
REINVENT MY WORK:
AI PLANNER +
PROMPT PACK

Use this Planner + Prompt Pack to match the right AI tool
to the task that’s draining you.

Part 2 - Prompt Pack

http://www.reinventmywork.com/


THEMED PROMPT PACKS FOR YOUR
CAREER

Not every challenge at work is the same. Sometimes you need visibility,
sometimes strategy, sometimes tools to help you think differently.
That’s why this section is broken into themed packs. Each theme
represents a skill area that mid-career professionals like you need to
stay visible, valuable, and future-proof.

Each pack gives you:

A done-for-you prompt you can try immediately
An explanation of why it works in today’s workplace
A space for your notes and results

Work through these prompts at your own pace. Focus on the categories
where you want the most support right now.

comminication + visibility

strategic thinking

career positioning 

workflow automation

personal growth & ai curiosity
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COMMUNICATION
+ 

VISIBILITY

In a noisy workplace, visibility is half the battle.
These prompts help you make your work clear and

your voice heard.
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DRAFT TALKING POINTS FOR
LEADERSHIP MEETINGS

Prompt:

“Draft 3 clear, concise talking points I can use in a leadership meeting about [insert
project/initiative].”

Why It Works:

Your Results:

Leadership meetings are fast-paced. This prompt ensures you’re prepared, concise,
and visible without over-prepping.

Use this space to capture your talking points and note how they landed in the meeting.
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CLARIFY COMPLEX PROJECTS FOR NON-
TECHNICAL PEOPLE

Prompt:

“Explain this project in simple terms for a non-technical audience: [paste project
description].”

Why It Works:

Your Results:

Being able to translate complexity into clarity builds trust and positions you as a
strong communicator and leader.

Use this space to note the simplified version and how it helped your team or
stakeholders.
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GENERATE 3 VERSIONS OF AN UPDATE
(EMAIL, SLACK, POWERPOINT)

Prompt:

“Create 3 versions of this update: one email draft, one Slack message, and 3
PowerPoint bullets: [insert update details].”

Why It Works:

Your Results:

Adapting to different communication channels makes you efficient and ensures your
message reaches the right people in the right way.

Use this space to note how much time you saved and which version felt most effective.
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REFLECTION: 
COMMUNICATION + VISIBILITY

What did I learn from these prompts? How did they affect how visible and clear I felt at
work?

Notes:

Use this space to reflect on what worked, what surprised you, and what you’ll try
again.
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STRATEGIC
THINKING

Strategy means looking beyond today’s tasks.

 These prompts help you think ahead, anticipate
change, and bring leadership-level insights to the

table.
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SWOT ANALYSIS OF YOUR DEPARTMENT

Prompt:

“Generate a SWOT analysis (Strengths, Weaknesses, Opportunities, Threats) for a
[insert department/role].”

Why It Works:

Your Results:

This helps you see your team’s position clearly and prepares you for strategic
conversations with leadership.

Use this space to note what you produced and how it helped.
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ASK AI: FUTURE OF MY DEPARTMENT

Prompt:

“How might AI affect the [insert department] in the next 6 months?”

Why It Works:

Your Results:

This gives you foresight into industry trends and positions you as someone who thinks
ahead.

Use this space to note what you produced and how it helped.
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FIND 3 WAYS TO STREAMLINE
WORKFLOWS

Prompt:

“Suggest 3 ways to streamline or automate recurring workflows for [insert
role/department].”

Why It Works:

Your Results:

Helps identify efficiency opportunities and positions you as a problem solver.

Use this space to note what you produced and how it helped.
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REFLECTION: 
STRATEGIC THINKING

How did these prompts expand my perspective? Which ideas are worth pursuing
further?

Notes:

Use this space to reflect on what worked, what surprised you, and what you’ll try
again.
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CAREER
POSITIONING

How you present yourself determines how you’re
perceived. 

These prompts help you frame your
experience and skills for maximum visibility and

career growth.
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REWRITE RESUME BULLETS FOR
STRATEGIC VALUE

Prompt:

“Rewrite these resume bullet points to emphasize measurable impact and strategic
value: [paste bullets].”

Why It Works:

Your Results:

Helps highlight your achievements in a way that resonates with recruiters and
leadership.

Use this space to note what you produced and how it helped.

Page 14 of 27



PREPARE FOR INTERVIEW-STYLE
QUESTIONS

Prompt:

“Give me 5 behavioral interview-style questions for [insert role], and suggest strong
sample answers.”

Why It Works:

Your Results:

Prepares you for both interviews and performance reviews by sharpening how you
present your work.

Use this space to note what you produced and how it helped.
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CREATE A VISIBILITY LIST OF SKILLS

Prompt:

“List the top 10 skills someone in [insert role/department] should highlight to increase
visibility.”

Why It Works:

Your Results:

Ensures you know what to showcase to remain relevant and valued.

Use this space to note what you produced and how it helped.
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REFLECTION: 
CAREER POSITIONING

What strengths did I uncover through these prompts? How do I want to be seen in my
workplace?

Notes:

Use this space to reflect on what worked, what surprised you, and what you’ll try
again.
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WORKFLOW
AUTOMATION

Repetitive tasks drain your time and energy. 

These prompts help you identify and design ways to
automate, delegate, or simplify work.
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DRAFT STANDARD OPERATING
PROCEDURES (SOPS)

Prompt:

“Draft a clear, step-by-step SOP for this recurring process: [describe process].”

Why It Works:

Your Results:

Creates consistency, saves time, and helps with delegation.

Use this space to note what you produced and how it helped.
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CREATE MEETING TEMPLATES

Prompt:

“Create a meeting template with agenda items, time allocations, and action item
tracking for [insert meeting type].”

Why It Works:

Your Results:

Prepares you to run efficient, structured meetings without reinventing the wheel.

Use this space to note what you produced and how it helped.
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IDENTIFY LOW-VALUE TASKS

Prompt:

“List 5 tasks in [insert role/department] that could be automated or delegated.”

Why It Works:

Your Results:

Helps you prioritize high-value work and reduce time spent on repetitive tasks.

Use this space to note what you produced and how it helped.
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REFLECTION: 
WORKFLOW AUTOMATION

Which tasks could I realistically automate or delegate? How much time would that
save me each week?

Notes:

Use this space to reflect on what worked, what surprised you, and what you’ll try
again.
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PERSONAL
GROWTH 

& 
AI CURIOSITY

AI isn’t only for tasks — it can help you reflect, grow,
and explore new possibilities. 

These prompts
encourage curiosity and support personal

reinvention.
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REFLECTIVE PROMPT: WHAT DO I WANT
FROM WORK NOW?

Prompt:

“Help me reflect: what do I want most from work at this stage in my career?”

Why It Works:

Your Results:

Encourages introspection and alignment between career goals and daily actions.

Use this space to note what you produced and how it helped.
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ROLE-PLAY CAREER COACH

Prompt:

“Act as my career coach and ask me 5 powerful questions to clarify my direction.”

Why It Works:

Your Results:

Simulates a coaching conversation to spark new insights.

Use this space to note what you produced and how it helped.
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CHALLENGE LIMITING BELIEFS

Prompt:

“Challenge this limiting belief and offer 3 alternative perspectives: [insert belief].”

Why It Works:

Your Results:

Shifts mindset and helps overcome internal barriers to growth.

Use this space to note what you produced and how it helped.
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REFLECTION: 
PERSONAL GROWTH & AI CURIOSITY

What personal insights did I uncover through these prompts? How might I carry them
into my career journey?

Notes:

Use this space to reflect on what worked, what surprised you, and what you’ll try
again.
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