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5 Admin Tasks You Can Automate Before Lunch 
The Professional’s Checklist to Reclaiming 5+ Hours a Week 
Author: Daniel Gotlieb, AI Educator & DevOps/ML Team Lead (10+ years experience) 

Focus: High-Efficiency Automation for Mid-Career Professionals 

 
Introduction: The New Digital Leverage 
If you have spent the last twenty or thirty years building a career, you have developed 
something a machine cannot replicate: judgment. ​
However, judgment is often buried under the weight of "administrative friction" - the hours spent 
formatting spreadsheets, drafting repetitive emails, and condensing meeting notes. 

As someone who has worked in technology for decades, I am here to tell you that AI isn’t 
coming to replace you; it is coming to be your most efficient junior intern.  

This guide is about buying back your evenings. ​
By the time you finish your lunch today, you can use these five frameworks to automate the 
tasks that drain your energy, allowing you to focus on the high-level strategy that only you can 
provide. 

 
 

 

⚠️ THE GOLDEN RULE: SAFETY FIRST 

Data Privacy is Paramount. Public AI tools learn from the data you give them. Never 
input passwords, financial accounts, or internal trade secrets. 

The Strategy: Use placeholders. Instead of "John Doe at Acme Corp," use "The Client 
at a manufacturing firm." When updating your CV, remove your home address and 
phone number before pasting. 
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Task 1: Contextualizing Your Experience (The CV 
"Bridge") 
The Pain: You have decades of valuable experience, but your current resume or LinkedIn 
profile doesn't use the "keywords" that modern HR software (ATS) or recruiters look for. You 
don't want to rewrite your history; you just want it to be understood. 

The Fix: Use AI as a "translator" to bridge the gap between your deep history and a specific 
new opportunity. 

The Copy-Paste Prompt: 

I am going to provide my current professional bio/experience and a job description for a role I am 
interested in.  
 
Please act as a Career Strategist. Your goal is to identify the 5 core competencies this role 
requires. Then, suggest how I can rephrase my existing experience to highlight those specific 
skills without losing my professional voice or seniority.  
 
Focus on "Outcome-based" language (e.g., "Led a team that increased efficiency by 20%" instead 
of "Responsible for a team"). 
 
My Experience: [PASTE BIO/CV] 
Job Description: [PASTE DESCRIPTION] 

 
 

Task 2: Converting "Brain-Dumps" into Executive 
Summaries 
The Pain: You have a page of scattered notes from a meeting. You know what needs to 
happen, but spending 45 minutes "beautifying" them into a professional memo feels like a 
chore. 

The Fix: Use AI as a structural architect to take raw, fragmented thoughts and organize them 
into a logical hierarchy. 

The Copy-Paste Prompt: 

I am going to provide a rough "brain dump" of notes from a meeting. Please act as an Executive 
Assistant. Your goal is to rewrite these notes into a polished Executive Summary using this 
structure: 
1. Objective: (A one-sentence summary of the goal) 
2. Key Decisions Made: (Bullet points) 
3. Action Items: (Who is doing what and by when) 
4. Items for Future Discussion: (Unresolved points) 
 
Maintain a professional, concise, and neutral tone.  
Here are the notes: [PASTE NOTES HERE] 
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Task 3: Drafting Sensitive or Difficult Correspondence 
The Pain: Saying "no" or pushing back on a project takes emotional labor. You spend an hour 
worrying if you sound too harsh or too soft. 

The Fix: AI is "emotionally neutral." It can strip away the frustration and deliver a firm, polite 
response based on your parameters. 

The Copy-Paste Prompt: 

I need to draft a professional email to a [ROLE].  
The situation is: [e.g., They are late on a deadline and I cannot pay the full invoice until they 
deliver]. 
 
The tone must be: [e.g., Firm but collaborative].  
Please ensure the email: 
1. Acknowledges the relationship. 
2. Clearly states the requirement. 
3. Proposes a clear next step. 
 
Provide two versions: one that is direct and one that is more nuanced. 

 
 
 

 
 
Task 4: Condensing Long Reports for Risk Analysis 
The Pain: You are handed a 30-page report. You only need to know how it affects your 
department, but you don't have two hours to read it before your next meeting. 

The Fix: Think of AI as a high-speed filter to find specific keywords and themes. 

The Copy-Paste Prompt: 

I am providing a report regarding [TOPIC]. I need to understand the implications quickly. Please 
summarize the following: 
1. The Top 3 most important takeaways for a Senior Manager. 
2. Any mentioned "Red Flags," risks, or hidden costs. 
3. A list of any specific deadlines or dates mentioned. 
 
Format the output in clear bullet points. If the document does not mention risks, explicitly state "No 
specific risks identified." 
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Task 5: Planning a Project Timeline from a Vague Goal 
The Pain: Building the step-by-step project plan from scratch is a daunting "blank page" 
problem. 

The Fix: AI can provide a "Version 0.1" of a project plan, giving you a structure to critique rather 
than a blank page to fill. 

The Copy-Paste Prompt: 

I want to start a project called: [PROJECT NAME]. The goal is: [GOAL]. I have [NUMBER] weeks 
to complete this. 
 
Please act as a Project Manager and create a reverse-engineered work-back schedule. Break the 
project down into: 
1. Phase 1: Planning & Discovery 
2. Phase 2: Execution 
3. Phase 3: Review & Delivery 
 
For each phase, provide 3-4 specific milestones. Help me identify the "Critical Path"-which tasks 
will cause the most delay if they are missed? 

 
 

 
 
Your Next Step: Experience + AI = Unbeatable 
If you have used even one of the prompts above, you have already saved more time than it took 
to read this guide. 

AI is not a replacement for your years of experience. In fact, AI is relatively useless without a 
skilled human to direct it. A professional with AI and decades of institutional knowledge is the 
most valuable person in the room. 

You have just seen how to save five hours. Imagine what you could do if you mastered the 
entire system-from automating your inbox to using AI for complex decision-making. 

Are you ready to stop being anxious about AI and start using it as your unfair 
advantage? 

I invite you to join my upcoming "Applying AI" Course. This is a no-fluff, no-code environment 
designed specifically for professionals who value their time and privacy. 
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