Techniques to Elevate Your Al Prompting and Your Results
By Ray Zaso | April 22, 2025

Essential Prompting Strategies to Unlock the Full Power of Al.

Game On

Generative Al has become a go-to assistant in many workplaces, but getting great results isn't- just
about which tool you use - it's about how you ask. Whether you're working with OpenAl’s ChatGPT,
Anthropic’s Claude, Google’s Gemini, or a search-enhanced assistant like Perplexity, the way you
craft your prompt can mean the difference between a generic answer and a game-changing insight.

The good news is you don’t need to be a programmer or Al expert to prompt effectively. You can use
all these techniques without technical expertise or paying for subscriptions, although some
features work better with paid plans. With a few smart techniques, any business user in finance,
sales & marketing, or operations can get more tailored, useful, and creative outputs.

Prompt Structuring Techniques

Mastering the structure of your prompt is one of the most effective ways to enhance the relevance,
clarity, and quality of Al-generated responses. These techniques focus on how you frame your
request—by tailoring the output to a specific audience, setting the tone, applying length
constraints, or requesting structured formats. By being intentional with how you ask, you reduce
ambiguity and guide the Al toward more useful, context-aware answers.
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Whether you're writing for a C-suite executive, summarizing data for a report, or creating persuasive
marketing content, the structure of your prompt sets the stage for success. These techniques are
foundational for professionals who want more control over the Al’s tone, depth, and formatting—
delivering ready-to-use outputs with minimal rework.

1. Tailor the Response to Your Audience

One powerful yet simple prompt tweak is specifying
who the answer is for. By defining the target reader,
you guide the Al to adjust language, detail, and
examples to hit the mark. This is especially useful in
sales and marketing communications.

Why it works: The same explanation won’t suit a

novice and an expert. If the Al knows it’s writing for a

specific audience, it will choose the appropriate
tone and complexity. You’ll get content that resonates instead of one-size-fits-all answers.

Example (Marketing): Imagine you need product messaging that works for different roles or groups
in a company. You might prompt: “Explain the benefits of our data analytics software to a non-
technical CEQ in simple terms.” For a tech-savvy audience, you could ask: “Explain the benefits of
our data analytics software to a data science team lead, with technical details.” Each time, the Al
will produce a version of the explanation targeted to that audience’s knowledge level and interests.
The CEO gets a high-level value proposition, while the data team lead sees technical features and
specifics.

Value: By defining the audience or role up front, you ensure the Al’s answer speaks the reader’s
language. The content will be more relevant and persuasive, saving you time on rewrites and
making your communications far more effective.

2. Customize the Tone and Style

Break away from the default neutral tone. By
requesting a specific writing style or voice, you
can make the Al’s output better fit your brand or
audience expectations. This is a favorite trick in
marketing and communications.

Why it works: Tone can be as important as

content. When you tell the Al to adopt a certain

style or persona, it will emulate that voice. The
result is more engaging and appropriate text — whether you need something friendly and upbeat,
formal and authoritative, or anything in between.
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Example (Sales/Marketing): Suppose you’re drafting a promotional email. The content is correct,
but it feels bland. You could prompt: “Rewrite the following message in an enthusiastic,
motivational tone as if delivered by a top sales coach.” Instantly, a neutral blurb transforms into an
energetic pitch with inspiring language that grabs attention. Alternatively, for brand consistency,
you might say: “Imagine you are our company’s brand voice, which is witty and casual. Write the
introduction for a product launch blog post.” The Al will then produce a paragraph that reads as if
your own marketing team’s copywriter penned it, with the wit and charm you specified.

Value: By explicitly setting the style or tone, you get content that isn’t just factually correct, but
also on-brand and engaging. This means less time editing for voice and more content that connects
with your audience — whether it’s customers, executives, or partners. It’s an easy way to ensure your
Al-generated text has the right personality for the job.

3. Apply Length and Detail Constraints

When you need focused answers, don’t be afraid to put some boundaries on the Al’s response.
Setting limits — like answer length or format constraints — can yield more concise and relevant
information. This is often useful in finance or executive communications where brevity is key.

Why it works: Constraints sharpen the Al’s focus. If you ask an open-ended question, the model
might ramble or include superfluous details. But if you say “answer in three bullet points” or “keep it
under 100 words,” it has to prioritize the most important content. The result is usually a tighter,
clearer response.

Example (Finance): Think of a financial analyst
preparing a briefing for a busy CFO. Instead of
requesting a full report from the Al, the analyst
could prompt: “In two short paragraphs,
summarize the key findings of this 10-page market
analysis report, focusing only on revenue trends and
risks.” By specifying the format (two short
paragraphs) and scope (revenue trends and risks
only), the Al will compress the information into a
digestible update. Another scenario: a salesperson
might ask, “Give me three key bullet points
explaining this product’s benefits for a one-slide presentation.” The Al then delivers a punchy three-
point list, perfect for a slide or speaking notes, with no extra fluff.

Value: Imposing length or format constraints leads to answers that cut to the chase. In fast-paced
business settings, this means you get just the information you need, in a form that’s ready to use.
You’ll spend less time editing down long Al outputs and more time acting on the insightful,
streamlined answers.
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4. Ask for Structured Output (Tables, Lists, etc.)

Don’t settle for a wall of text if a table or list would present the information better. You can explicitly
ask the Al to format its answer in a structured way. This is particularly handy in finance and
analytics, where organized data is king.

Why it works: When you specify an output format, the Al focuses on organizing information rather
than giving a generic essay. Structured outputs (like tables, bullet lists, or CSV-formatted text) make
it easier to scan and use the results —you can compare figures at a glance or copy the output into
spreadsheets and reports directly.

Example (Finance): A finance manager might

feed the Al raw transaction data or budget notes

and request a formatted summary. For instance:

“Here are several expense entries from Q1. Please

organize them into a table with columns for Date,

Vendor, Category, and Amount, and provide a total

for each category.” Instead of an unstructured

narrative, the Al will produce a neat table. Each

expense is in the right column, categories are

grouped, and you might see a summary line calculating totals. You can even ask for a specific file
format: “Provide the output as CSV format.” The result can be saved and opened in Excel with zero
reformatting.

Value: Structured outputs mean instant clarity. Rather than sifting through paragraphs, you get
well-organized data ready for analysis or sharing. This tactic turns Al into your personal assistant for
formatting and reporting, boosting efficiency in tasks like budgeting, inventory tracking, or any data-
heavy project.

5. Provide Examples to Set a Pattern

If you want the Al to follow a certain format
or correctly categorize information, show it
a couple of examples first. Demonstrating
the pattern you expect can dramatically
improve the accuracy of the results. This
tactic is like training by example and works
across fields — useful for everything from
classifying data to mirroring a writing style.

Why it works: Al learns from patterns.
When you give an example (or a few), you’re
essentially programming the behavior you
want to see in the output. The model will
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infer the rules or style from your examples and apply them, leading to more consistent and on-point
answers than if it had to guess what you meant.

Example (Operations): A customer support lead wants to use Al to triage incoming emails by
urgency. Instead of just saying “Sort these as High or Low priority,” they can provide examples:
“Example 1: ‘Our server is down, please fix ASAP!’— Mark as High Priority (urgent technical issue).
Example 2: ‘Can | change my password?’— Mark as Low Priority (routine request). Now categorize
the following new ticket: 'We noticed a minor typo on the website, just FYI."”” Given those samples,
the Al will recognize the pattern (urgent vs non-urgent cues) and likely mark the new ticket as Low
Priority with a similar explanation. In another case, a marketing team could provide a couple of
formatted product descriptions as models, then ask the Al to generate a description for a new
product in the same format and tone - the output will closely follow the style demonstrated.

Value: Leading with examples removes ambiguity. It’s a bit of upfront effort that pays off with
results that match your expectations. You spend less time correcting the Al’s output because
you’ve effectively taught it the right pattern or criteria. For businesses, this means more reliable
outcomes —whether you’re classifying expenses, drafting consistent content, or enforcing a format
for data — and fewer iterations to get there.

Workflow Efficiency and Integration

Once you’ve mastered the basics of prompt design, the next step is optimizing how Al fits into your
workflow. This grouping focuses on techniques that streamline operations, enhance collaboration,
and integrate multiple Al models into cohesive processes. From summarizing lengthy documents to
organizing data, building prompt libraries, or orchestrating multi-tool workflows, these strategies
enable faster, more scalable results across teams and tasks.

By thinking of Al as a productivity partner, you can dramatically cut down on repetitive work,
standardize outputs across teams, and unlock efficiencies that support business agility. These
techniques are ideal for professionals who are ready to move from one-off prompting to
systematized, high-leverage usage of generative Al across business functions.

6. Leverage External Content for Insights

Have a lengthy report or dense document to
digest? Don’t summarize it alone — let Al help.
Modern generative tools can ingest and analyze
external content you provide. This tacticis a
lifesaver for operations teams and anyone dealing
with contracts, policies, or research papers.

Why it works: Al can read and distill large
volumes of text much faster than we can.
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By feeding the model the source material (via copy-paste or file upload in tools that support it), you
get a concise analysis that highlights key points, simplifying your decision-making.

Example (Operations): Suppose you’re an operations manager faced with a 50-page supplier
contract full of legal and technical jargon. Instead of poring over it for hours, you paste the text (or
attach the document if using an Al that allows uploads) and prompt: “Here is a supplier contract.
Please summarize the key delivery terms, payment schedule, and any penalties in plain language.”
In moments, the Al like ChatGPT or Perplexity will return an easy-to-read summary: for example, it
might list the delivery timelines, payment amounts, and important clauses without the fluff. You
could even ask it to simplify complex language: “Also explain any legal jargon a non-lawyer would
need to know.”

Value: By leveraging Al to analyze external content, you save countless hours and ensure nothing
important is missed. Complex documents become clear action items and insights. This means
faster understanding of contracts, policies, or research —and more time to act on the information.

7. Sort and Organize Information Effortlessly

If you have jumbled lists or messy data, let the
Al sort, categorize, or clean it up for you. This
technique shines in operations, where you
might deal with lists of tasks, inventory, or
survey responses that need quick organization.

Why it works: A list of items becomes far more
useful once organized by a logical criterion. By
instructing the Al to sort or group information,
you eliminate ambiguity about the desired
outcome. The Al will diligently follow your
sorting rules — a task that would be tedious and
time-consuming to do by hand.

Example (Operations): Say you’ve collected feedback from a staff survey in no particular order, or
you have an unsorted inventory list. You could prompt: “Here is a list of items (or responses): [paste
unsorted list]. Please alphabetize this list and then group the items by department.” In seconds,
the Al will output a reorganized list: perhaps headings for each department, with items listed A-to-Z
under each. Similarly, an IT manager might use this for support tickets: “Organize these IT support
requests by priority (High, Medium, Low) and list them under each category.” The Al would classify
each request into the priority buckets you’ve defined, giving a structured overview from a chaotic
log.

Value: This tip turns hours of drudgery into minutes of work. You get neatly sorted data with a
simple prompt, which means faster analysis and response. By offloading the heavy lifting of
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organizing information to Al, operations and project managers can focus on higher-level decisions
rather than clerical tasks.

8. Build Reusable Prompt Libraries for Recurring Tasks

If you’re doing repeat tasks—report writing, content briefs, policy reviews—create a bank of proven
prompts to reuse or adapt. This is a productivity booster across departments, especially in
operations and marketing.

Why it works: By documenting
prompts that consistently deliver good
results, you save time and create
standardization in your workflows. You
also reduce variability in output quality
when multiple team members use
generative Al.

Example (Operations): An operations

coordinator could build a library of

prompts for weekly logistics updates:

“Summarize the weekly shipment

delays by vendor, suggest causes if

evident, and recommend priority fixes.” Another prompt might be for standardizing meeting
summaries: “Generate a bullet list of key decisions and open actions based on the following
meeting notes.” These prompts can be reused across teams using ChatGPT or Gemini and
customized as needed.

Value: With prompt libraries, organizations move from ad hoc prompting to scalable systems.
Everyone benefits from consistent, reliable outputs—boosting quality, saving time, and flattening
the learning curve for new users.

9. Combine Al Models for Multi-Step Workflows

Use one Al tool for idea generation,
another for refinement or research,
and a third for formatting or visuals.
This multi-model approach works
well when you're building layered
content—like sales materials or
operational reports.

Why it works: No single tool does it
all perfectly. ChatGPT may be great
for drafting and structuring, Gemini
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may excel at web-integrated reasoning, and Perplexity may offer fast-sourced factual responses.
Orchestrating models lets you use the best tool at each stage.

Example (Sales & Marketing): A content strategist developing a product landing page might:

1. Use ChatGPT to brainstorm 10 headline options;
2. Use Perplexity to find supporting stats from industry reports;

3. Use Gemini to rewrite the content in a specific brand voice with SEO optimization in mind.

Each model handles a different task, but together they produce a polished and persuasive final
product.

Value: Using multi-model workflows enables better results without overloading one tool. You
improve accuracy, creativity, and polish by aligning each task to the right engine—like assigning
jobs to ateam of specialists.

10. Use One Al to Craft Prompts for Another

It may sound odd, but you can use Al to talk to Al. If you’re working with multiple generative tools,
let one (like ChatGPT) help you formulate better prompts for another. This “meta-prompting”
strategy ensures you get the most out of specialized models — a clever trick for tech-savvy sales and
marketing teams adopting new Al platforms.

Why it works: Different Al tools have different strengths and may require different phrasing to
perform best. By brainstorming prompt ideas with an Al assistant, you tap into its language
prowess to fine-tune your instructions. The result is a template or wording that you can then plug
into the other tool, confident it’s clear and detailed.

Example (Sales & Marketing): Imagine your team just started using a new Al service to generate
personalized sales emails. You’re not sure how to ask it for the best output. Enter ChatGPT as your
helper: “Help me write a prompt for an Al email generator that sells our product to a prospective
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client. The prompt should include the client’s industry, mention our key value prop (saves time), and
maintain a friendly, professional tone.” ChatGPT might come back with a well-crafted prompt
template, such as: “You are an Al that writes outreach emails. Draft an email to a [industry] client,
introducing [Product Name] as a solution that saves time by [key value]. Use a friendly and
professional tone, and end with a clear call-to-action inviting a meeting.” You can then take this
prompt and use it directly in the email-generating tool.

This approach isn’t limited to text-based Al either. If you’re trying out a powerful new model from
Google (say Gemini) or a design Al, you could similarly ask ChatGPT to suggest a prompt that model
would understand well. The first Al essentially becomes your prompt editor.

Value: Meta-prompting saves you from guesswork. You’ll ramp up faster on new Al platforms by
speaking their “language” from day one. Ultimately, you get better results across your Al toolbox -
whether it’s writing, image creation, or data analysis — by using one Al’s strength (language and
structure) to enhance another’s output.

Strategic and Specialized Use Cases

Al is not just a productivity booster—it’s also a strategic thought partner. These advanced prompting
techniques empower you to use Al for scenario planning, expert feedback, visual ideation, and
cross-functional communication. They are designed for users who want to go beyond surface-level
automation and tap into Al’s ability to simulate decisions, translate technical content, or even act
as avirtual advisor.

These use cases are especially valuable when precision, persuasion, and stakeholder alignment
are critical. Whether you're preparing for a board meeting, brainstorming creative assets, or
bridging the gap between technical and non-technical teams, this grouping shows how to elevate Al
from task assistant to strategic collaborator.

11. Use Al for Visual Ideation and Descriptions

Generative Al isn’t limited to text — it
can help create or inspire images too.
Even if you don't consider yourself
artistic, you can guide Al image
generation tools (like DALL-E in
ChatGPT or features in models like
Gemini) by describing what you want
to see. This tactic fuels marketing and
creative teams with quick concept
visuals.

Why it works: Visual prompts force you to clearly articulate your vision. By detailing the image

o

you have in mind (from style and colors to specific content), you direct the Al’'s "imagination." The
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better your description, the closer the Al-produced image will match your needs. Think of it as
giving an art brief to a graphic designer — specificity matters.

Example (Marketing): A marketing team brainstorming a new ad campaign might use Al to generate
concept art. Instead of typing “Picture of our product,” they'd get far better results with a detailed
prompt: “Create an image of our smart home device on a modern kitchen counter, in warm natural
lighting. The style should be photorealistic, highlighting the device’s sleek black design, with a
family in the background enjoying an evening.” An Al image generator will take those directions and
produce an image (or a few variations) that align much more closely with the vision than a generic
request would. While the Al handles the heavy lifting of rendering the scene, your guidance shapes
the outcome — perhaps specifying an exact color scheme or camera angle if needed.

Value: Using Al for visual ideation can dramatically speed up creative workflows. You get instant
mock-ups to refine or spark new ideas, without waiting on a design team for first drafts. By
communicating your vision clearly in the prompt, you act as a creative director, ensuring the
generated visuals suit your business needs (for example, marketing materials or product concepts)
and inspiring the next stage of design with minimal effort.

12. Get Feedback in an Expert’s Voice

Ever wished you could have an expert review your work on demand? With the right prompt, Al can
critique or improve your writing as if it were a specialist in the field. This is immensely helpful for
polishing reports, proposals, or content in any domain, from finance to marketing.

Why it works: When you ask for feedback from a
specific perspective, the Al tailors its critique to
that role’s priorities and knowledge. It’s like
instantly recruiting a veteran professional to look
over your draft. The advice will be more pointed
and relevant than generic editing tips.

Example (Finance): Consider a financial analyst finishing a quarterly report. They might prompt:
“You are a seasoned CFO. Please review the following executive summary of our Q4 results and
suggest improvements or point out any concerns a CFO might have.” The Al will then respond as a
CFO might, perhaps noting if the revenue growth isn’t clearly explained or if certain risk factors
need more emphasis. It could suggest adding a note about cash flow or double-checking an
assumption - precisely the kind of high-level feedback a real CFO would give. In a sales scenario, a
rep could do something similar: “Act as a sales coach and critique the tone and clarity of this
outreach email.” The Al (as the coach) would then highlight, for example, if the call-to-action is
weak or the value proposition isn’t obvious.
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Value: Using an expert lens for feedback means you get targeted, quality improvement
suggestions anytime. It raises the bar on your work without having to wait for a colleague’s input.
Essentially, you’re getting a free round of expert review, helping you refine documents or messages
before they go out — which can be critical when the stakes are high (big client pitch, important
financial report, etc.).

13. Phrase Questions Like a Search Engine

For fact-finding queries, especially when using Al that has web access or up-to-date knowledge, it
helps to phrase your prompt like a clear search query. Treat the Al as if you were using Google -
succinctly include the keywords or specifics you need. This approach is valuable in any domain
when accuracy and up-to-date info are crucial (just remember to double-check critical facts).

Why it works: A search-style question gets right
to the point. Al tools that integrate search (such as
ChatGPT with browsing enabled, Bing Chat, or
Perplexity) are designed to pick out the key terms
and fetch relevant information. Even without live
internet access, a pointed question helps the
model focus and retrieve factual data from its
training. You avoid overly verbose or off-target
answers by zeroing in on the subject.

Example (Finance): A financial analyst looking for current data might ask the Al: “What are the
latest 2025 Q1 inflation figures in the US?” Phrased this way, an Al that can search will pull the
most recent statistic and source, if possible, much like a search engine result. Even if the Al is
working offline (with a knowledge cutoff), the precise phrasing (“2025 Q1 inflation, US”) will trigger
it to provide any relevant info it knows or admit if it doesn’t. Similarly, a marketing team member
might query, “Top 3 competitors of [Company X] and their market share in 20247?” — a well-scoped,
direct question that should yield a fact-based answer list rather than a general essay about
competition. With Perplexity or similar tools, you’d also get citations to verify those facts.

Value: By asking questions in a targeted, search-like manner, you increase the chances of
getting a correct, focused answer quickly. In business, this means faster research and the ability to
retrieve specific numbers or facts on the fly. It’s a simple habit that leads to more precise outputs —
and it pairs especially well with Al assistants that can browse the web or databases for the latest
information.

14. Use Al to Simulate Business Scenarios

You can prompt Al to walk you through different business outcomes by simulating decision
scenarios. This is particularly helpful for strategic planning or exploring the downstream impact of
choices in finance or operations.
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Why it works: Al can forecast possibilities and
highlight dependencies you may not have
considered. While it's not a predictive analytics
engine, it can simulate scenarios based on
historical patterns, logic, or business reasoning—
ideal for what-if analysis.

Example (Finance): A controller evaluating

different cost-cutting strategies could prompt:

“Simulate three possible outcomes if we reduce

headcount by 10% vs reduce vendor costs by 15%. Include financial implications, operational risks,
and employee morale impacts.” The Al will lay out plausible outcomes in a comparative structure—
perhaps outlining short-term gains but long-term talent risks in one option versus gradual margin
improvements in another.

Value: By simulating multiple business paths, you can stress-test your thinking and see potential
tradeoffs. This helps teams make more informed, forward-thinking decisions—especially when
discussing strategic pivots with executives.

15. Translate Technical Content for Cross-Team Use

Al can help reframe highly technical information for non-technical stakeholders—an essential task
in finance, IT, or product development when presenting to broader teams or customers.

Why it works: When teams don’t share the same
technical language, Al can translate complexity
into clarity. It bridges communication gaps and
ensures alignment across departments, which is
critical in business environments.

Example (Finance/Ops): An IT leader might paste a

system architecture summary into ChatGPT with

the prompt: “Rewrite this explanation of our cloud

infrastructure in non-technical language for our

finance team. Focus on cost implications,

scalability, and security.” The Al will remove jargon,
simplify explanations, and reframe the content with the finance team’s concerns in mind.

Value: This approach makes cross-functional communication smoother, increasing
understanding and reducing the back-and-forth often required to clarify technical concepts. It
helps stakeholders make decisions faster and with more confidence.



Techniques to Elevate Your Al Prompting and Your Results
By Ray Zaso | April 22, 2025

Which Model to Choose?

There is increasing discussion about Generative Al tools such as ChatGPT, Claude, Gemini,
Microsoft Copilot, and Perplexity.ai. This overview is designed to provide some clarity for
professionals who need to understand which of these Al tools is the right fit for a particular task.
We're going to look at what each of these models and platforms are generally strong at right now, so
you can make informed decisions about which one to use depending on what you're trying to

accomplish.

Al Model Best For Enterprise Considerations

ChatGPT Ideal for content generation, coding Enterprise plans offer SOC 2

(OpenAl) support, and workflow automation using  compliance, no data retention,
plugins or custom instructions. usage controls, and admin-level

oversight.

Claude Excels in reading comprehension, Enterprise subscriptions emphasize

(Anthropic) summarizing long documents, and safety, alignment, and data
serving as a safe, friendly Al assistant. privacy—ideal for sensitive or

regulated industries.

Gemini Great at multimodal tasks involving text, = Offers enterprise data protections,

(Google) code, and images, and is tightly DLP, and tight integration with
integrated into Google Workspace for Google Cloud and Workspace for
seamless workflows, fast research, and security and control.
efficient summarization.

Microsoft Enhances productivity in Word, Excel, Deep integration with Microsoft 365

Copilot and PowerPoint by automating document ensures secure data handling within
creation, data analysis, and reporting— your existing Azure ecosystem and
while ensuring enterprise-grade security  tenant boundaries.
within the Microsoft ecosystem.

Perplexity.ai  Real-time, cited search results and Enterprise Pro accounts offer
concise research summaries with source workspace access controls and
links, making it ideal for fast, factual protection of proprietary search
knowledge work and quick information behavior.
synthesis.

Great Al outputs start with great prompts. These techniques — from setting the right context and
format to using examples and constraints — are all about communicating clearly with your Al
assistant. A professional with sharp prompting skills can turn ChatGPT, Gemini, Perplexity, or any
generative tool into a powerful ally that saves time, improves work quality, and sparks creativity. The
bottom line: a little extra thought in how you ask will pay off in the quality of what you get back.

Happy prompting!

#TheZasoGroup #GenerativeAl #PromptEngineering #ProductivityTips #AlForBusiness
#WorkSmarter #ChatGPT #Claude #Gemini #Perplexity
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This article was produced through human-Al collaboration, with human review and final approval. Al technologies are
evolving rapidly. While care has been taken in content creation, Al-generated responses may contain inaccuracies. You
are encouraged to use these prompts as a foundation for independent research and verification. As with any publicly
available Al tool, care must be taken not to share personal, proprietary, or sensitive content. Never input confidential data
(e.g., client names, strategies, proprietary code) into third-party Al platforms unless there is an approved enterprise
license with data controls. Assume all inputs and outputs may be logged by the provider unless stated otherwise. For
secure Al deployment, use enterprise-grade or self-hosted models with proper governance.
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