
 

Brought to you by PromptPilot — AI-Powered 

Assistants Built for Your Business 

Most professionals spend 30–50% of their time on repetitive tasks. This 

guide highlights 10 high-impact activities you can automate with AI — 

starting today — so you can win back your time and focus on growth. 

Each section includes: 

- What to automate 

- Why it matters 

- A practical tip or prompt you can use immediately 

1. 📩 Writing Outreach Emails 

• **Why:** Cold emails and follow-ups drain time and mental energy. 

• **Try This Prompt:** Write a short and engaging cold email introducing [your service] 

to a [type of business/professional]. Make it friendly, personalized, and include a soft 

call-to-action. 

• **Pro Tip:** Always tweak tone and industry to sound like you. 

2. 📅 Scheduling Messages & Reminders 

• **Why:** Manually creating reminders or appointment messages is inefficient. 

• **Try This Prompt:** Draft a friendly reminder message for a client meeting scheduled 

for [date/time], including the Zoom link and agenda. 

• **Pro Tip:** Keep your templates short and reusable across clients. 



 

3. 📣 Social Media Captions 

• **Why:** Posting consistently is valuable, but writing captions is tedious. 

• **Try This Prompt:** Create 5 social media captions for [type of business] focused on 

[topic: mindset, tips, promotions, etc.]. Use a conversational tone and include relevant 

hashtags. 

• **Pro Tip:** Schedule a full month in one sitting with variations. 

4. 💬 Responding to FAQs 

• **Why:** You’re answering the same questions over and over. 

• **Try This Prompt:** Write a friendly answer to the question: '[insert your FAQ here]' 

that builds trust and encourages the person to take action. 

• **Pro Tip:** Save your top 10 as quick replies or canned responses. 

5. 📝 Drafting Proposals or Offers 

• **Why:** Creating custom proposals eats into high-value selling time. 

• **Try This Prompt:** Generate a 1-page service proposal for [type of service], including 

goals, deliverables, timeline, and pricing structure. 

• **Pro Tip:** Build a master proposal template you can tweak fast. 

6. 📈 Weekly Progress Reports 

• **Why:** Reporting takes time and can feel like busywork. 

• **Try This Prompt:** Write a weekly progress summary for a coaching client including 

wins, challenges, and next week’s priorities. 

• **Pro Tip:** Use this structure to keep clients accountable and impressed. 

7. 🔁 Client Check-Ins 

• **Why:** Personalized follow-up boosts retention — but it's easy to forget. 

• **Try This Prompt:** Write a casual, helpful check-in email for a client I haven’t heard 

from in 2 weeks. Ask how things are going and offer support. 

• **Pro Tip:** Batch create these in advance for weekly sending. 

8. 🔎 Research & Summarization 

• **Why:** Skimming articles or reports takes up valuable time. 

• **Try This Prompt:** Summarize the following article in 3 bullet points and include one 

takeaway I can share on social media: [paste article text] 

• **Pro Tip:** Use this to create content AND stay informed. 

 

 



9. 🎯 Task Prioritization 

• **Why:** When everything feels important, you lose momentum. 

• **Try This Prompt:** Here’s my to-do list for today: [paste your list]. Sort these by 

priority and label urgent, important, or low-priority. 

• **Pro Tip:** GPT helps clear mental clutter in seconds. 

10. 🔐 Creating Templates You’ll Reuse Forever 

• **Why:** Starting from scratch wastes time. 

• **Try This Prompt:** Create a reusable onboarding email sequence for new clients that 

includes a welcome message, expectations, and a follow-up. 

• **Pro Tip:** Templates = scalable systems. Save and reuse often. 

🧠 What’s Next? 

Want to stop wasting time and start scaling with AI? 

     Meet our library of GPT-powered assistants, built for busy professionals like you. 

Visit www.promptpilotpro.com to explore our GPT-powered assistants. 
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