
































Category Prompt Title Prompt Text Objective Rules Output

Recruitment & Hiring Support Job Description Drafter
 We are hiring for a [Insert Role Name] in a [Insert Industry] SME. The role involves high 
pressure and requires multitasking. 

Draft a Job Description based 
on the following rough list of 
daily tasks: [Insert Tasks]. 

Use a professional but 
welcoming tone. Include 
sections for 'Must-Haves' vs 
'Nice-to-Haves'.

A structured Job Description 
ready for posting.

Recruitment & Hiring Support Bias-Free CV Screener  I have pasted 3 anonymized CV summaries below for the role of [Insert Role]. 

Screen these candidates 
against our requirement for 
[Insert Specific Skill, e.g., 
Project Management].

Focus strictly on the skills 
mentioned. Do not infer 
personality traits. Ignore gaps in 
employment history. 

A table ranking the 
candidates by 'Skills Match 
%' with a brief reason for the 
ranking.

Recruitment & Hiring Support Interview Question Generator
 We are interviewing a candidate for [Insert Role]. We need to assess their ability to handle 
conflict and manage time. 

Generate 5 behavioral interview 
questions. 

Use the STAR method 
(Situation, Task, Action, Result) 
as a guide for the interviewer. 
Avoid generic questions like 
'What is your weakness?'. 

A list of 5 questions with a 
'What to look for in the 
answer' note for each.

Recruitment & Hiring Support Rejection Email Writer
 We have decided not to proceed with a candidate after the second interview. They were good, 
but lacked specific industry experience. Draft a rejection email. 

Be empathetic, professional, 
and firm. Encourage them to 
apply for future roles. Do not 
promise specific feedback 
unless asked. 

A ready-to-send email draft.

Recruitment & Hiring Support Pipeline Gap Analysis  We are struggling to find candidates for a senior role. We have only advertised on LinkedIn. 
Suggest 5 alternative channels 
or methods to find [Insert Role 
Type] candidates. 

Focus on cost-effective 
methods suitable for an SME. A bulleted list of strategies.

Onboarding & Training First Week Checklist  A new employee is starting in the [Insert Department] team next Monday. 
Create a 'First Week' 
onboarding checklist.

Break tasks down day-by-day. 
Include IT setup, team 
introductions, and specific 
training sessions.

 A printable checklist format.

Onboarding & Training Process Simplifier
 Our current process for [Insert Process, e.g., Requesting Leave] is confusing. Here is the 
current lengthy text: [Insert Text]. 

Rewrite this into a simple step-
by-step guide.

Use simple English. Use bullet 
points. Keep it under 200 words. A 'How-To' guide.

Onboarding & Training Training Gap Identifier
 New hires in the sales team are consistently struggling with [Insert Software Name] after 
month 1. 

Propose a training module to fix 
this specific gap.

Outline the learning ,Objective 
and suggested format (e.g., 
video, shadow session). 

A one-page training outline.

Onboarding & Training Welcome Email Draft  A new hire is starting next week. I want the team to welcome them warmly. 
Draft an email to the whole 
company announcing the new 
starter. 

Include their name, role, a fun 
fact about them: [Insert Fact], 
and start date. Tone should be 
excited.

Email draft.

Onboarding & Training 30-60-90 Day Plan  We are hiring a manager who needs to hit the ground running.
Draft a generic 30-60-90 day 
plan structure for a [Insert 
Role].

First 30 days = learning; 
60 days = contributing; 
90 days = leading.

A table with 'Focus Area' and 
'Key Deliverables' for each 
month.

Workforce Planning & Leave Holiday Clash Analyzer
 Here are the requested vacation dates for the support team: [Insert Dates]. We need at least 2 
people on the desk at all times. 

Identify any dates where we will 
be understaffed.

Highlight the exact conflict 
dates. Suggest who could move 
their leave based on who asked 
last.

A conflict report.

Workforce Planning & Leave Burnout Risk Spotter  I am pasting anonymized overtime hours for the team over the last 3 months: [Insert Data]. 

Identify which roles/employees 
are showing signs of potential 
burnout based on hours 
worked. 

Flag anyone working more than 
[X] hours consistently.  A risk summary.

Workforce Planning & Leave Handover Template  An employee is going on long-term sick leave. We need to capture their workload quickly. 
Create a handover template for 
them to fill out.

Include sections for 'Pending 
Tasks', 'Key Contacts', 
'Passwords/Access', and 
'Deadlines'. 

A blank form/template.
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Workforce Planning & Leave Leave Policy Explainer  Employees keep asking if they can carry over holiday days. Our policy states: [Insert Policy 

Text]. 
Summarize this rule for the 
staff intranet. 

Make it crystal clear. Use a 
friendly Q&A format. 

A short FAQ entry.

Workforce Planning & Leave Shift Rotation Planner  We have 5 staff members and need to cover a shift from 8am to 8pm. 
Suggest a fair rotation schedule 
for one week. 

No one works more than 8 
hours a day. Everyone gets a 
lunch break. 

A table showing the 
schedule for Mon-Fri.

Performance & Development Review Meeting Agenda  I am helping managers prepare for annual performance reviews.
Create a standard 1-hour 
meeting agenda.

Include time for reviewing past 
goals, discussing wellbeing, 
and setting new Objectives. 

An agenda with time 
allocations.

Performance & Development Difficult Conversation Script  An employee has been late 4 times this month. The manager needs to address this.
Draft a script for the manager to 
use. 

Tone must be neutral and 
investigative, not aggressive. 
Focus on the impact of the 
lateness on the team. 

A dialogue script.

Performance & Development SMART Goal Converter  An employee wrote this goal: 'I want to get better at Excel.' 

Rewrite this into a SMART goal 
(Specific, Measurable, 
Achievable, Relevant, Time-
bound). 

Assume the deadline is Q3. The revised goal statement.

Performance & Development Feedback Summarizer  Here is anonymized 360-degree feedback for a manager: [Insert Feedback]. 
Summarize the top 3 strengths 
and top 3 areas for 
development. 

Look for recurring themes. Be 
constructive.  A summary report.

Performance & Development PIP Structure  An employee is going on a Performance Improvement Plan (PIP) for missing sales targets. 
Outline the structure of a fair 
PIP document. 

Include sections for 'Gap 
Analysis', 'Required Support', 
'Check-in Dates', and 
'Consequences'.

A document outline.

Staff Engagement & Retention Pulse Survey Creator  We have gone through a restructuring and morale is shaky.
Write 5 anonymous survey 
questions to gauge how the 
team is feeling. 

Questions should be short. Mix 
of rating scale (1-10) and open 
text. 

The 5 questions.

Staff Engagement & Retention Exit Interview Analyst  Here are notes from 3 recent exit interviews: [Insert Anonymized Notes]. 
Identify the common reason for 
leaving. 

Be Objective. Look for patterns 
in management, pay, or career 
progression. 

A 'Retention Risk' summary.

Staff Engagement & Retention Team Building Ideas  We have a budget of $50 per head and a team of 10. We want to do something fun onsite. Suggest 5 team-building 
activities. 

Must be inclusive (physical 
ability). Must fit the budget. 

A list of 5 ideas with 
estimated costs.

Staff Engagement & Retention Recognition Message  The admin team stayed late to finish the audit prep. I want to recognize them publicly. Draft a Slack/Teams message. Be enthusiastic. Mention the 
specific sacrifice (staying late). 

The message draft.

Staff Engagement & Retention Engagement Initiative  Staff are complaining about a lack of connection between departments. Propose one low-cost initiative 
to fix this. 

Consider things like 'Lunch & 
Learns' or 'Shadowing'.

A short proposal paragraph.

Payroll & Admin Support Payroll Anomaly Detector  Here is a list of monthly salary payments: [Insert Data]. 
Spot any numbers that deviate 
significantly from the average or 
look like duplicates.

Do not analyze names, only the 
numbers. A list of 'Potential Errors'.

Payroll & Admin Support Policy Update Email  We are changing our expense provider from X to Y. 
Write an email to staff 
explaining the change.

Explain 'Why' (better user 
experience), 'When' (date), and 
'What to do' (download new 
app).

Email draft.

Payroll & Admin Support Meeting Minutes Drafter  Here are my rough notes from the operations meeting: [Insert Notes]. 
Clean these up into formal 
minutes.

Use sections for 'Attendees', 
'Discussion Points', and 'Action 
Items' (with owners).

Formal minutes.

Payroll & Admin Support Excel Formula Helper  I have a spreadsheet with start dates in Column A and today's date in Column B. 
Write an Excel formula to 
calculate the number of years 
worked. 

Explain how to paste it. The formula and instruction.

Payroll & Admin Support Admin Error Reducer  Staff keep forgetting to attach receipts to expense claims. Write a funny/catchy reminder 
for the office noticeboard. 

Keep it lighthearted but clear. A slogan or short paragraph.

Office Cost Control Vendor Quote Comparison  I have two quotes for office cleaning. Quote A: [Insert Details]. Quote B: [Insert Details]. Compare the pros and cons of 
each.

Highlight hidden costs (e.g., 
equipment fees).

A comparison table.
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Office Cost Control Cost Leakage Hunter  Here is a list of our monthly recurring software subscriptions: [Insert List]. Identify potential duplicate 

tools (e.g., Trello and Asana). 
Flag tools that serve the same 
purpose.

A 'Redundancy Report'.

Office Cost Control Negotiation Email  Our stationery supplier has raised prices by 10%. 
Draft an email asking to keep 
the old rates.

Mention our long-standing 
loyalty and prompt payment 
history.

Email draft.

Office Cost Control Spend Categorization  Here is a raw list of office credit card expenses: [Insert List].
Categorize them into 'Travel', 
'Food', 'Supplies', and 
'Software'. 

Output as a table. Categorized table.

Office Cost Control ROI Business Case  I want to buy a new coffee machine ($2000) to save money on staff buying Starbucks. Write a short business case. 
Estimate that 20 staff spend $5 a 
day. Calculate how quickly the 
machine pays for itself.

 A 'Return on Investment' 
calculation.








