The Smart Office Manager’s Al Playbook

From Reactive Firefighting to Proactive Leadership.
A Practical Guide to Multiplying Your Impact.
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PUTS THE Al INTO
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Al is a Co-Pilot,
Not the Pilot

Itis a support tool and should 2 )¢
never replace human judgment, @
empatity, or leadership. 3

3

Hire Faster & Fairer

r;iﬁtions and screen

n skills alignment.

What Al Is (and Is Not)

@V -

screening CVs, spotting trends, Y PR
and structuring reports.

The Smart Office Manager's Al Toolkit

Your Thinking Assistant
& Pattern-Spotter

Use Al to draft, analyze, and summarize
information quickly and efficiently.

It Works Best on
Repetitive Cognitive Tasks
Ideal for handling tasks like =5

Practical Use Cases: Your Al To-Do List

Find Hidden
Office Savings

Standardize Onboarding

Identify Burnout &
Retention Risks

Compare vendor contracts and analyze

te consistent onboarding checklists
expense patterns to identify cost leakage.

- Analyze leave trends and exit interview
training pians for every new role. *@g

~ themes to spot problems early.

&

3 Non-Negotiable Rules for Safe Al Use

1. Human Judgment is =

Always Final

Al canrecommend or suggest, but a person
must always make the final decision.

3. Protect Sensitive
Personal Data

Never upload sensitive employee or
company data into public Al platforms.

2. Be Transparent with
Your Team

Inform staff that Al is used as a support
tool and clarify its purpose.
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Your Role is More Demanding Than Ever.

You are the operational hub of your business, managing everything from people to processes. This means you're
constantly balancing competing priorities and facing challenges that can slow you down and increase risk.

7
Y,

Inconsistent Processes

Time lost on manual,
repetitive tasks and
inconsistent onboarding.

z
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OD

Burnout Risks

Reacting to sick leave and
struggling with visibility of
staff engagement.

Operations

-

Office
Manager

g%

Suppliers

&

Suppliers

Finance

Recruitment Bottlenecks

High agency costs and time
spent screening countless
CVs.

Manual Reporting

Hours spent in spreadsheets
tracking costs, leave, and
performance themes.

Cost Pressures

The constant need to find
savings and justify every
expense.
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Al is Not a Replacement. It’s a Leadership Amplifier.

Forget the hype. In your role, Al is best understood as a

practical assistant. It is a tool that you control completely.

Al IS (your new toolkit):

A thinking assistant: Helps you draft, summarize,
and structure information.

@ " Apattern-spotter: Highlights risks, gaps, and
R
&

opportunities in data you already have.

A time-saving force multiplier: Handles repetitive
cognitive work, freeing you for strategic tasks.

Al IS NOT (the final decision-maker):

It should never make final hiring or disciplinary
decisions.

It should never replace your empathy, discretion,
or professional judgment.

< R

i
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#» How to Get Started in 3 Practical Steps

This low-risk framework requires no IT integration or special software.

Step 1: Start with
Problems, Not Tools

First, identify a specific operational
pain point from your daily work (like
the ones on Slide 2). Al is only useful
when it solves a real problem.

Step 2: Use General
Al First

Begin with secure, mainstream tools
you can access today, like ChatGPT,
Microsoft Copilot, or Google Gemini.
These are perfect for drafting, analysis,
and communication support.

D

Step 3: Work with
Prompts, Not Software
The skill isn't in using an application;
it's in giving clear instructions. Think

of it as briefing a highly efficient
assistant.
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=y The Real Skill is Asking the Right Questions.
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To get the best results from Al, structure your request using these four key elements.
Mastering this is more important than learning any single piece of software.

ANATOMY OF A GREAT PROMPT

1. CONTEXT 2. OBJECTIVE

Who are you and what are What specific problem are
your constraints? (e.g., you trying to solve? (e.g.,
‘We are a 50-person tech ‘Draft a job description for a
SME.") junior designer.”)

3. RULES

What tone, format, or
constraints must the Al
follow? (e.g., ‘Use a professionall |
but welcoming tone.") =

™ 4. OUTPUT FORMAT

[j{ ——q How do you want the

(>l answer delivered? (e.g., ‘Output as

Baas A;) a structured checklist ready
— for posting.")
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pg From a Vague Idea to a Perfect Output

HOSPITALITY

The Old Way The Smart Way
| need a job description for a new admin. ©L155H We are hiring for an Office Administrator in a
high-pressure legal services SME.

OIS Draft a Job Description based on these tasks:
[managing calendars, booking travel, preparing client
documents].

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

GBI A structured Job Description ready for posting.

Result: Result:

(= A generic, unhelpful template that

PN~

— requires heavy editing.

A tailored, high-quality draft that
saves hours of work.
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The Playbook: People Operations s

Hire Faster, Onboard Smarter, and Retain Your Best Talent.

Play 1: Bias-Free CV
Screening

oy
=0

What it does:

Drafts prompts to screen anonymized
CVs strictly against required skills,
reducing unconscious bias.

The Win: Faster, fairer shortlisting
and lower dependency on

recruitment agencies.

Play 2: Consistent
Onboarding

O

What it does:

Generates role-specific onboarding
checklists and 30-60-90 day plans to
standardize the new hire experience.

The Win: Faster ramp-up time for
new employees and reduced early
attrition.

G
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Play 3: Early Burnout
Detection

N
What it does:

Analyzes anonymized leave and
overtime data to flag individuals or
teams at risk of burnout before it
becomes a crisis.

The Win: Proactive wellbeing
support, improved morale, and
better service continuity.




Deep Dive: Scripting a Difficult Conversation

Turn Conflict into Constructive Qutcomes

]
@
i
The Challenge, The Al Play The Win (The Output) PR
@ The Challenge: A fair, structured dialogue that focuses
L on impact and solutions, not blame.

A line manager needs to address an employee's recurring
lateness. The goal is to be firm and clear about the impact
without escalating the situation or sounding aggressive.

...noticed you've been late a

few times...

>_ | The AlPlay (The Prompt): ...the impact on the team is...
Act as an HR coach. An employee has been late 4 ...is there anything we can do
times this month. Draft a script for the manager to use. to support you...?

The tone must be neutral and investigative, not
aggressive. It must focus on the impact of the lateness

Key benefits: Reduced interpersonal conflict,
on the team and seek to understand the cause. y P

better management consistency across the
business, and documented, fair processes.
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The Playbook: Business Operations

PERTLINK

Control Costs, Reduce Admin, and Improve Resilience. R

Play 1: Find Hidden Savings

What it does:

Analyzes expense reports to
Analyzes expense reports to
identify cost leakage and compares
vendor contracts side-by-side to
highlight hidden fees.

The Win: Better financial

discipline and measurable ROI.

Play 2: Reduce Admin Errors

4

What it does:
Spots anomalies in payroll data
Spots anomalies in payroll data
before processing and simplifies
complex policies into easy-to-

understand communications for staff.

The Win: Fewer disputes,

improved trust, and significant time
saved on repetitive admin.

Play 3: Fairer Workload Planning

What it does:

Analyzes holiday requests to
identify coverage gaps and creates
balanced, fair shift rotations that
prevent burnout.

The Win: Fewer last-minute staffing
crises and more predictable

workloads for employees.




o o o o ®
Deep Dive: Building a Business Case -1

Secure Investment with Data-Driven Arguments.

The Challenge, The Al Play The Win (The Output)
[;@ The Challenge: @
o~ o Youneed anew $2,000 coffee machine. It feels
Y Y Jike a "nice to have," but you know it will boost O-00
morale and save productive time lost on daily =
coffee runs. # 10
S The Al Play (The Prompt): [ ] ) Days
Write a short ROI business case. We want to {0 $2,000
buy a new coffee machine for $2,000.
Assume 20 staff currently spend $5 a day A clear, concise calculation showing the machine pays
each on external coffee. Calculate how many for itself in just 10 business days.
business days it will take for the machine to
pay for itself in saved employee spending. **Key benefits: A compelling, data-backed argument
Frame it as a productivity and morale that elevates the request, improving credibility with
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The Ripple Effect: Better Operations Create a

Better Business
At
il
For You (The Office Manager) For Employees

» Time reclaimed for strategic leadership » Fairer treatment and more consistent

» Reduced personal burnout management

 Better decision confidence e Clearer communication and development

pathways

e More predictable workloads

For the Business For Customers
o Lower recruitment and turnover costs » More consistent and reliable service
» Improved operational resilience » Reduced disruption from internal issues
» Scalable processes without adding A stronger brand perception

headcount
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Play it Safe, Smart, and Fair. A

Your 5 Non-Negotiable Rules for Responsible Al Use

Rule 1: Human Judgment is Always Final. Al can recommend or suggest, but a person
must always make the final decision, especially on people matters.

Vo

0oQo0 Rule 2: Be Transparent with Your Team. Inform staff that Al is used as a support tool
CCYA and clarify its purpose. Avoid secretive use.

Rule 3: Protect Sensitive Personal Data. Never upload sensitive employee or
company data into public Al platforms. Use anonymized or hypothetical examples.

Rule 4: Actively Check for Bias. Al reflects the data it’s trained on. Always review
outputs for fairness and avoid over-automation in people decisions.

Rule 5: Ensure Clear Ownership & Accountability. Assign clear responsibility for how
Al tools are used and review their application regularly.

P @
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Keeping Score: How to Measure Your Impact -
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To prove the value of this new way of working, track the right success metrics. If an
approach isn’t delivering measurable benefits, adjust it.

Time Saved Recruitment Cost Staff Turnover Rate
Reduction
4 O
Sy %‘ED e
Absenteeism Trends Employee Satisfaction Scores

= I,
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The Goal Isn’t to be
“AI-Driven.” It’s to be
Better-Led.

For the modern Office Manager, Al is a
leadership amplifier. Used correctly, it
reduces chaos, improves fairness, and
enhances the quality of your decisions.
It is a tool that supports people, not
replaces them, helping you build a more
resilient and better-supported business.

-
&
at
gl
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The Office Manager’s Al Prompt Toolkit

Master Al not by learning complex software, but by learning how to frame powerful instructions to get exactly what you need.

P
@
- THE ANATOMY OF A GREAT PROMPT
oSy To get the best results from Al, structure your request using these four key elements.

3. RULES

What tone, format, or
constraints must the Al follow?
(e.g., "Use a professional but
welcoming tone.")

PROMPT: SCREEN CVs PROMPT: SPOT BURNOUT
WITHOUT BIAS 2q RISKS

Ask Al to screen anonymized Ask Al to analyze anonymized

CVs against specific skills to overtime data to flag employees

get a fair, data-driven shortlist. who are consistently working
excessive hours.
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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 aJob Description based
on thefollowing rough list of
daily tasks:[Insert Tasks].

Use aprofessional but
welcomingtone. Include
sections for 'Must-Haves' vs
'Nice-to-Haves'.

Astructured Job Description
readyfor posting.

Recruitment & Hiring Support

Bias-Free CV Screener

I have pasted 3anonymized CV summaries below for therole of [Insert Role].

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

Focus strictly on the skills
mentioned. Do notinfer
personality traits. Ignore gaps in
employment history.

Atableranking the
candidates by 'Skills Match
%' with a brief reason forthe
ranking.

Recruitment & Hiring Support

Interview Question Generato

We are interviewing a candidate for [Insert Role]. We need to assess their ability to handle
conflict and manage time.

Generate 5 behavioralinterview
questions.

Usethe STAR method
(Situation, Task, Action, Result)
as aguide fortheinterviewer.
Avoid generic questions like
'What is your weakness?'.

Alist of 5questions with a
'What to look forin the
answer' note for each.

Recruitment & Hiring Support

Rejection Email Writer

We have decided not to proceed with acandidate after the second interview. Theywere good,
but lacked specific industry experience.

Draft arejection email.

Be empathetic, professional,
and firm. Encourage themto
applyforfutureroles. Do not
promise specific feedback
unless asked.

Aready-to-send email draft.

Recruitment & Hiring Support

Pipeline Gap Analysis

We are struggling to find candidates for asenior role. We have only advertised on LinkedIn.

Suggest 5alternative channels
or methods to find [Insert Role
Type] candidates.

Focus on cost-effective
methods suitable foran SME.

Abulleted list of strategies.

Onboarding & Training

First Week Checklist

Anew employee s 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.

Aprintable 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.

Usesimple 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 atraining module to fix
this specific gap.

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

Aone-pagetraining outline.

Onboarding & Training

Welcome Email Draft

Anew hireis starting next week. | want the team to welcome them warmly.

Draft an emailto the whole
companyannouncing the new
starter.

Include their name, role, afun

fact about them:[Insert Fact],

and start date. Tone should be
excited.

Email draft.

Onboarding & Training

30-60-90 Day Plan

We are hiring amanager who needs to hitthe ground running.

Draft a generic 30-60-90 day
plan structurefora[lnsert
Role].

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

Atablewith '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
peopleon thedesk at all times.

Identify any dates where we will
beunderstaffed.

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

Aconflictreport.

Workforce Planning & Leave

Burnout Risk Spotter

| am pasting anonymized overtime hours for the team over the last 3months: [Insert Data].

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

Flag anyone working more than
[X] hours consistently.

Arisk summary.

Workforce Planning & Leave

Handover Template

An employee is going on long-term sick leave. We need to capture their workload quickly.

Create ahandover template for
themto fillout.

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

Ablank form/template.




z
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Category

Prompt Title

Prompt Text

Objective

Rules

Output

Workforce Planning & Leave

Leave Policy Explainer

Employees keep asking if they can carry over holiday days. Our policy states: [Insert Policy
Text].

Summarizethisruleforthe
staff intranet.

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

Ashort FAQ entry.

Workforce Planning & Leave

Shift Rotation Planner

We have 5 staff members and need to cover a shift from 8am to 8pm.

Suggest afair rotation schedule
foroneweek.

No oneworks morethan 8
hours aday. Everyone gets a
lunch break.

Atable showingthe
schedule for Mon-Fri.

Performance & Development

Review Meeting Agenda

lam helping managers prepare for annual performance reviews.

Create astandard 1-hour
meeting agenda.

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

An agendawith time
allocations.

Performance & Development

Difficult Conversation Script

An employee has been late 4 times this month. The manager needs to address this.

Draftascript forthe manager to
use.

Tone mustbe neutraland
investigative, not aggressive.
Focus on the impact of the
lateness on the team.

Adialogue script.

Performance & Development

SMART Goal Converter

An employee wrote this goal:'l want to get better at Excel.'

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

Assumethedeadlineis Q3.

Therevised goal statement.

Performance & Development

Feedback Summarizer

Here is anonymized 360-degree feedback for amanager: [Insert Feedback].

Summarize the top 3 strengths
and top 3areas for
development.

Look forrecurring themes. Be
constructive.

Asummaryreport.

Performance & Development

PIP Structure

An employee is going on a Performance Improvement Plan (PIP) for missing sales targets.

Outlinethe structure of afair
PIP document.

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

Adocumentoutline.

Staff Engagement & Retention

Pulse Survey Creator

We have gone through arestructuring and morale is shaky.

Write 5anonymous survey
questions to gauge how the
teamis feeling.

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

The5questions.

Staff Engagement & Retention

Exit Interview Analyst

Here are notes from 3recent exit interviews: [Insert Anonymized Notes].

Identifythe 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 ateam of 10. We want to do something fun onsite.

Suggest 5team-building
activities.

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

Alistof 5ideas with
estimated costs.

Staff Engagement & Retention

Recognition Message

The admin team stayed late to finish the audit prep. | 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'.

Ashort proposal paragraph.

Payroll & Admin Support

Payroll Anomaly Detector

Hereis alist of monthly salary payments: [Insert Data].

Spotanynumbers that deviate
significantlyfrom the average or
look like duplicates.

Do not analyze names, only the
numbers.

Alistof 'Potential Errors'.

Payroll & Admin Support

Policy Update Email

We are changing our expense provider fromXto 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

| have a spreadsheet with start dates in Column A and today's date in Column B.

Write an Excelformulato
calculate the number of years
worked.

Explain how to pasteit.

The formulaand instruction.

Payroll & Admin Support

Admin Error Reducer

Staff keep forgetting to attach receipts to expense claims.

Write afunny/catchy reminder
forthe office noticeboard.

Keep it lighthearted but clear.

Aslogan or short paragraph.

Office Cost Control

Vendor Quote Comparison

I have two quotes for office cleaning. Quote A:[Insert Details]. Quote B: [Insert Details].

Comparethe pros and cons of
each.

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

Acomparison table.




Category

Prompt Title

Prompt Text

Objective

Rules

Output

Office Cost Control

Cost Leakage Hunter

Hereis alist of our monthlyrecurring software subscriptions:[Insert List].

Identify potential duplicate
tools (e.g., Trello and Asana).

Flag tools that serve the same
purpose.

A'RedundancyReport'.

Office Cost Control

Negotiation Email

Our stationery supplier has raised prices by 10%.

Draft an email asking to keep
theold rates.

Mention our long-standing
loyalty and prompt payment
history.

Email draft.

Office Cost Control

Spend Categorization

Hereis araw list of office credit card expenses:[Insert List].

Categorizetheminto 'Travel',
'Food', 'Supplies', and
‘Software'.

Outputas atable.

Categorized table.

Office Cost Control

ROl Business Case

Iwant to buy a new coffee machine ($2000) to save money on staff buying Starbucks.

Write ashort business case.

Estimate that 20 staff spend $5a
day. Calculate how quickly the
machine pays foritself.

A'Return on Investment'
calculation.

G
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Your Al Toolkit: Resources & Next Steps

Tools to Try Today

@ ChatGPT

@t Microsoft Copilot

& o
Google Gemini
7 J
P Y
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Your First Task

Choose one recurring pain point
from your week. Use the 4-part
prompt framework from Slide 5 to
draft your first instruction.

Start small and see the result.
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PERTLINK’S POSITION IS CLEAR:

The intelligence
may be artificial,
but the experience
Is human.

Al does not
replace

hospitality.

Al enhances
the people who
deliver hospitality.
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