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ChatGPT - WORKSHOP HANDOUT 
Joanne Swensrude and Catherine Mondragon  

Know it Sooner Computer Training  

https://www.knowitsooner.com 

Meet Your New Office Assistant: ChatGPT 

 

1. What ChatGPT Actually Does 

ChatGPT is a text-based assistant that adapts to the information you give it. It isn’t magic and it 

isn’t all-knowing — but it becomes incredibly helpful when you train it with your details. 

Think of it as your co-pilot for: 

● Writing emails 

 

● Summaries & meeting notes 

 

● Reports & checklists 

 

● Training documents 

 

● Scheduling, planning, and organizing 

 

 

2. The Assistant Mindset 

If you talk to ChatGPT like Google, it acts like Google. 

 If you talk to it like an assistant, it becomes your assistant. 

The shift happens the minute you give it context: 

 who you are, what you do, how you write, and what you need. 
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3. Your Personalization Worksheet 

Fill this out, then paste it into either the PERSONALIZATION section of ChatGPT or a specific 

PROJECT, so it adapts to your job. 

  

What ChatGPT Needs to Know: 

● Who you are 

 

● Your job role 

 

● Your audience 

 

● Your writing style 

 

● Your recurring tasks 

 

● Your goals 

 

● Your preferences (tone, detail, format) 

 

Once pasted, ChatGPT will automatically: 

● write in your voice 

 

● create documents for your audience 

 

● organize info the way you prefer 

 

● speed up emails, notes, and reports 

 

 

4. Your Setup Prompt (Copy + Paste) 

From onboarding instructions: 

Paste this into a new ChatGPT CHAT thread or when creating an Assistant FOLDER 

ASSISTANT ONBOARDING PROMPT 
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“Here is information about me and my work. Use it to personalize your writing, suggestions, and 

support in this conversation. 

Please adapt to my voice, my role, my audience, and my preferences. When I ask for help, treat 

this information as my default instructions. 

Here are my details: 

 • Who I am: 

 • My job role: 

 • My audience: 

 • My writing style: 

 • My recurring tasks: 

 • My goals: 

 • My preferences for tone, speed, and detail: 

Acknowledge when ready.” 

 

5. Quick Custom Modes (Use Daily) 

Executive Assistant Mode 

“Act as my executive assistant. 

 Organize my thoughts, summarize decisions, draft emails, create to-do lists, and manage 

priorities. Ask what I need help with today.” 

Content & Marketing Mode 

“Act as my content strategist. Create posts, newsletters, scripts, and outreach based on my 

voice and brand. Give practical steps.” 

Workflow Architect Mode 

“I want to automate this recurring task: ___. Create a reusable workflow and templates.” 

These three modes cover 80% of office work. 

 

6. High-Impact Tasks You Can Try Today 
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7. The Prompting “Starter Kit” 

From Demonstration Prompts: 

Use these daily: 

Email Rewrite Prompt 

“Turn this rough note into a clear, professional email in a warm office tone: ___.” 

Meeting Notes → Summary 

“Turn these notes into a summary with key decisions, action items, deadlines, and follow-up 

questions.” 

Weekly Planner Prompt 

“Create a weekly plan based on these tasks. Organize by urgency and category, with 

checklists.” 

Data → Table 

“Turn this list into a table with: Name | Email | Company | Follow-up date.” 

 

8. Projects vs. Custom GPTs — What’s the 

Difference? 

From Personalization PDF: 

Projects 

● Organize all conversations about a topic 

 

● Save context so you don’t repeat yourself 

 

● Shareable 

 

● Saves 5–10 hours/week 
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Custom GPTs 

● Higher quality answers 

 

● Tailored instructions built-in 

 

● You can upload files as permanent knowledge 

 

● Great for trainers, HR, admin, marketing, or multi-client work 

 

If Projects are “folders,” Custom GPTs are “your own trained assistant.” 

 

9. Free vs. Paid Version 

From workshop outline: 

Free Version Can Do: 

● Email writing 

 

● Summaries 

 

● Workflows 

 

● Tables & lists 

 

● Project organization 

 

Paid Version Adds: 

● File uploads 

 

● Custom GPTs 

 

● Automations & tasks 

 

● Bigger projects 
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● Multi-step workflows 

 

You can do 80% of your daily tasks with the free version. 

 

10. Three Takeaways 

From closing notes: 

1. ChatGPT is only as good as the information you feed it. 

 

2. Turn it into your assistant with personalization. 

 

3. Build weekly workflows, not one-off prompts. 

 

This is how you get real time savings. 

 

 


