
ChatGPT	–	Your	AI	Personal	Assistant	

 
🔐 1. Leave Out Private Info (assume anything you say is stored)	
Avoid: “Here’s my customer’s phone number and name…” 
Instead: “Pretend a customer named Chris just bought a birthday cake. 
Write a thank-you note that entices them to use us for their next event” 
 
🎯 2. Be Specific About What You Want  
Don’t just say: "Write an email." 
Do say: "Write a short (under 100 words), friendly follow-up email for  
someone who visited my bakery for the first time. Mention we have 
gluten-free options, and offer a coupon for 15% off with the code NEW15." 
 
💬 3. Add a Style or Tone 
Want casual, formal, funny, or heartfelt? Ask for it! 

“Make it sound warm and friendly, like I'm texting a friend.” 
“Be kind and welcoming but reinforce our message around inclusiveness” 

 
🧍 4. Give a Role or Point of View 
Tell ChatGPT who to pretend to be: 

“You’re a social media expert helping a candle shop create posts.” 
“You're a chef creating a simple menu for picky kids.” 
 

🛠 5. Use This Simple Formula 

"Act as a [role], and help me [task] for my [business type], in a [tone] way." 
• Example: "Act as a business coach. Help me write a polite response to a customer 

complaint for my cleaning service, using a calm and understanding tone." 

✍ 6. Ask, Refine, and Go Deeper 
You can keep chatting to go deeper: 

“Turn this list into a checklist or step-by-step plan.” (drop in a brainstorm) 
“Rewrite this to be under 100 words, flow better, and sound more confident, but friendly.” 
“Explain it like I’m new to this. Analyze and comparing my top 3 customer types.” 

 
🧠 7. Be Honest, Even If We Disagree 
Try adding this prompt:  “Be honest and forthcoming, even if we disagree. I’m here for the best solution, 
not just agreement. Ask questions if you need more context. Share your decision criteria and 
reasoning. Verify sources and flag any links that are fabricated. Tell me if you’re making something up, 
inferring, or speculating.” 

🚀 8. Be the Mentor Your AI Needs 
Your assistant is sharp but green — trained on theory, not reality. It needs your guidance. 
Add street smarts. Share what really matters. Teach it how to think like you. 

Generative AI Players 
OpenAI à ChatGPT 
Anthropic à Claude 
Google à Gemeni 
Microsoft à Copilot 
X à Grok 
Meta à Llama 
HighFlyer* à DeepSeek 
(*Chinese hedge fund) 
There are TONs more 
 

like hiring an a;ordable, smart, & fast assistant who gets you 

Also try Fathom as an 
AI Notetaker 
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✅ Common Things ChatGPT Can Help With 

• Write emails, social posts, and marketing content 
• Summarize long articles, meeting notes, or documents 
• Draft replies to customer questions, reviews, or complaints 
• Refine your tone of voice — confident, warm, or aligned with your values 
• Create ideas or names for new products, services, offers, events 
• Plan your week or organize a project step-by-step 
• Review or rewrite content to be clearer, shorter, or more on-brand 
• Get help with hiring — job posts, interview questions, and screening prompts 
• Improve how you describe your business, products, or mission 
• Learn new concepts quickly — in plain English, with examples 

🔍 Surprising Ways You Can Use ChatGPT 

• Prioritize your to-do list — by urgency, impact, or effort 
• Compare tools or vendors — with pros, cons, and a final recommendation 
• Estimate costs or budgets — for events, tools, or services 
• Suggest pricing — based on your industry, location, or product 
• Break big goals into smaller steps — with timelines and dependencies 
• Request questions to guide you through a process — acts like a coach or advisor 
• Simulate tough conversations — and help you practice what to say 
• Write scripts — for sales calls, onboarding videos, or social reels 
• Suggest what to automate, delegate, or delay — based on your task list 
• Convey “why”, logic, and/or sources for a certain suggestion — just ask! 
• Help you make a tough decision — walk through tradeoffs and weigh/rate/rank 
• Reframe your pitch for different audiences — investors, moms, teens, partners, etc. 
• Analyze data in plain English — turn spreadsheets or patterns into insights (*Risk) 
• Translate between languages — Instantly, fluently, and with tone adjustments 
• Interpret, describe, and extract from images and files — including handwriting 
• Generate and modify images, tables, and docs — + consistent sets of images  
• Voice Mode — Speak your question and live conversation (mobile only) 

💡 Bonus Powers You Might Not Know 

• Ask to remember important facts (Plus & Pro only) — find in ‘Reference saved memories’ 
• Tell it to forget something you shared — manually remove in ‘Reference saved memories’ 
• Use keywords or anchors to refer back to earlier ideas or topics 
• Organize conversations into threads or projects 
• Summarize what you’ve covered so far — and clarify what’s missing or wrong 
• Ask for the best way to use ChatGPT — tailored to your working style 
• Request that answers reflect your values — kindness, clarity, inclusion, etc 
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🛡 Smart, Safe & Ethical Use Guidelines 

• Treat it like the web. 
If you’re comfortable using Google, browsing websites, or using online tools, you already 
understand the basics of what’s safe and what’s not.  

• Don’t share confidential info. 
Never assume it's a secure place for private or sensitive information.  Don’t share real 
customer names, passwords, credit cards, trade secrets, legal docs, financials, etc. Use 
placeholder names like “Customer A.” 

• Be careful with high-risk topics. 
Be careful with legal, financial, medical topics, or other high-risk situations — AI is not a 
lawyer, CPA, or doctor. Consult a professional. 

• It’s not a vault. 
Treat ChatGPT like a search engine with a memory — helpful, but with memory limits. Don’t 
rely on it to remember everything unless memory is turned on and even then, it may need 
context reminders.  

• Review everything — it's a first draft, not a final copy. 
ChatGPT makes mistakes. Think of it as a helpful intern: fast, but not flawless. Always read 
what it writes as if your customers will. Avoid overdependence. 

• Verify important facts. 
AIs can hallucinate and make up information. If you’re sharing facts or stats publicly, verify 
with trusted sources. 

• Assume what you type is tracked. 
Assume that anything you type online — including into ChatGPT — could be stored, 
tracked, or used to improve the tool. Be smart before putting anything online. 

• Use AI responsibly. 
Respect others’ work. Don’t use AI to plagiarize. Don’t claim AI-generated work as original if 
it borrows from known ideas. 

• Watch for bias. 
AI has blind spots — so be inclusive on purpose. Don’t assume AI speaks for everyone or 
knows your audience better than you do. Review output for bias, stereotypes, or insensitive 
assumptions. 

 

 Questions? Want to collaborate? Know someone I should meet? 

Reach out to Aaron at upskillaisolutions@gmail.com 

 


