Can Also Provide Advice
Where is GenAI heading?

The Trends indicate a shift …

• from “functional” tasks to an advisor
• from task-based to outcome-based
• to better support for human qualities 

Note in particular …

• “Editing Text” (position 4 – 45)
• “Generating Ideas” (position 1 – 6)
• “Finding Purpose” (new entry at 3)
• “Healthier living” (position 75 – 10)
• “General advice” (position 10 top outside the top 100) 



“What are some creative analogies for 
explaining how our AI marketing tool saves 
time—using cooking or travel metaphors?”

“Winning Hearts And Minds”

> internal adoption

“I need to get 10,000 people to try 
our new skincare product in one 
week. Suggest 4 feasible ways”

Rethink Everything

> new voices / approaches

“What are some rising Gen Z 
TikTok trends that reflect a 
shift in attitudes toward luxury 
or status?”

Cultural Signals

> scan “other worlds”

Psychological Tension
“What conflicting thoughts, 

emotions, or desires might a 
busy parent have when trying 

to choose healthy snacks for 
their kids?”

> not just content

“Create a multistage game that 
teaches the user the key principles of 

the 4P model using the classic “sell 
me this pen” scenario. Let the user 
answer from multiple choices and 

explain the key learning points after 
each round”

Relatable Training

> interactive and immersive

Example: Some Common Areas of GenAI Advice
AI tools can be used in a range of imaginative ways … please just experiment!



Exercise 2: Using GenAI As A Trusted Advisor
The purpose of this exercise is to see the difference in quality, depth and usefulness of advice

Tell me about…
Use the AI tool as 90% of users do; as 

if it’s a search engine

Then …
Compare with what 

you’d actually prompt

Now …
Apply some of your 

learnings …

Pick a subject you’d like advice about and see the results. 

Examples may be

• How do I look after a cat?

• I want to live in another country, help me

• Explain some useful Maths concepts to me

• What should I talk to my client about next?

• What’s the best email content for complaining about my 

delivery being late and getting compensation?

• When do I receive my PCP claim refund?

• Why am I not getting faster at running?

• … or [even better] a challenge of your own!

1. “Quick And Dirty”

Now rewrite the subject in the way that you’d usually write the 

prompt (be honest!) and see the difference

2. “The Usual Way”

Now rewrite the prompt again using the best practice materials 

you’ve experienced recently

3. “Use The Prompt Wheel”



Reminder: Data Can Add Context And Nuance
Can we identify sources of data that will be useful for better AI results?

Operational

Project

Marketing

Resource

“People”

CRM/Loyalty

Human Resources

Expertise

Supplier/Product

Specifications

Service Records

Training

Financial

Revenue / expense

Assets / liabilities

Reporting

Open Source

Company reports

Best practice

White papers

Research

Surveys/Panels

Paid Research

Trusted Sources

Digital

Website

App

Media

Social

Social media

Reviews

Blogs/Forums

Other

Spreadsheets

Notepads!

Contact Centre



Exercise 3: Using Data To Add Context
There is an ocean of data available, key is knowing what data to use and how to use it

“Coffee Shop” What do customers like and dislike about 

this coffee shop?
 chedule  emplate

 h  h

 h  h

 unday  unday  unday  unday  unday  unday  unday

 ards  hecklist template

engage engage engage

 ou can place your text here  

 lick here to edit this text  

 chedule  emplate

 chedule  emplate

 h  h

 h  h  h  h  h  h  h  h  h  h  h  h  h  h

 h  h

 h  h

 h  h

 h  h

 h  h

 h  h

Meeting
with team

Meeting
with team

 ou can enter the 

item description here

Item  

 ou can enter the 

item description here

 unday

 ou can enter the 

item description here

Item  

monday

 ou can enter the 

item description here

Item  

 ou can enter the 

item description here

Item  

 ou can enter the 

item description here

notes

 ou can enter the 

item description here

Item  

your text here

your text here

your text here

your text here

 ou can enter the item description here

 ou can enter the item description here

 ou can enter the item description here

 ou can enter the item description here

 ou can enter the item description here

 ou can enter the item description here

 ou can enter the item description here

 ou can enter the item description here

Management  eview  lide  emplate

“Kitchenware” Are there insights that could help this store 

to increase revenues and profits?
 chedule  emplate

 h  h

 h  h

 unday  unday  unday  unday  unday  unday  unday

 ards  hecklist template

engage engage engage

 ou can place your text here  

 lick here to edit this text  

 chedule  emplate

 chedule  emplate

 h  h

 h  h  h  h  h  h  h  h  h  h  h  h  h  h

 h  h

 h  h

 h  h

 h  h

 h  h

 h  h

Meeting
with team

Meeting
with team

 ou can enter the 

item description here

Item  

 ou can enter the 

item description here

 unday

 ou can enter the 

item description here

Item  

monday

 ou can enter the 

item description here

Item  

 ou can enter the 

item description here

Item  

 ou can enter the 

item description here

notes

 ou can enter the 

item description here

Item  

your text here

your text here

your text here

your text here

 ou can enter the item description here

 ou can enter the item description here

 ou can enter the item description here

 ou can enter the item description here

 ou can enter the item description here

 ou can enter the item description here

 ou can enter the item description here

 ou can enter the item description here

Management  eview  lide  emplate

“Footwear” How can this retailer double in size within 

five years?
 chedule  emplate

 h  h

 h  h

 unday  unday  unday  unday  unday  unday  unday

 ards  hecklist template

engage engage engage

 ou can place your text here  

 lick here to edit this text  

 chedule  emplate

 chedule  emplate

 h  h

 h  h  h  h  h  h  h  h  h  h  h  h  h  h

 h  h

 h  h

 h  h

 h  h

 h  h

 h  h

Meeting
with team

Meeting
with team

 ou can enter the 

item description here

Item  

 ou can enter the 

item description here

 unday

 ou can enter the 

item description here

Item  

monday

 ou can enter the 

item description here

Item  

 ou can enter the 

item description here

Item  

 ou can enter the 

item description here

notes

 ou can enter the 

item description here

Item  

your text here

your text here

your text here

your text here

 ou can enter the item description here

 ou can enter the item description here

 ou can enter the item description here

 ou can enter the item description here

 ou can enter the item description here

 ou can enter the item description here

 ou can enter the item description here

 ou can enter the item description here

Management  eview  lide  emplate

Your Client … What “new conversation” can you take to 

your client?

In addition to now being able to write brilliant prompts … you can upload data (via the + symbol in the prompt box) to improve 
project delivery and/or create “conversation starters” for use with your clients. Using the sample data we have provided – the file 
names should indicate which is which - spend 5 minutes planning how you could use AI to support each of these scenarios …

… then maybe find some time to try using the data in your prompts, experiment, reflect, share, discuss and get excited!



Best Practice: Discuss and Share
Internal conversations should include how you’re using AI – success, confusion, failure, brilliance … keep the conversation going

The best ideas are already within 
your organisation

Learn together rather than 
individually

Reuse and build on the wisdom 
of the crowd



Best Practice: A Prompt To Write A Prompt
Once you’ve refined your instructions in a conversation, you can use AI to rewrite a better version of what you wanted in the first place

+ “Could you link to the original story”
+ “Being memorable is the most important feature”
+ ”Make the case studies relatable”
+ etc etc etc



AI ReadinessWhat Should (and Shouldn’t) GenAI Do?
There are useful guidelines when considering when to apply AI 

Good Uses Poor Uses

Analysis of large data sets 

for summarisation, second 

opinion or completeness

Transform from one “format” or 

style to another (for example, to 

improve resonance with an 

audience)

Orchestration and 

completion of tasks in 

complex processes 

When accuracy or certainty 

are the key objectives, for 

example, in regulated or 

standardised tasks

When human qualities 

(judgement, empathy, 

accountability etc) are 

required

When the investment 

outweighs the potential 

return
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