Al HACKS T 0 WORK
SMARTER, NOT
HARDER




There’s a new tool in the office — it doesn’t sleep, it
doesn’t need coffee, and it’s always ready to help. That’s
Al

Let Al help your business with:
e Writing proposals in minutes
Let Al handle the e Summarizing client calls
busywork e Brainstorming marketing ideas
' e Analyzing Datasets
e Communicating with website visitors




Tell Al how to think, what to do, and how to
deliver it.

1. Role — Tell AI Who to Be

Set the mindset or perspective.

* “You are a Chief Marketing Officer (CMO) for a small business...”

— Helps Al think like an expert, not a robot.




Tell Al how to think what to do, and how to deliver it.

2. Task — Explain What You Want

Give a clear, specific goal.

 “..create a 100-word social media post promoting
our cybersecurity services to local business owners.”
— Specific tasks = focused, useful results.




Tell AI how to thmk what to do, and how to '

dehver it.

3. Format — Define How
You Want It Delivered

Tell it the style, tone, or structure.

" “Write it in a friendly,
confident tone with 3 hashtags.”
X — You get results that fit your
" brand and purpose.

The clearer your
direction, the smarter
your Al becomes — it's
only as good as your
prompt.




Write me a Instagram post for Tekie Geek talking about our services.

Here's a strong, engaging Instagram post that captures Tekie Geek's voice — confident, geeky, and human:

4. Your Business Deserves Superhero-Level IT! & 4

At Tekie Geek, we don't just fix problems — we prevent them. From cybersecurity and managed IT services
to cloud solutions and business continuity, our team of tech superheroes keeps your business protected,

productive, and powered up. (& &

We handle your tech, so you can focus on what you do best — running your business. Because when tech

works, you shine.

£4 Managed IT & 24/7 Support

© Cybersecurity & Ransomware Protection
Cloud Backup & Migration

» Strategic vClO Consulting

Let's make your technology unstoppable. s

ExampleloffalBadlrompt

Why it worked (partially): Why it could be better?

1.1t gave the model a It didn’t specify tone,
‘ . audience, or purpose.
general direction —

Instagram, Tekie Geek, It lacked business intent

services. (e.g., awareness vs. conversion).
2.Itresulted in a solid, ‘rIt didn’t clarify platform
professional post. formatting needs glaike

hashtags, emoji use, length, or
CTA style).



GENERATE

Act as a marketing copywriter for a Managed Service Provider. Write an
Instagram post for Tekie Geek, a fun, professional IT company based in
NYC/NJ.

The goal: highlight our core services (Managed IT, Cybersecurity, Cloud,
and vCIO consulting) in a way that builds trust and engagement, not
just sells.

Style: mix confidence, humor, and relatability — think ‘tech superheroes
saving your business day.’

Include:

A scroll-stopping hook in the first line

Clear value-driven descriptions of services

A call-to-action (e.g., ‘Let’s make your tech unstoppable!’)

Up to 10 strategic hashtags that balance reach and brand personality
Optional emojis that fit the Tekie Geek vibe (geeky, not overdone).

After writing, give me:
The main caption
A shorter version suitable for a reel or story
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A shorter version suitable for a reel or story
A one-line hook for a carousel post.”

Here's a full set of copy options for Tekie Geek’s Instagram campaign

¥ Main Caption (Full Post)

#~ Who saves the day when your tech goes rogue?
Meet the Tekie Geeks — NYC/NJ's IT superheroes! & &

At Tekie Geek, we keep your business secure, connected, and unstoppable. Here's how we do it:

@ Managed IT: We monitor, maintain, and manage your systems 24/7 — so you don’t have to stress over

downtime or surprise tech chaos.

© Cybersecurity: From phishing traps to ransomware villains, our security stack defends your business like

an invisible digital shield.

Cloud Services: Work from anywhere, anytime. We make cloud migration and management as seamless

as your morning coffee @ .




@ vClO Consulting: We're not just tech support — we're your tech strategy partners, helping your business

grow smarter (and faster).
So while you focus on running your business, we'll focus on protecting it like heroes in hoodies. (.

Let's make your tech unstoppable.

! DM us or visit tekiegeek.com 2 to get started.

#ManagedIT #Cybersecurity #CloudComputing #vCIO #TechSuperheroes #SmallBusinessIT #NYCtech
#NJtech #BusinessGrowth #TekieGeek

¥ Short Version (for Reel/Story)

& Every hero needs backup — and that’s us.
Tekie Geek keeps your business tech running, secure, and stress-free &
@ Managed IT
© Cybersecurity
Cloud
@ vClO Consulting

Let's make your tech unstoppable. [
#TekieGeek #TechSuperheroes




FAwritelSmacteriNotHatder;
Use Al for everyday communication.

Real-World Examples:
e Turn a bullet list into a professional client email.
e Rewrite a paragraph to match your tone: “friendly but
firm.”
e Summarize a long email thread into next steps.

Tools: ChatGPT (with custom instructions), Microsoft Copilot in
Outlook/Word.
Takeaway: You save 15-30 minutes per email and sound more
polished.




Act as a professional copywriter helping a friendly, confident business
owner follow up after a Chamber of Commerce networking event.

Rewrite this message to sound warm, natural, and engaging — not
salesy.

Keep it short (under 60 words), but make it feel personal and
relationship-building, not transactional.

Original Message: ‘It was great meeting you at the Chamber event. Can
we get lunch?’

Give me three tone variations:
-Friendly-professional

-Lightly humorous / charismatic
-Polished and concise”

Here are three short, natural rewrites of your follow-up message after the Chamber event — each with a

different tone:




1. Friendly-Professional

It was great connecting at the Chamber event! | really enjoyed our chat. Want to grab lunch sometime
soon and keep the conversation going?

2. Lightly Humorous / Charismatic

Awesome meeting you at the Chamber event! | promise I'm more fun over lunch than in a room full of
name tags — want to grab a bite soon?

3. Polished and Concise

Great meeting you at the Chamber event. I'd love to continue our conversation over lunch sometime next
week — what's your schedule like?

Would you like me to tailor these for a specific industry or audience (e.g., local business owners, nonprofit

leaders, tech professionals)?




Use Al to fuel your content and storytelling.

Ask Al for postideas:
e “5posts for Cybersecurity Awareness Month”
e Use Canva Magic Studio + ChatGPT for visuals and
captions
e Generate ad copy, blogs, or headlines that fit your
tone

Pro Tip: Feed Al your brand voice once — reuse it
forever.




Act as a LinkedIn marketing strategist for a Managed IT company, Tekie
Geek, that helps small and mid-sized businesses in NYC and NJ.

Write 3 LinkedIn posts in a conversational, confident tone — not
corporate. Each post should:

Focus on one core service (Managed IT, Cybersecurity, or Cloud
Solutions).

Start with a hook that grabs attention within the first line.

Use plain, human language that feels relatable to business owners.

End with a light call-to-action (invite conversation, not sales).
Be around 100-150 words each.

Bonus: Add a headline suggestion for each post that could double as
the first line or the alt text for a carousel.

Here are three LinkedIn post drafts written in a conversational, confident tone that sound human and

relatable for Tekie Geek's audience:




@ Post #1 — Managed IT

Headline: “If you're still fixing your own IT problems... you're paying yourself to stress out.”

Let’s be real—most small business owners didn't start their company to become the unofficial IT guy.
But here you are, rebooting routers, Googling error codes, and wondering why the printer only works on

Tuesdays.

That's where Managed IT comes in.
We handle all the tech headaches—updates, support tickets, cybersecurity patches—so you can focus on

what actually grows your business (and maybe sleep through the night for once).
At Tekie Geek, we don't just fix problems. We prevent them.

Curious what it’s like to never say, “Let me try turning it off and on again"? Let’s chat.

« Post #2 — Cybersecurity

Headline: "Hackers don't care how “small’ your business is.”

Cybercriminals love small businesses—because they assume they're “too small to target.”




Spoiler: they're not.

Ransomware, phishing, stolen data—it's happening every day to businesses just like yours.

But here’s the good news: cybersecurity doesn’t have to be complicated.

With the right protection, employee training, and backup plan, you can stop worrying about “what if” and

start focusing on “what's next.”
At Tekie Geek, we help NYC and NJ businesses stay protected without slowing things down.

Want to know how your current defenses stack up? Drop a comment or DM—we’'ll keep it jargon-free.

Post #3 — Cloud Solutions

Headline: “Your office isn't a place—it's wherever you can get Wi-Fi.
The world’s changed. Teams are everywhere, and "the server room” is now... the cloud.

If your team still struggles with clunky file sharing, remote access issues, or running out of storage, it's time
to modernize.

Cloud solutions let you work smarter, safer, and from anywhere.




At Tekie Geek, we help NYC and NJ businesses stay protected without slowing things down.

Want to know how your current defenses stack up? Drop a comment or DM—we’'ll keep it jargon-free.

Post #3 — Cloud Solutions

Headline: "Your office isn't a place—it's wherever you can get Wi-Fi.”
The world’s changed. Teams are everywhere, and “the server room” is now... the cloud.

If your team still struggles with clunky file sharing, remote access issues, or running out of storage, it's time
to modernize.
Cloud solutions let you work smarter, safer, and from anywhere.

And when they're set up right, you don't even think about them—they just work.

That's what we do at Tekie Geek: make your tech disappear into the background, so your business can shine

in the foreground.

Thinking about moving to the cloud (or untangling your current setup)? Let's talk about what better

could look like.




1. Let Al handle the admin.

2. Plaud in Action:

e Summarize meeting transcripts e Records and summarizes

e Turn notes into checklists or SOPs meetings
 Send follow-up emails e Works with Zoom, Meet,

automatically Teams
e Generates recaps + follow-

up emails

Tools: ChatGPT, Copilot, Zapier, Otter.ai, Plaud
Workflow: Plaud — Summary Email = Follow-Up

Takeaway: A 1-hour meeting becomes a 2-minute
recap.




©

fWAlfor,Smarter,Decisions

Use Al to analyze, compare, and plan.

1. Paste a spreadsheet — get instant insights
2.Ask Al to compare vendor proposals
3.Forecast with Copilot in Excel




You're a business analyst helping a local coffee shop review its sales
spreadsheet. Kl Analyze sales data from the past 6 months. Identify
which product categories (coffee, pastries, cold drinks, etc.) have grown

or declined. £ Compare performance month-over-month and
highlight seasonal patterns (e.g., summer drinks, holiday pastries). [l
Plan: Based on these trends, suggest 3 actionable business moves —
for example, what to promote, adjust pricing on, or feature in
marketing campaigns. Present the results in a simple, human-friendly
summary with: A clear data insight section (numbers and growth %) A
short explanation of why those trends might exist A mini action plan
(what to do next). Tone: conversational, like a report a smart café owner
would actually read — not robotic.

After reviewing the attached sales spreadsheet for the past six months, here’s what | found:

® Coffee Haven 6-Month Sales Review




L ]

Coffee Haven 6-Month Sales Review

k) Sales Insights

Espresso Drinks: @ Up 23% — this category has been your standout performer, growing steadily each
month with a noticeable spike in December. The increase aligns perfectly with colder weather and your
limited-time holiday drink menu.

Cold Beverages: &) Down 19% — sales dropped off after August, which is typical as temperatures
cooled. Still, iced coffee and cold brew were strong sellers during summer, accounting for nearly 35% of
total drink revenue in July.

Pastries & Baked Goods: & Up 11% — croissants, muffins, and breakfast sandwiches saw steady
weekend growth, likely due to morning foot traffic and brunch-style orders.

Whole Bean Coffee (Retail): ff Up 14% — strong gains in November and December, showing strong

gifting behavior and loyalty from regulars buying beans to brew at home.

@&, ] Month-over-Month & Seasonal Patterns

Summer (Jun-Aug): Cold drinks dominated, with iced coffee and cold brew leading overall beverage
revenue. Pastry sales were consistent but secondary.

Fall/Winter (Oct-Dec): Espresso drinks surged, and pastries followed suit — comfort food season hit



Fall/Winter (Oct-Dec): Espresso drinks surged, and pastries followed suit — comfort food season hit
hard. Retail beans spiked around the holidays, likely due to gift sales and at-home brewing trends.
Midweek Slowdown: Tuesdays and Wednesdays consistently showed lower transaction volume

compared to weekends, suggesting room for weekday-focused promos.

" EJ Action Plan: What to Do Next
1. Lean Into Seasonal Strengths

Launch a “Warm-Up Winter” campaign highlighting espresso-based drinks and pastries. Offer a free topping

or small upsell (like flavored syrup) to increase average ticket size.

2. Prep Early for Cold Brew Season
Start teasing your cold beverage lineup by late March. Consider introducing a spring flavor (like honey

almond or coconut) to re-engage iced drink fans early.

3. Boost Weekday Sales
Introduce a “Midweek Mood Booster” deal — for example, a free small pastry with any drink purchase on

Tuesdays. It's a small cost that can drive higher foot traffic on slower days.




or small upsell (like flavored syrup) to increase average ticket size.

2. Prep Early for Cold Brew Season
Start teasing your cold beverage lineup by late March. Consider introducing a spring flavor (like honey

almond or coconut) to re-engage iced drink fans early.

3. Boost Weekday Sales
Introduce a “Midweek Mood Booster” deal — for example, a free small pastry with any drink purchase on

Tuesdays. It's a small cost that can drive higher foot traffic on slower days.

Bonus Insight

Your average transaction is 18% higher when customers purchase both a drink and a pastry. Consider

bundling these more intentionally in signage and loyalty rewards.

Overall, the numbers show a healthy, well-balanced business with clear seasonal patterns. Focus your

marketing around the rhythm of your customers’ habits — comfort in the cold, refreshment in the heat —

and you'll stay brewing strong all year long.
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When using Al for business, privacy and data security come
first.
Free or public Al tools can Store, reuse, or expose your
company's data.

Protect your business by investing in enterprise-grade Al
platforms like ChatGPT Team/Business or Microsoft
Copilot.




Feature

Data Privacy

Control

Compliance

Integration

Support

Free/Public Al

Prompts may be used for model
training

No admin management or policy
settings

Unverified storage & retention

Manual, disconnected use

Community help only

Business/Enterprise Al

Data not used to train models

Centralized admin controls &
permissions

SOC 2, GDPR, HIPAA, ISO-certified

Works across Outlook, Teams, Excel,
Word

Enterprise-level SLA & support




IPriotectingldatalisnitioptional=
itis]partioflyourdAllstrategy!
1. Use secure Al tools — 24 Keep control of your
business data

2. Train your team — ®| Al\</ofd "Shadow Al" and data
eaks

3. Invest wisely = ) Secure insights, not risks




Pick one workflow — emails, content, or reports
Create three revusable prompts
Test safely with ChatGPT Business or Copilot

~ Don't try to master Al — teach it your business.




onal—it's a smarter

Al'is no longer opti
way to work. The key is to start using Al
intentionally and consistently.

Your next level of productivity starts
now. %




