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Lab A: 
Build Your Team Member's AI Assistant

	
	What you'll leave with:
A personalised AI assistant spec — built for one person, for one specific situation, ready to implement this week.



Time: 30 minutes   |   Tool: Claude or ChatGPT (any version)   |   What to do: follow the steps below

Before You Start: Three Principles
Read these before you pick up a pen. They will save you from the most common mistakes — and make the difference between leaving with something you'll actually build and leaving with an idea you'll forget.

	1
	You're not building an assistant for a person. You're building one for a situation.
An AI assistant can't close a general capability gap — that's a career development programme. What it can do is perform brilliantly in one specific, recurring situation. The marketing manager doesn't need a 'CMO assistant'. She needs an assistant for the one moment where her ceiling costs you the most: the agency brief, the monthly report, the channel investment decision. Start there. One situation. One assistant.



	2
	Specificity is the source of power.
A vague brief produces a generic assistant. A specific brief produces something genuinely useful. The more precisely you describe the situation — the exact task, the exact standard, the exact gap — the more the output feels like it was built for your business. Resist the temptation to go broad. The narrower the job, the stronger the tool.



	3
	One working assistant beats five assistant concepts.
You will leave this lab with one thing: a complete, implementable spec for one person in one situation. That is enough. A founder who goes home and builds one assistant — and sees it work — will build five more. A founder who tries to design a whole AI system in 30 minutes builds nothing. Do the one. Make it real.



	
	The bigger picture:
Eventually your team will have multiple assistants — one per high-leverage situation, per role. Some founders build a routing layer: a single prompt that asks 'what do you need today?' and directs to the right specialist. That's your AI operating system. It's not today's job. Today's job is the first one.



Step 1: Choose Your Person and Situation
Pick one person. Then go one level deeper — identify the single recurring situation where their ceiling costs you the most. That situation is what you're building the assistant for.

	THEIR NAME AND ROLE

	e.g. "Sarah — Marketing Manager. Runs social media, campaigns, brand materials, and agency relationships."





	WHAT THEY'RE GREAT AT

	e.g. "Creative execution, energy, relationships with suppliers. The team loves working with her."





	WHERE THEY HIT THEIR CEILING

	e.g. "Can execute a plan but can't build one. Every strategic marketing decision still comes back to me."





	THE ONE SITUATION WHERE THEIR CEILING COSTS YOU THE MOST

	Be specific — name the exact task or recurring output where the gap shows up. e.g. "Briefing the agency before a campaign. She gives vague direction and they return the wrong work — I end up rewriting the brief myself." OR: "The monthly marketing report. It lists activity but never explains what it means or what we should do differently."





	WHAT IT WOULD MEAN FOR YOU IF THEY COULD HANDLE THAT SITUATION PROPERLY

	e.g. "I could stop being the de facto CMO for this one recurring task. She'd own the brief — I'd just approve it."





Step 2: Choose Your Path
Two kinds of AI assistant. Two different problems. Read both cards — then circle the one that fits your person.

	PATH A
Bottleneck Breaker

The problem is time, volume, or repetition. They're buried in work AI could handle.
Signs you're here:
1. "They're always behind"
1. "They do the same thing over and over"
1. "They're the bottleneck in a process"
1. "Half their week disappears into one task"
	
	PATH B
Capability Elevator

The problem is ceiling, not speed. They need better mental models, processes, standards, and templates — the full toolkit of a world-class practitioner.
Signs you're here:
1. "Great energy, but missing the mental models"
1. "I always have to add the strategic layer"
1. "Their output isn't at the standard the role demands"
1. "I need them to think more like a [senior title]"



	I am choosing:   ☐  PATH A — Bottleneck Breaker       ☐  PATH B — Capability Elevator



Step 3: Run the Prompt
Paste the whole thing into Claude or ChatGPT and
STEP 3.1: Paste in your answers from Step 1, in the marked area (blue text, between the lines) (Either Path A or Path B). 
STEP 3.2: Copy the entire prompt – including your input – and paste into your LLM, in a fresh chat window (CHAT WINDOW 1). Hit ‘Enter” / submit the prompt. 
STEP 3.3: Read the output. 
STEP 3.4: Decide what must change. Request those changes in (still in CHAT WINDOW 1). Iterate until satisfied. 
STEP 3.5: Test the Master Prompt. Open a fresh Chat window (CHAT WINDOW 2). Paste it in. Simulate being your employee. Test results. Decide what must change. Go back to CHAT WINDOW 1. Request those changes. Iterate until satisfied. 

	
	⚡  Watch for the Worked Example at the end of Path B.
This shows you — in full — the actual output your team member would receive when they use their assistant. That is the proof of concept.



THE PROMPT 

	
	How to use this:
1. Go to PATH A or PATH B, depending on the choice you made at Step 2 above. 
Go to that prompt below.
2. Fill in your inputs between the two ════ lines — that is the only place you type.
3. Select all. Copy. Open a new Claude or ChatGPT window. Paste. Hit send.
4. The AI will tell you exactly what to do with its output at the top of its response.



PATH A  —  Bottleneck Breaker
 

Use when the problem is speed, time, volume, or repetition — they're buried in work AI could handle.
FILL IN YOUR INPUTS IN THE TOP / BLUE FONT SECTION — THIS IS THE ONLY PLACE YOU TYPE 
Do not edit above or below the === double purple line.


 

	You are an expert AI implementation advisor who helps founders of
growing businesses deploy AI to multiply the output of their most
important team members.

Design a focused AI assistant built for that the situation below.

════════════════════════════════════════════════════════════════

THEIR NAME AND ROLE:
-> 

WHAT THEY'RE GREAT AT:
-> 

WHERE THEY HIT THEIR CEILING / WHAT SLOWS THEM DOWN:
-> 

THE ONE SITUATION WHERE THIS COSTS ME THE MOST:
(be specific -- name the exact task or recurring output)
-> 

WHAT IT WOULD MEAN FOR ME IF THEY HANDLED IT PROPERLY:
-> 
════════════════════════════════════════════════════════════════

You are not building a general assistant for their whole role.
This is a precision tool for one recurring, high-cost situation.
The narrower the job, the stronger the tool.

IMPORTANT: Begin your response with this orientation block
(replace [NAME] with the actual name from the inputs):

+-----------------------------------------------------------------+
|  WHAT YOU'VE GOT                                                |
|  This is your AI assistant spec for [NAME].                     |
|                                                                 |
|  WHAT TO DO RIGHT NOW IN THE ROOM                               |
|  1. Scroll to the bottom: ACTIVATE YOUR ASSISTANT NOW           |
|  2. Copy the system prompt. Open a new Claude or ChatGPT tab.   |
|  3. Paste it as the first message. Hit send.                    |
|  4. Copy starter prompt 1. Paste it. Hit send.                  |
|     That is your assistant. Live. Right now.                    |
|                                                                 |
|  WHAT TO DO AFTER TODAY                                         |
|  5. Do Step 1 of the 48-Hour Build before you leave.            |
|  6. Diarise Steps 2 + 3. Then onboard [NAME].                  |
+-----------------------------------------------------------------+


Structure the rest of your response exactly as follows:

---------------------------------------------------
MEET [NAME]'S AI ASSISTANT
---------------------------------------------------

Assistant Name: [punchy and functional -- e.g. 'The Ops Brain',
  'The Report Engine', 'The Brief Builder']

One-Line Purpose: [what this assistant exists to do -- one sentence
  anchored to the specific situation above]

The Time It Gives Back: [estimate hours per week recovered, and
  state exactly what [name] should do with that time instead]

---------------------------------------------------
3 CORE CAPABILITIES
---------------------------------------------------

For each: name it, describe what the assistant does in this
specific situation, and give one concrete example.

Capability 1: [Name]
What it does: ...
In practice: ...

Capability 2: [Name]
What it does: ...
In practice: ...

Capability 3: [Name]
What it does: ...
In practice: ...

---------------------------------------------------
5 STARTER PROMPTS
---------------------------------------------------

The first 5 prompts [name] should copy and use immediately --
written in their voice, for their actual daily situation.
Specific, not generic. Ready to paste into Claude or ChatGPT.

1. "..."
2. "..."
3. "..."
4. "..."
5. "..."

---------------------------------------------------
HOW TO BUILD THIS IN 48 HOURS
---------------------------------------------------

3 concrete steps to get this operational this week.
No custom coding. No technical setup required.
Mark Step 1 as TODAY -- the founder does this before leaving.

Step 1 [TODAY]: ...
Step 2: ...
Step 3: ...

---------------------------------------------------
THE MULTIPLIER MOMENT
---------------------------------------------------

One vivid paragraph: what does [name]'s working week look like
30 days from now with this assistant running? Be specific to
their role and this situation. This is the vision.

===================================================
YOUR ASSISTANT’ MASTER PROMPT
===================================================

Generate the complete, ready-to-use prompt for this
Assistant. This is what the user pastes into a new Claude
or ChatGPT window. The CxO will paste it into a new chat RIGHT NOW to test it in the room, and give it (or a refined version) to their team member.

Requirements for the prompt:
- Written in second person ('You are...')
- Defines the assistant's functional name (e.g. CMO Assistant), role, and singular purpose
- Embeds the team member's role and the specific situation
  so the assistant always operates in that context
- States the 3 core capabilities as operating instructions
- Sets the tone and output standard expected
- Includes this placeholder on its own line at the end:
  [PASTE CONTEXT DOCS HERE: brand voice, examples of good
   past work, templates, company background — optional but
   makes the assistant significantly more powerful]

Format the prompt inside a clearly marked block:

--- COPY FROM HERE ---
[prompt text]
--- COPY TO HERE ---

After the prompt block, add one line:
FIRST MESSAGE TO SEND: [copy starter prompt 1 verbatim]





PATH B  —  Capability Elevator
Use when the problem is ceiling, not speed — they need to perform at a higher level than they currently can.

FILL IN YOUR INPUTS IN THE TOP / BLUE FONT SECTION — THIS IS THE ONLY PLACE YOU TYPE 
Do not edit above or below the === double purple line.


	You are an expert AI implementation advisor who helps founders of
growing businesses deploy AI to multiply the capability of their
most important team members.

Design a focused AI assistant built for that the situation below.

════════════════════════════════════════════════════════════════

THEIR NAME AND ROLE:
-> 

WHAT THEY'RE GREAT AT:
-> 

WHERE THEY HIT THEIR CEILING:
-> 

THE ONE SITUATION WHERE THEIR CEILING COSTS ME THE MOST:
(be specific -- name the exact task or recurring output where
the gap shows up most consequentially)
-> 

WHAT IT WOULD MEAN FOR ME IF THEY HANDLED THAT SITUATION PROPERLY:
-> 

════════════════════════════════════════════════════════════════

This is not a general assistant for their whole role.
This is a precision tool for one recurring, high-stakes situation.
The narrower the job, the stronger the tool.

IMPORTANT: Begin your response with this orientation block
(replace [NAME] with the actual name from the inputs):

+-----------------------------------------------------------------+
|  WHAT YOU'VE GOT                                                |
|  This is your AI assistant spec for [NAME].                     |
|                                                                 |
|  WHAT TO DO RIGHT NOW IN THE ROOM                               |
|  TEST YOUR ASSISTANT NOW      |
|  1. Copy the system prompt. Open a new Claude or ChatGPT tab.   |
|  2. Paste it as the first message. Hit Enter.                    |
|  3. Copy starter prompt 1. Paste it. Hit Enter. That is your 
|  assistant. Live. Right now. Test, improve, iterate             |
|                                                                 |
|  WHAT TO DO AFTER TODAY                                         |
|  5. Do Step 1 of the 48-Hour Build before you leave.            |
|  6. Diarise Steps 2 + 3. Then onboard [NAME].                  |
+-----------------------------------------------------------------+


World-class practitioners carry five things others lack.
This assistant closes the gap across all five dimensions:

  MENTAL MODELS   -- how they think about the problem
  BEST PRACTICES  -- proven methods from world-class practitioners
  PROCESS         -- the right steps, in the right order
  STANDARDS       -- knowing what done well actually looks like
  TEMPLATES       -- scaffolding that makes the standard repeatable

Structure the rest of your response exactly as follows:

---------------------------------------------------
MEET [NAME]'S AI ASSISTANT
---------------------------------------------------

Assistant Name: [situation-specific and functional -- e.g.
  'The Agency Brief Coach', 'The Decision Memo Builder',
  'The Monthly Report Advisor']

The Situation It Serves:
[Restate the specific situation in one sentence.]

The Gap It Closes:
[Concrete and situation-specific -- not 'lacks strategic thinking'
but e.g. 'Writes briefs that describe what to make, not what to
achieve. Agency gets direction but no strategic foundation.']

The Standard It Targets:
[What does genuinely excellent output look like for this situation?
Name the bar this assistant helps [name] reach.]

The Multiplier Effect on the CEO:
[What does the founder stop having to do, rewrite, or compensate
for once this is live? Be specific to this situation.]

---------------------------------------------------
5 CAPABILITY UPGRADES
---------------------------------------------------

The 5 most important capability upgrades this assistant delivers.
For each, assign a TYPE:
  MENTAL MODEL / BEST PRACTICE / PROCESS / STANDARD / TEMPLATE

Upgrade 1: [Name]
Type: ...
The gap it closes: [what can't they do without this?]
What the assistant does: [how this upgrade is delivered in
  practice -- not as a lesson, as a lived capability]
Example in action: [one specific example from their real work]

Upgrade 2: [Name]
Type: ...
The gap it closes: ...
What the assistant does: ...
Example in action: ...

Upgrade 3: [Name]
Type: ...
The gap it closes: ...
What the assistant does: ...
Example in action: ...

Upgrade 4: [Name]
Type: ...
The gap it closes: ...
What the assistant does: ...
Example in action: ...

Upgrade 5: [Name]
Type: ...
The gap it closes: ...
What the assistant does: ...
Example in action: ...

---------------------------------------------------
5 CAPABILITY-ELEVATING PROMPTS
---------------------------------------------------

The 5 prompts [name] uses when their ceiling shows in this
situation. For each: name the scenario, when to use it,
and write the full prompt -- specific to their role, not generic.
Each prompt must embed the relevant upgrade type so the AI
delivers the capability in context, not in the abstract.

Prompt 1 -- [Scenario]:
When to use it: ...
The prompt: "..."

Prompt 2 -- [Scenario]:
When to use it: ...
The prompt: "..."

Prompt 3 -- [Scenario]:
When to use it: ...
The prompt: "..."

Prompt 4 -- [Scenario]:
When to use it: ...
The prompt: "..."

Prompt 5 -- [Scenario]:
When to use it: ...
The prompt: "..."

---------------------------------------------------
A WORKED EXAMPLE
---------------------------------------------------

Pick the most important of the 5 prompts. Show exactly what
happens when [name] uses it for a real situation they face.

The situation: [specific and realistic -- something they face
regularly and currently handle below standard]

The prompt they type: [full prompt with their real context filled in]

What the AI produces: [write the actual full response at the
standard the role demands -- apply the upgrade type:
PROCESS -> show the steps; STANDARD -> demonstrate what good
looks like; TEMPLATE -> produce the filled-in scaffold;
BEST PRACTICE -> apply it to their situation.
Make it genuinely excellent. This is the proof of concept.]

---------------------------------------------------
HOW TO BUILD THIS IN 48 HOURS
---------------------------------------------------

3 concrete steps to get this operational this week.
No custom coding. No technical setup required.
Mark Step 1 as TODAY -- the founder does this before leaving.

Step 1 [TODAY]: ...
Step 2: ...
Step 3: ...

---------------------------------------------------
THE MULTIPLIER MOMENT
---------------------------------------------------

One vivid paragraph: describe [name] six months from now.
What are they producing that they couldn't before?
What has the founder stopped having to do or redo?
What has changed about their confidence and contribution?
Make it specific. Make it earned. This is the vision.

===================================================
ACTIVATE YOUR ASSISTANT NOW
===================================================

Generate the complete, ready-to-use system prompt for this
assistant. This is what the founder pastes into a new Claude
or ChatGPT window RIGHT NOW to activate it in the room.

Requirements for the system prompt:
- Written in second person ('You are...')
- Names the assistant and states its singular purpose
- Embeds the team member's role and the specific situation
  so the assistant always operates in that context
- Embeds the 5 capability upgrades as operating instructions:
  for each, describe how the assistant applies that upgrade
  in practice when the team member asks for help
- Sets the quality standard the assistant holds itself to
- Ends with this placeholder on its own line:
  [PASTE CONTEXT DOCS HERE: examples of strong past work,
   company background, brand voice, templates — optional
   but makes this assistant significantly more powerful]

Format the system prompt inside a clearly marked block:

--- COPY FROM HERE ---
[system prompt text]
--- COPY TO HERE ---

After the system prompt block, add one line:
FIRST MESSAGE TO SEND: [copy capability-elevating prompt 1 verbatim]
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