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What Is an AI Assistant?
Not a chatbot. Not a search engine. An AI assistant is a customized AI setup that understands your role,

your preferences, and your recurring tasks. Think of it as a digital coworker who learns your style.

Most people use AI like a vending machine: put in a question, get out an answer. An AI assistant is

different. It carries context about who you are, what you do, and how you like things done. The result is

faster, better output with less explaining every time.

The difference is personalization. A generic AI gives generic answers. A customized AI assistant

gives answers tailored to your role, your tone, and your priorities.

What You'll Need

Recommended tools (all free to start)

ChatGPT Claude Google Gemini

An AI tool with memory or custom instructions (ChatGPT, Claude, Gemini)☐

30 minutes for initial setup☐

A list of your most common tasks☐

Your communication style preferences☐



Step 1: Define Your Role Context

Goal: Write a "role prompt" that tells the AI who you are, so it can tailor every response to your

actual work.

Your role context is the foundation of your AI assistant. It tells the AI your job title, what you're responsible

for, who you report to, and what kind of work fills your days. Without this, every conversation starts from

scratch.

Example role prompt:

"You are my executive assistant. I am a Director of Operations at a mid-size company. I

manage a team of 8, report to the VP, and spend most of my time on project tracking,

stakeholder updates, and strategic planning. I use Microsoft 365, Power BI, and Slack daily."

Be specific. The more detail you give in your role context, the less you have to repeat yourself in

every conversation. Think of it as onboarding your AI coworker.

Write your role summary. Include your title, team size, who you report to, and your primary

responsibilities. Keep it to 3 to 5 sentences.

1

Add your key focus areas. What do you spend most of your time on? Project tracking, stakeholder

updates, data analysis, strategic planning? List the top 3 to 5.

2

Include your tools and systems. Mention the platforms you use daily (Excel, Slack, Power BI,

Salesforce, etc.). This helps the AI format outputs for your workflow.

3

Paste it into your AI tool's custom instructions or system prompt. In ChatGPT, go to Settings >

Personalization > Custom Instructions. In Claude, use a Project with custom instructions.
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Step 2: Set Your Communication Style

Goal: Tell the AI exactly how you want responses written, so every output sounds like you (or at

least how you want to sound).

Communication style is the most underrated part of AI setup. Without it, you get generic, overly formal, or

wordy responses. With it, the AI matches your voice from the first draft.

Example style prompt:

"Write in a professional but conversational tone. Use bullet points and headers. Keep

responses concise. Don't use jargon or filler phrases. Get to the point quickly. Structure

complex topics with clear sections."

Define your tone. Professional but conversational? Direct and no-nonsense? Warm and

approachable? Pick 2 to 3 adjectives that describe how you communicate.

1

Set formatting preferences. Do you prefer bullet points or paragraphs? Headers or flowing text?

Short and punchy or detailed and thorough?

2

List your pet peeves. Things you never want in responses: jargon, filler phrases, overly long intros,

passive voice, unnecessary caveats.

3

Add this to your custom instructions alongside your role context.4



Step 3: Load Your Recurring Tasks

Goal: Identify the tasks you do repeatedly and create AI templates for each one.

This is where your AI assistant starts saving real time. List the tasks you do weekly or daily, then create

prompts the AI can fill in each time. No more starting from a blank page.

Common recurring tasks that work well with AI:

List your weekly recurring tasks. Think about what you do every Monday, what reports go out on

Fridays, what meetings need prep. Write down at least 5 to 10 tasks.

1

Identify which ones involve writing, analysis, or planning. These are your highest-impact AI

opportunities. Cross off anything that requires physical action or system access your AI doesn't

have.

2

Create a template prompt for each task. Write a reusable prompt with placeholders where the

details change each time.

3

Test each template with a real example. Run it once, see the output, refine the prompt until it gives

you a solid first draft consistently.

4

Weekly status reports☐

Meeting prep and agendas☐

Email drafts and follow-ups☐

Data summaries and talking points☐

Project update communications☐



Step 4: Build a Prompt Library

Goal: Save your best prompts in an organized collection so you can reuse them instantly.

A prompt library is your most valuable AI asset. Instead of writing new instructions every time, you pull a

proven prompt, plug in the details, and get a quality result in seconds.

Your prompt library is your most valuable AI asset. A great prompt used 50 times saves more time

than writing 50 one-off prompts. Invest in building and maintaining it.

Example prompt library entry:

Category: Communication

Name: Weekly Status Report

Prompt: "Write a weekly status report for my team. This week we accomplished: [list]. Next

week priorities: [list]. Blockers: [list]. Keep it under 200 words, use bullet points,

professional tone."

Create categories. Organize prompts by type: writing, analysis, planning, communication,

research. Use whatever structure matches your work.

1

Save every prompt that works well. When you get a great result, copy the prompt that produced it.

Don't rely on memory.

2

Add context notes. For each saved prompt, note when you use it, what makes it work, and any

variations you've tried.

3

Store them somewhere accessible. A Google Doc, Notion page, Notes app, or text file. The format

doesn't matter as long as you can find prompts quickly.
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Step 5: Iterate and Improve

Goal: Build a habit of refining your AI assistant over time so it keeps getting better.

Your AI assistant gets better as you refine it. The setup you create today is a starting point, not a finished

product. The people who get the most value from AI are the ones who keep tweaking.

Think of it like training a new hire. The more context and feedback you give, the more useful they

become. Your AI assistant works the same way.

Update your role context quarterly. Your responsibilities shift, your priorities change. Keep your

AI's understanding of you current.

1

Add new prompts when you find good ones. Every time you craft a prompt that gives great

results, add it to your library. Your collection should grow steadily.

2

Remove what doesn't work. If a prompt consistently gives mediocre results, rewrite it or drop it.

Quality over quantity.

3

Expand to new use cases. Once you're comfortable with the basics, try AI for brainstorming,

decision analysis, learning new topics, or creative problem solving.
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Your Setup Checklist
Use this checklist to track your progress. Once you've completed all six items, your AI assistant is ready

to work.

What's next?

Your assistant is set up. Now use it daily. The more you use it, the faster you'll discover new ways it can

help. Pay attention to tasks that feel repetitive or time-consuming. Those are your next automation

targets.

One task per day. Commit to using your AI assistant for at least one real task every day for the next

two weeks. That's how the habit sticks.

Created role context prompt☐

Defined communication style☐

Listed top 10 recurring tasks☐

Built initial prompt library (at least 5 prompts)☐

Tested with a real task☐

Saved setup for reuse☐



Your AI assistant is ready. Now put it to work.

You've built the foundation. Role context, communication style,

recurring tasks, prompt library. Everything your AI needs to start

helping you today.

Want more guides, curated tools, and weekly AI strategies?

Visit YourAIPlaybook

youraiplaybook.io

https://youraiplaybook.io/

