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Read this first

Why this book exists

Most AI guides are written by tech people for tech people. They tell you about transformer architectures and vector embeddings when all you wanted to know was how to write a week of social media posts in fifteen minutes.

This book is different. It assumes you run a real business — with real clients, real bills, and real time pressure. You don't have an afternoon to learn prompt engineering theory. You need to write three Instagram captions, draft a follow-up to a prospect who's gone cold, summarize Tuesday's discovery call, and figure out why your sales page isn't converting. Today.

Every chapter in this book is built around a workflow you already do — and shows you how AI shrinks it from hours to minutes. No theory. Just copy-paste prompts, before-and-after examples, and the small handful of tools that actually matter.


What you'll get


	25+ ready-to-use prompts for content, sales, client communication, admin, and strategy — all collected in a print-friendly vault at the back.

	A 90-minute setup to install AI into your weekly rhythm. Most readers see time savings on day one.

	The seven mistakes that make AI feel useless — and the structured prompt format that fixes 90% of bad AI output.

	Brand voice training so AI sounds like you, not like a corporate robot.

	Real before-and-afters showing the actual quality difference between a lazy prompt and a good one.




How to read this book

Don't read it cover to cover. Open Chapter 9 first, grab the prompt that solves your most painful task this week, and use it. Come back for the rest when you have time. The point is fewer hours in your business — starting today, not after you finish reading.

Chapter 01

The $2,000 a month you're leaving on the table

Why AI is the highest-ROI tool a solo business owner has ever had access to.


Let's start with the numbers, because they're the part most people don't believe at first.


$500–$2k
saved every month per business


20+
hours a week reclaimed by AI users


1.25 hrs
lost daily by coaches on admin



Sixty-eight percent of US small businesses now use AI on a regular basis. The ones that do are saving between $500 and $2,000 every month and reclaiming twenty or more hours of work each week. Coaches lose roughly an hour and fifteen minutes every day on admin alone — scheduling, invoicing, follow-up emails, session notes — most of which AI can do in seconds.

And yet seventy-six percent of business owners say the biggest barrier to using AI is simply not knowing what to do with it. That's the gap this book fills.


The compound effect of small wins

Here's the math nobody runs. If AI saves you ninety minutes a day — a conservative estimate once you have five or six workflows installed — that's seven and a half hours a week. Three hundred and ninety hours a year. Ten full work weeks.

If your billable rate is $100 an hour, that's $39,000 of capacity returned to you. You don't have to bill it. You can use those hours to sleep, to take on better clients, to actually build the business instead of running on its hamster wheel. The point is: the time exists, and AI is the tool that frees it.


The mistake most people make

They try to learn AI like it's a programming language — top to bottom, theory first. Don't. Pick the single most painful repetitive task in your week and start there. Master one workflow, see the time savings, then add the next. This book is structured exactly that way.


Who this book is really for

If you run a coaching practice, a consultancy, an online service business, an agency, or any small operation where you're the bottleneck — this book is for you. It's not for engineers building AI products. It's for the person who has to write tomorrow's email newsletter and still hasn't started.

What follows is a tested set of workflows, prompts, and small systems. Use whatever fits. Skip whatever doesn't. The only wrong move is to read the whole book without trying anything.

Chapter 02

Your AI toolkit

What to use, what to skip, and how to start without overwhelm.


There are now hundreds of AI tools competing for your attention. You need exactly two of them to start, and possibly a third later. Anyone who tells you otherwise is selling something.


The only three tools that matter

1. A general-purpose chat AI

This is your workhorse. It writes, edits, summarizes, brainstorms, drafts, and answers questions. The three serious options are ChatGPT (from OpenAI), Claude (from Anthropic), and Gemini (from Google). All three have free tiers that work for most small business needs. Paid plans are around $20 per month and unlock the better models.

Quick recommendation: Claude tends to write more naturally and is better for client-facing copy. ChatGPT has more integrations and is better if you'll use AI for image generation. Gemini is best if you live inside Google Workspace. Pick one. Don't switch for at least a month.


2. An automation connector

This is what turns AI from a chat window into a system. Zapier and Make.com let you connect AI to your other tools — your inbox, your calendar, your CRM — so workflows run without you. You don't need this on day one. Add it once you have three or four prompts you use repeatedly.


3. (Optional) A note-taking AI

If you do meetings or coaching calls, Otter.ai, Fireflies, or Granola will transcribe and summarize them automatically. This is the single best ROI tool for coaches. You stop taking notes and start being present.


Tool fatigue is real

The biggest reason small business owners quit AI is they spread themselves across six tools and never get good at any of them. One chat AI plus your existing tools is enough to save ten hours a week. Resist the urge to subscribe to everything new.


The 90-minute setup

Here's exactly what to do in your first hour and a half with AI. Block the time on your calendar today.


	Minutes 0–10: Sign up for one chat AI of your choice. Use the free tier.

	Minutes 10–25: Run the brand voice training prompt from Chapter 3. Save the output somewhere you can paste it back later.

	Minutes 25–55: Pick one prompt from the vault in Chapter 9 that solves a real task on your list this week. Use it. Note the time saved.

	Minutes 55–80: Pick a second prompt. Use it. Tweak the output to your style.

	Minutes 80–90: Save your three favorite prompts in a doc titled My AI workflows. This becomes your reference library.



By the end of ninety minutes you'll have two finished pieces of work and a small library of prompts you'll keep using for years. That's the entire foundation.

Chapter 03

Content that writes itself

Social posts, email newsletters, blog articles — and the brand voice prompt that makes AI sound like you.


Content creation is the most common AI use case among small businesses, and the one that generates the most disappointment. Most owners try it once, get back something that sounds like a LinkedIn motivational poster, and never go back.

The reason isn't that AI can't write well. It's that you have to teach it your voice first. Once you do, the output stops sounding generic and starts sounding like you on a particularly articulate day.


The brand voice training prompt

Run this once, save the output, and paste it as the first message of every content session afterward. It is the single most valuable prompt in this book.


PROMPT 1 — BRAND VOICE TRAINER

I'm going to paste 3–5 examples of writing I love (mine or someone whose tone I want). Read them and analyze the voice using these dimensions:
1. Sentence length and rhythm (long flowing? short punchy? mixed?)
2. Vocabulary register (everyday words? specialist terms? a mix?)
3. Tone (warm, dry, playful, blunt, encouraging, contrarian?)
4. Recurring sentence structures or phrases
5. What this voice avoids (jargon, hedging, exclamation marks, etc.)
After your analysis, write a short style guide I can reuse. Keep it under 200 words.
Here are the samples:
[paste 3–5 samples of writing you love]


Save the style guide it produces. From now on, every time you ask AI to write something, paste the style guide first and then ask for the content. The difference is night and day.


Weekly social media in 12 minutes

PROMPT 2 — WEEKLY CONTENT BATCH

Using my brand voice (style guide above), write 5 social media posts for [platform: LinkedIn / Instagram / X] for this week.
My business: [one sentence — what you do and for whom]
This week's theme: [one focus, e.g. 'why most goal-setting fails']
Mix the formats: 1 contrarian take, 1 personal story, 1 practical tip, 1 question that sparks comments, 1 short list. Keep each under 200 words. No hashtag stuffing — 3 max per post.


Newsletter writing without staring at a blank page

PROMPT 3 — NEWSLETTER DRAFTER

I'm writing my weekly newsletter. Here's my voice [paste style guide].
This week I want to write about: [the idea, half-formed is fine]
Help me by: (1) suggesting 3 different angles I could take on this; (2) for whichever angle I pick, drafting an opening hook of 2–3 sentences; (3) outlining the body in 4–5 short sections; (4) suggesting a closing CTA.
Don't write the full newsletter yet — I want to choose the angle and direction first.


Iterate, don't accept

The first AI draft is rarely the final one. Treat the output as a starting point. Reply with 'rewrite this with shorter sentences and one concrete example in each paragraph' and watch the quality jump. Two or three rounds of feedback produces work that sounds genuinely yours.


Long-form blog posts that rank

PROMPT 4 — BLOG POST BUILDER

Write a 900–1,200 word blog post on: [topic]
Audience: [your reader — be specific]
Style: [paste style guide]
Include:
– A hook that names a specific frustration my reader feels
– 3 subheadings that read like real human questions, not SEO keywords
– At least one specific example or short case study
– A 'common mistake' section
– A CTA at the end that invites them to [book a call / reply / read another post]
Avoid: corporate jargon, hedging language, the words 'leverage,' 'unlock,' or 'in today's world.'

