




As always, Donna translates what was somewhat overwhelming 
into a practical how- to and step- by- step guide that will be 
a game-changer for us all. Every team member in every 
organisation needs this book on their shelf to use ChatGPT 
to increase their capacity. I’ve already used it for social media 
content plans, sharing stories and metaphors in content and 
finding ways to delight my customers that would have taken 
hours of time but with ChatGPT were done in a few minutes. 
I’m off to create more clever prompts to help me optimise my 
time even more!

 —  Jane Anderson, award- winning business 
consultant, Forbes contributor and author 

of ten books

Donna has shared a wealth of insights about the potentials (and 
the perils) associated with ChatGPT. She cleverly explores 
practical examples that illustrate how we can leverage the 
tool, both professionally and personally, so we can save our 
most precious resources as humans, TIME! This book was 
a catalyst for me to start to think about the myriad of other 
ways to bolster my productivity with ChatGPT.

 —  Dr Kristy Goodwin, digital peak- performance  
and wellbeing researcher, speaker and author

As someone who thought they already knew a lot about 
ChatGPT I was blown away by how much more I learned from 
this book. So many examples, tips and tricks to turbocharge 
anyone’s ChatGPT journey. AI and machine learning aren’t 
going away, and Donna’s book equips you to come along for 
the ride. Exciting stuff.

 —  Anne- Marie Hyde, ACA, associate partner, 
Professional Services



The ChatGPT Revolution is a how-to guide for anyone who 
wants to get up to speed on this new technology and use 
it to reclaim time for what matters most. Donna’s practical 
approach will help you quickly master using ChatGPT for 
day- to- day tasks from travel planning to letter writing … and 
before you know it you will wonder how you managed your 
life (and life admin) without it.

 —  Dinah Rowe- Roberts, co- author of  
Life Admin Hacks and co- host of the  

Life Admin Hacks podcast

If you want the inside scoop on how to understand and use 
ChatGPT and AI, both personally and professionally, The 
ChatGPT Revolution is a must- read! Whether you are new to 
ChatGPT or been deep in it, Donna McGeorge provides a 
practical breakdown of how to best utilise this mind- blowing 
technology for productivity and efficiency!

 —  Amy Yamada, business coach for  
Coaches & Entrepreneurs
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Introduction
I write books about productivity because I’m on a mission 
to give people back time for the most important things in 
their world. I get ideas for books when I speak with people in 
organisations about the things that are preventing them from 
being their best selves or doing their best work.

Hence my books are about things like meetings, structuring 
your day, and creating space to think and breathe.

So, when my publisher came to me and asked me to write 
a book about how artificial intelligence (AI) or, more 
specifically, ChatGPT could help us with productivity, I 
went straight back to the problems that people share with me.

In addition to the three things above, the issues that I regularly 
hear about (that may be future books) include:

»» delegation

»» decisions

»» email

»» information overload

»» admin tasks

»» life admin.
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I’m sure the list goes on and on. This is the stuff that prevents 
us from doing our ‘real’ work. We would describe it as 
mundane, tedious and not very value- adding, particularly if 
they are tasks we don’t do very often. For example, when was 
the last time you had to:

»» write a job description and ad for a role

»» write a policy or procedure for a new starter in an 
organisation

»» develop a presentation or proposal from scratch

»» handle a client complaint

»» plan an event?

All of these infrequent tasks take up a huge amount of time 
when you only do them on rare occasions, particularly if 
you are starting from scratch. They are difficult to delegate 
because (a) you don’t do them very often, so (b) it’s easier and 
quicker to just do them yourself.

ChatGPT has provided us with a tool to get through mundane 
tasks. A tool to clean our slate of repetitive, uninteresting and 
demotivating work that despite this must be done. The stuff 
that prevents us from doing higher value work or keeps us 
from our families or the things we work for.

Irrespective of where you are in an organisation, you now 
have a virtual assistant, intern or support person to help you 
get through these mundane tasks up to 50 per cent faster than 
you were doing them before.

By combining ChatGPT with human input, a study by MIT 
found that productivity increased by between 35 and 50 per 
cent and the quality improved by up to 25 per cent.
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The question at this point is: Could you use some help to simplify 
your life and work, and free up more time in your day? If so,  
read on.

What will you use all this 
free time for?

The»end»of»labour»is»to»gain»leisure.
»—»»»Aristotle

Thus,» for» the» first» time»since»his»creation»man»will» be» faced»
with»his»real,»his»permanent»problem»—»»how»to»use»his»freedom»
from» pressing» economic» cares,» how» to» occupy» the» leisure,»
which»science»and»compound»interest»will»have»won»for»him,»
to»live»wisely»and»agreeably»and»well.

»—»»»John»Maynard»Keynes

For centuries, technological advances from the printing press 
through to the vacuum cleaner were invented to give us  
more leisure time. Instead, all it did was give us more time 
for work.

According to Oliver Burkeman, we are destined to be on 
the planet for about 4000 weeks. I found this sobering, and 
it bought into focus my mortality, which begged the further, 
somewhat less philosophical thought, ‘I’m running out of 
time, so I’d better use that time wisely.’

Now is the time to leverage technological advancements, like 
AI and ChatGPT, to make that promise of increased leisure 
time a reality.
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There’s been a lot of buzz around ChatGPT and AI, and 
while you may have heard a thing or two about it, chances are 
you’ve picked up this book because you may not understand 
what it does and how it could be useful to you in taking back 
some of your valuable time.

This book is about getting beyond the buzz and giving you 
access to a productivity boon.

Right now, people are already using ChatGPT to generate:

»» difficult emails

»» process flow charts

»» instruction guides

»» presentation outlines

»» job descriptions

»» job applications

»» administrative tasks

»» summaries and analyses of large amounts of 
information

»» product descriptions

»» content, articles and blogs.

And in case you are wondering, yes, some people are using it 
to help write books (I’ll get to that later).

ChatGPT and AI represent a significant step forward in the 
ability of computers to understand and respond to human 
language. It has the potential to transform the way people 
interact with technology, providing a more natural and 
intuitive experience.
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But, as with any new technology or time- saving application, 
there’s always a danger that it could end up creating more 
work than it saves. Email was supposed to make our lives 
easier, but it has ended up being a nightmare for a lot of us. 
I’m reminded of the German word Verschlimmbesserung, which 
means ‘an intended improvement that makes things worse’.

If used effectively, ChatGPT has the potential to free up 
valuable time for other activities, so I think the real question 
is: What will you do with that time? As technology continues to 
advance and make tasks easier and more efficient, it is up to us 
to decide how to use our new- found free time.

Disclaimer: Before going any further, you need to know 
that these technologies are moving extremely fast, and they 
are full of errors. Even while writing this book, things were 
changing, and rumours were rife with what the next versions 
and new applications would provide. With a technology this 
explosive, chances are some of the ideas covered in this book 
could be considered obsolete before it even hits the shelves. 
Despite this, the fundamentals covered in this book provide 
core strategies for getting the most out of AI and, more 
specifically, ChatGPT.

You have no time to lose.

It’s time to join the revolution.
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How to use 
this book

This book mirrors the way I run my webinars, workshops, 
corporate programs and hands- on sessions. It is practical and 
easy to read and navigate, so you can quickly implement real 
yet simple changes in the way you work.

It isn’t a hefty tome that you’ll have trouble carrying around, 
or that you’ll leave on your bedside table to gather coffee- 
cup stains. Rather, it offers quick tips, real- life stories, lots of 
no- nonsense advice, questions to encourage you to reflect on 
how you’re working now and how you could use ChatGPT 
to work simpler and smarter, and practical exercises to help 
you get started.

My suggestion for working through this book is to keep it 
simple and achievable. Start small and work your way up to 
the bigger concepts. Read the book and choose one or two 
things that resonate strongly with you and start to action 
those immediately. (You will thank me when you see how 
simple it really is.)
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Part I is all about what ChatGPT is and the long history of 
artificial intelligence (AI) and machine learning (ML). You 
may not realise how much you are already using AI and ML in 
your day- to- day life. We will also cover why it’s important to 
be curious and take the opportunity to learn about ChatGPT 
and other AI/ML technologies. They are here to stay. It’s 
time to get on board.

Part II  introduces practical strategies to get started with 
ChatGPT, and help you be productive both at work and 
home. Imagine having a permanent intern or virtual assistant 
at your side to get some of your mundane work out of the 
way. That’s what’s on offer here!

As you read this book, I’d like you to heed the advice from my 
late mentor and friend, Roger Deaner, who told me to ‘believe 
nothing, and test or try everything’. This has helped me 
maintain my curiosity in the face of negativity, blowhardedness 
(I don’t know if that’s even a word!), and ’splaining.

So, this may seem counter- intuitive … but I encourage 
you to not believe everything I say in this book. Instead,  
I want you to get curious about ChatGPT and explore it for 
yourself. This will provide you with a hands- on experience 
of its capabilities and limitations and allow you to explore its 
potential applications.

As you read, you will find I can be a little irreverent at 
times —  because life and work are way too important to be 
taken too seriously. And reading a book should be a pleasure, 
not a pain!

So please read, implement, experiment and have fun 
immersing yourself in the world of AI, ML and ChatGPT!
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What does Albert Einstein, your car and an African wildebeest 
have in common?

No, this isn’t the start of a corny joke, and the answer is the 
global positioning system (GPS).

Because of Einstein’s theory of relativity, GPS systems can help 
us get from A to B in our cars, and also track the migratory 
patterns of animals on the planet, including wildebeest, arctic 
terns and humpback whales.

Do you think that Einstein had the tracking of birds’ 
migratory patterns in mind when he stood in front of four 
blackboards- worth of calculations and then simplified it to 
E=MC2 ? Unlikely, and yet here we are.

Albert Einstein is widely regarded as one of the most brilliant 
scientists in history. Throughout his life, he was driven by 
an insatiable curiosity that led him to question the very 
foundations of our understanding of the universe.

It’s his curiosity, and that of those who stood on his shoulders, 
that has resulted in us having access to this extraordinary 
technology, not only in our cars, but on the smart phones we 
carry around in our pockets.

You may not realise it, but the masses have only had access 
to GPS since 2010, and look at how it has already become 
integrated into our lives. We couldn’t get a ride share car, 
know the time or plan a picnic for a nice day without it.

Like GPS, artificial intelligence (AI) and applications like 
ChatGPT are here to stay, and the extent of their use, and 
subsequent integration into our lives, is still unclear. Even 
when writing this book, changes were happening on a daily 
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basis and people were sharing how they were using AI to the 
point where I couldn’t keep pace with it.

What has kept me going, and got this book into your hands, 
is staying open minded and being curious.

Curiosity plays a critical role in driving 
progress and shaping our understanding of 

new technologies.

Let’s face it, in today’s world, where technological 
breakthroughs are happening at an unprecedented pace, 
staying current and informed can be challenging. You barely 
have time to keep up with your email and calendar, let alone 
new discoveries!

You need to take time to get curious about the merits of 
ChatGPT and AI more generally, and understand how it can 
simplify your life and work and ultimately save you time. Try 
some of the following.

Carve out some time to get to know what it’s all about. You 
probably only need an hour.

Read articles from different perspectives and discuss it with 
colleagues.

Think about ways you might be able to use it, and get a 
clearer picture of how it can help you.

Have an opinion. There is a lot of information out there right 
now about this tool, and it’s coming from a range of perspectives. 
Decide for yourself how useful (or not) it could be for you.

And in the meantime, let’s dig a bit further into how we can 
use this tool to make your work and life easier.
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What is 
ChatGPT?

CHAPTER 1

My mate Sam has always been an avid user of social media, 
was a very early adopter of apps like Facebook and Instagram, 
and is always quickly on board with other tech. She was 
actually the first person to ask me about ChatGPT.

When it came to her socials, she loved sharing her thoughts, 
pictures and updates with her friends and family. However, as 
she scrolled through her feed one day, she felt like something 
was a bit off.

While advertising and sponsored posts had been in her feeds 
for a while, suddenly it felt like every sponsored post or ad 
was perfect and her desire to hit ‘buy’ was getting a bit out 
of control.

It was as if the social media platform knew her 
better than she knew herself.
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What Sam didn’t know was that, around 2013, Facebook 
started to get very smart about the content it was pushing to 
its users.

Power Digital, a digital marketing company, wrote that in  
2013:

The newest algorithm was pushing more organic content from 
brands so that users only saw posts that may be interesting to 
them specifically. The algorithm analysed over 1000 different 
factors with the goal of pushing high- quality content.

Have you ever found yourself scrolling through social media 
and suddenly an ad pops up that just seems perfect for you? 
Maybe it’s a product that you’ve been thinking about or a 
service that you’ve been meaning to try.

That’s how many of the social media AI and machine learning 
(ML) algorithms work. Serving up content, products and 
services that feel perfect for you based on your activity, and 
the activity of those connected to you.

Today, AI and ML is everywhere, from the personal assistants 
on our smartphones to the recommendation engines that 
suggest what movies to watch or products to buy. Here are 
some everyday examples of AI and ML in action.

 » Online retailers like Amazon use ML algorithms 
to make recommendations based on your purchase 
history and browsing behaviour. For example, if you 
buy a book on Amazon, the site might suggest other 
books that are similar in topic or style: ‘If you liked 
The ChatGPT Revolution, then you might also like 
other books by Donna McGeorge.’
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 » Virtual assistants like Siri, Amazon Alexa and Google 
Assistant use natural language processing (NLP) 
to understand and respond to spoken or written 
commands. They can also perform simple tasks like 
setting reminders or playing music.

 » Chatbots, which are becoming increasingly popular 
for online customer service, use AI to simulate human 
conversation and provide assistance to users. For 
example, if you need help with an online purchase, a 
chatbot might be able to answer your questions and 
guide you through the process.

 » Autonomous vehicles, like self- driving cars, use a 
combination of sensors, cameras and ML algorithms to 
navigate the road and avoid obstacles. These algorithms 
are trained on massive amounts of data, including 
images of road signs, traffic patterns and weather 
conditions.

 » Medical researchers are using ML algorithms to 
analyse large datasets of patient information, to 
identify patterns and make more accurate diagnoses. 
In some cases, ML algorithms have been able to 
diagnose certain conditions more accurately than 
human doctors.

And then along came ChatGPT.

But wait … what is ChatGPT?

Let’s cut to the chase with a definition that came from the 
horse’s mouth.
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Example prompt: Describe what ChatGPT is.

ChatGPT: ChatGPT is a sophisticated computer 
program that uses a type of artificial intelligence 
called natural language processing to understand 
and respond to human language. It has been 
trained on a vast amount of text data and uses 
that knowledge to generate responses to a wide 
range of questions and topics.

It’s a bit like a virtual librarian who has read 
every book in the world’s largest library, and 

can provide you with information on any 
topic you ask.

The GPT in its name stands for ‘generative pre- trained 
transformer’, which is the name of the neural network 
architecture that powers it.

It’s like a smart robot that can talk to people and answer their 
questions.

You know how you can ask Siri or Alexa to tell you a joke or 
play a song for you? ChatGPT uses similar technology, only 
it can do a whole lot more. As a language model, ChatGPT 
has been trained on a massive amount of data to be able to 
understand and generate human- like (natural) language.

This means that it can take in a question or a prompt in natural 
language and generate a response, also in natural language, 
similar to how a human would respond.

ChatGPT has been trained on a wide range of topics, from 
simple trivia questions to more complex topics like science, 
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history and politics. Its large database of information allows 
it to provide detailed and (not always) accurate answers to 
a variety of questions. We’ll talk more about accuracy in 
Chapter 2.

You can use it for explanations of difficult concepts, to get 
advice on personal or professional matters, or even just have a 
conversation about a topic of interest.

And it’s fast! The first time I used it, I was stunned at how 
quickly the information started streaming onto the page.

A brief history
While the application ChatGPT feels new, the underlying 
principles and technologies have been around for quite a while.

AI and ML have come a long way since their inception in 
the mid- twentieth century. Although the term ‘artificial 
intelligence’ was first coined in 1956, the ideas behind it date 
back much further to the work of pioneers, such as:

Charles Babbage who designed the Difference Engine 
(a calculator), and a kind of early computer called 
the Analytical Engine during the 1820s. Considered 
the great- grandparents of modern computers, they 
were never actually built; however, they inspired a 
whole generation of computer scientists and engineers. 
Babbage believed machines could perform tasks 
beyond just simple calculations —  he was all about 
pushing the limits.
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Ada Lovelace who, as far back as the 1840s, is credited with 
coming up with the first ever computer algorithm. She 
worked with Charles Babbage on his Analytical Engine. 
Lovelace was a visionary and saw the potential for 
machines to learn and develop intelligence beyond their 
programming. Basically, she was the original AI thinker!

Alan Turing is considered the father of AI. He came 
up with the idea of the Universal Turing Machine, a 
machine that could perform any computation a human 
could. He also created the Turing test, which evaluates 
a machine’s ability to exhibit human- like intelligence. 
His work was seriously groundbreaking and set the 
stage for the development of modern AI and ML.

Fast-forward to the twenty- first century and ChatGPT is 
created by OpenAI, a research organisation founded by some 
of the biggest names in the technology world, including Elon 
Musk (who left the organisation in 2018) and Sam Altman 
(the current CEO).

The team at OpenAI wanted to create a program that could 
understand human language and generate responses in a way 
that sounded like it was coming from a real person.

The first version of their language model was called GPT- 2, 
and it was released in 2019. It was able to generate fairly good 
responses to all kinds of prompts, questions or statements. 
There were some concerns about how the technology could 
be used to spread fake news and propaganda, so OpenAI 
didn’t release the full version of the program right away.

The next version of the model, GPT- 3, was released in 2020, 
and it was even better than GPT- 2. It was more sophisticated 
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and powerful, and could generate not just coherent text, but 
creative writing and computer programming code. It was a 
huge step forward in everyday utility around time saving.

ChatGPT was launched to the general public on 30 November 
2022 and uses GPT- 3.5 as its operating model. At the time 
of release, GPT- 3.5 was the largest AI language model out 
there with a whopping 175 billion parameters. This enables 
it to perform a range of tasks, from translating languages to 
summarising texts to answering questions —  all with minimal 
fine- tuning. And fast!

In mid- March 2023, ChatGPT was upgraded, with GPT- 4 
providing even more firepower. It works with around 100 
trillion parameters, meaning it can go well beyond writing 
essays and articles to creating art and music.

To put the difference between GPT- 3.5 and GPT- 4  into 
perspective, it’s like comparing the number of grains of sand 
on a beach to the number of grains of sand in the world. This 
means a whole bunch of new ways to incorporate it into work 
and home to relieve us of our administrivia and allow us to 
get on with enjoying life.

I like to think of it as a virtual assistant, 
colleague or friend that can help you with 
work, provide advice or just have a casual 

conversation with you.

ChatGPT has been trained on a massive dataset of text, giving 
it the ability to understand and respond to natural language 
questions and, just like a librarian who needs to continuously 
update their knowledge by reading new books, ChatGPT is 



The ChatGPT Revolution

12

regularly updated and fine- tuned to ensure its responses are 
accurate and up- to- date.

With its ability to process vast amounts of information and 
generate human- like text, there are endless applications.

I have spoken to a few people who are not sure how ChatGPT 
is different to a search engine. The best way to explain this 
is to give an example. If I go to a search engine and type 
‘vegetarian recipes with potato, cheese and spices’, I get 
53 100 000 hits and pages to trawl through to find what I’m 
looking for. Time consuming, right?

On the other hand, if I prompt ChatGPT with, ‘Give me 
vegetarian recipes that include potato, cheese and spices’, it 
responds with ingredients, instructions and, if you ask it, a 
shopping list. And if you don’t like the first response (in this 
case it was cheesy potato wedges), ask it for more until you 
find something you like.

Just pause for a moment and think about what your life would be 
like if you had a personal librarian at your fingertips who could 
quickly provide you with the information you need, without 
having to go through multiple books or search engine results.

This is the power of ChatGPT —  your very own virtual 
librarian with a wealth of knowledge waiting to be explored.

Is this just another fad?
ChatGPT hit one million users in just five days after launching 
back in November 2022.
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That’s an impressive feat, especially when you consider that 
other popular online services usually take much longer to 
reach the one million user mark (see figure 1.1, overleaf ).

To put this into perspective, the previous record holder, 
Instagram, achieved one million users in just 2.5 months, 
while Spotify and Dropbox took just five and seven 
months, respectively.

It’s true that most online services took longer than ChatGPT 
to gain one million users, but it’s worth noting that some of the 
companies shown in figure 1.1 (overleaf ) were founded more 
than 15 years ago. It’s fair to say that, as the internet has become 
more ubiquitous over time, online services attain users faster.

This speed of uptake is the first piece of evidence that, for 
me, says ChatGPT is here to stay in some way, shape or form.

The second piece of evidence is its ease of use. No programming 
needed, no computer degree, just the ability to type —  and 
even that isn’t necessary if you use voice- to- text tools.

The third piece of evidence that it is here to stay is that it will 
give people back time and make their work and life easier.

Finally, it will only improve over time. Since ChatGPT was 
launched into the world in late 2022, there have already been 
improvements, competing products that claim to be better, 
and other applications of AI that are astounding users with 
their cleverness and efficiency.

There are those who feel that they may not be tech- savvy 
enough to understand it, while others worry about the impact 
it may have on their lives. Maybe it’s too complicated, or you 
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Netflix 1999

Kickstarter* 2009

Airbnb** 2008

Twitter 2006

Foursquare*** 2009

Facebook 2004

Dropbox 2008

Instagram 2010

ChatGPT 2022

3.5 years

2.5 years

2.5 years

2 years

13 months

10 months

7 months

5 months

5 days

*One million backers 
**One million nights booked 
***One million downloads

Figure 1.1: Time to one million users
Source: Statista, www.statista.com/chart/29174/time-to-one-million-users/

www.statista.com/chart/29174/time-to-one-million-users/
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don’t have the technical skills required to use it effectively, 
or maybe you worry that you will make a mistake and cause 
something to go wrong.

You can’t break ChatGPT.

These emerging technologies are becoming increasingly user- 
friendly. They are getting easier and more intuitive to use, 
and ChatGPT is a great example of that. For a sophisticated 
model that uses AI and NLP to provide users with answers to 
their questions, it’s incredibly easy to use.

All you have to do is type in your question or prompt, and 
ChatGPT will provide you with a clear and concise answer. 
You don’t need to be an expert in AI or ML to use this 
technology —  it’s designed to be accessible to everyone. 
And, if you don’t understand the answer, ask it to repeat the 
response as if it were explaining it to a seven- year- old.

Here’s an example:

Prompt: Explain how nuclear fission works

ChatGPT: Nuclear fission is a process in which 
the nucleus of an atom is split into two or 
more smaller nuclei, releasing a large amount of 
energy in the process. The process of nuclear 
fission is usually initiated by bombarding the 
nucleus of an atom with a neutron.

When a neutron strikes the nucleus of an atom, it 
may be absorbed, causing the nucleus to become 
unstable and split into two or more smaller 
nuclei, along with the release of several more 
neutrons and a large amount of energy. These 
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released neutrons can then go on to strike other 
nuclei, causing a chain reaction and releasing 
even more energy.

[I’m bamboozled already … blah blah blah]

Prompt: Now rewrite it as if you were explaining 
it to a seven- year- old.

ChatGPT: Have you ever played with building 
blocks? Imagine that an atom is like a building 
block, and it’s made up of even smaller pieces. 
When we split the atom by shooting tiny particles 
at it, it breaks into even smaller pieces and 
releases a lot of energy, kind of like when you 
break apart a block tower and it falls down with 
a big crash.

Scientists can use this energy to make electricity 
that we use in our homes, but they have to be 
very careful because it can also be dangerous 
if it’s not handled properly. It’s like playing 
with fire, it can be useful, but we have to be 
careful not to get burned!

Okay. Got it!

It’s a tool for good
Some people worry about the impact technology has on their 
lives. They feel that technology is taking over, and that they 
are losing control over their time and attention.

This may be true for doom- scrolling social media; however, 
many of us spend hours every day doing research, whether it’s 
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for work, school or personal interests. We can now streamline 
this process and save ourselves valuable time. ChatGPT can 
quickly find the information we need and present it in a  
clear and concise manner, allowing us to focus on other tasks 
and activities.

Of course, it’s important to remember that technology is not 
a panacea for all of life’s ills. It’s not a replacement for human 
interaction, and it certainly can’t solve all our problems. 
However, by using it wisely, we can make our lives easier and 
more productive, without sacrificing the things that make life 
worth living.

Reclaim your work- life balance
One of the biggest challenges of modern life is achieving 
some semblance of work- life balance. Many of us work longer 
hours than we should, sacrificing time with loved ones and 
neglecting the activities that bring us joy. But technologies 
like ChatGPT can help us to reclaim our time.

We are already accustomed to technologies that help us 
simplify our lives in other ways. For example:

 » budgeting apps help us track our expenses and manage 
our finances more effectively

 » fitness apps help us stay in shape and maintain a 
healthy lifestyle

 » video conferencing tools help us collaborate with 
colleagues and clients, regardless of our location.
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By embracing technology and using it in these 
ways, we create more time and space for the 

things that matter most to us.

In the years between 2020 and 2023, remote work and working 
from home took us to unprecedented heights of flexibility 
and, for many, more balanced work- life. Thanks to tools like 
video conferencing and cloud- based collaboration software, 
it’s now easier than ever to work from anywhere in the world. 
By working from home, we eliminate long commutes and 
the associated stress and fatigue that come with them.

Instead of spending time grocery shopping, we can use online 
ordering services that deliver food to our doorstep, freeing up 
valuable time that we can use to pursue our hobbies and interests, 
spend time with loved ones, or simply relax and recharge.

Fitness apps and wearable technology help us to stay healthy 
and active, even when we’re busy with work and other 
responsibilities. By tracking our daily activity and setting 
goals, we can create a more balanced and healthier lifestyle that 
supports our physical and mental wellbeing. I do, however, 
sometimes tell my smartwatch to shut up as it reminds me, 
once again, it’s time to do another 250 steps.

Social media platforms, messaging apps and video conferencing 
tools can all help us stay in touch with our family and friends, 
regardless of where we are in the world. By making time 
for these connections, we can maintain strong and supportive 
relationships that are essential for our wellbeing and happiness.

None of these technologies are a replacement for human 
interaction, and I believe ChatGPT and other AI tools will 
give us back time for the things that matter most to us: 
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Face- to- face interactions and meaningful experiences, like 
planning a weekend getaway with friends, attending a family 
gathering, or simply going for a walk in the park. The things 
we never seem to be able to find the time to do.

More importantly, by taking away much of our work and life 
administrivia, it is a real weapon in the war against burnout.

It pays to keep up with changes
Technology (and the world) is constantly evolving, and 
new tools and applications are being developed every day. 
This means that staying current is essential for remaining 
productive and competitive in today’s fast- paced world. If we 
don’t stay current, we risk falling behind and missing out on 
the benefits that these new tools can bring.

Staying current with technology helps us to work more 
efficiently; for example, Microsoft Windows is constantly 
evolving, with new features being added all the time —  it 
would be crazy to expect us all to still be using Windows 95.

No matter what our job or role, it’s important to stay relevant and 
competitive in our chosen field. For example, if you’re working 
in marketing, you need to stay up- to- date with the latest trends 
and tools to create effective campaigns that resonate with 
your target audience. Similarly, if you’re working in finance,  
you need to stay current with the latest budgeting tools and 
software to manage your customers’ finances more effectively.

And this can be challenging. There are so many tools 
and applications available that it can be difficult to know 
where to start.
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Overcoming technology overload
While technology can be a powerful tool for achieving work- 
life balance, it can also be a source of stress and distraction. 
I don’t know about you, but I have days where it feels like 
I’m constantly bombarded with notifications, messages and 
alerts, making it difficult to stay focused and productive.

We also need to acknowledge the negative impact that 
excessive technology use can have on our mental and physical 
health, our productivity and our relationships.

Again, boundaries become important. This could involve 
setting specific times of day when we check our email or 
social media, turning off notifications when we need to focus 
on a specific task, or doing what we can to reduce the constant 
distractions that come with technology use, and create more 
focused and productive work periods.

Let’s use technology to our advantage.

Tools like ChatGPT get us the information and results we 
need quickly and efficiently, without getting lost in the sea 
of distractions and notifications that come with traditional 
search engines and information sources.

It seemed weird to ask it, but here are three ways that ChatGPT 
said it could help with overcoming technology overload:

1. Providing advice on managing technology and how 
to create clear boundaries around technology use, 
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reducing the constant distractions that come with 
technology overload.

2. Offering mindfulness exercises and tips to reduce 
stress and anxiety and create a more focused and 
centred mindset.

3. Suggesting ways to increase human connection such as 
spending time with loved ones, joining social groups, 
or participating in community activities.

As someone who has been in the field of productivity for a 
while, I did find myself nodding at the suggestions as they 
appeared on the screen.

By overcoming our fears, having a growth or learning 
mindset, and staying current, we can use technology in ways 
that save us time, simplify our lives and give us back time for 
the things that matter most. By setting boundaries, we can 
avoid getting lost in technology and instead use it to enrich 
our lives. So, don’t be afraid of ChatGPT, AI or any other 
technology —  embrace it and use it to create the life you want.

While ChatGPT can handle complex topics, it’s important 
to remember that it’s still a machine and can only provide 
information based on what it has been programmed to know. 
Many people are criticising ChatGPT for not being more 
accurate or ‘human- like’. We need to remember it is not 
human, and expectations of that nature are unrealistic.

And I know what you are thinking, ‘I’ve heard some troubling 
things about ChatGPT and AI. Is it safe?’ Chapter 2 will help 
answer this question.
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Literacy game-changer

Danny Richman, a search engine optimisation (SEO) consultant, 
and Ben Whittle, a plumber, met last December when Whittle came 
over to fix a leak in Richman’s house. They hit it off, and Richman 
began to mentor Whittle in expanding his business. Sounds like a 
classic friendship origin story, right?

With Richman’s help, Whittle started a swimming pool installation 
company called Ashridge Pools. But Whittle was struggling with 
writing formal emails to clients due to his dyslexia.

That’s when Richman came up with the brilliant idea of using Chat-
GPT’s AI tool to build an app that could convert Whittle’s words into 
a formal email.

And the best part? The app helped Whittle improve his language 
skills as he could compare what he wrote with the tool’s output. Now 
that’s what I call a win- win situation.

Saying the name ChatGPT is a bit of a 
mouthful, so give it an easier name. A 

colleague of mine refers to it as Chachi. 
I call mine Charlie, or sometimes Chuck, 

for short.
TIP

BYTE SIZE
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Here’s an example of how it worked:

Original Text from Ben: Jo will gets qoute to yous 
next Friday – ben

ChatGPT Rewrite:
Dear Jo

I hope you are doing well.

I will be sending you a quote next Friday. Please 
let me know if you have any questions or require any 
additional information.

I look forward to hearing from you.

Kind regards,

Ben

Richman shared this app on Twitter, and it quickly went viral, with 
people around the world asking for help. Charities, teachers and 
individuals are all reaching out to Richman to build something for 
people with speech and language difficulties. It’s incredible to see 
how one person’s idea can help so many others.

But the most amazing part is that Richman is even talking to 
 OpenAI to figure out how to share the app with the company’s help 
at zero cost to users and without any commercialisation. Talk about 
a game-changer!
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EXPERIMENT 1: START CHATTING

First, set up with a free account with ChatGPT.

Go to chat.openai.com and follow the prompts. Don’t sign up 
for the paid version just yet. Play for free while you get the 
hang of it.

At the time of going to print, the ChatGPT home page 
provided a list of examples, capabilities and limitations. 
It is otherwise quite plain, which, for some, could be a 
bit disconcerting as we are used to seeing lots of bells and  
whistles on a web page.

The blank box at the bottom is where you type your  
question, or ‘prompt’ as the AI world refers to it.

Press enter or click the arrow at the end of the prompt box to 
get your chat started.

Each of your chats will appear as a list on the left- hand side 
like a menu. You can go back at any time and review a chat or 
continue it. ChatGPT will remember everything that came 
before for each individual chat and keep the thread going.

For each new topic start a new chat. That’s about it!

Here are some ideas to get you going.

http://chat.openai.com
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 » Think of a topic that interests you and ask for its 
thoughts and opinions on the subject. For example, 
use the prompt, ‘I’m interested in learning more about 
space exploration. What do you know about it? Can 
you tell me some interesting facts?’

 » Ask for a recommendation on a particular topic or 
subject. For example, use the prompt, ‘I’m looking for 
a good podcast to listen to on [insert topic]. Do you 
have any recommendations? What are some of your 
favourites?’

 » Use the responses to drill down by typing prompts 
like, ‘tell me more about [insert topic]’ or ‘give me 
more information about [insert topic]’.
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Discover more about AI by:

 » Paying attention to where and how you are already 
engaging with AI, ML or ChatBots. Just about every 
website you go to these days has a pop- up chat 
window that says, ‘Hi, can I help?’

 » Talking to friends, family or colleagues. Who do you 
know that you could speak to about this? Is there 
someone in your world who always seems across 
the latest technologies? What do they have to say 
about ChatGPT and AI?

 » Using some of the ideas already described in 
this book.

TIME
OUT
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The pros 
and cons

CHAPTER 2

My mate John has seen too many dystopian movies about 
the future and is convinced that AI and ‘the machines’ will 
eventually lead to the destruction of humanity. Clearly, he 
has spent too much time watching movies like 2001: A Space 
Odyssey, Terminator, The Matrix or Avengers: Age of Ultron.

In my observation of negative feedback about ChatGPT, the 
critics seem to fall into two main groups:

1. The first group is just like John. They are certain 
that AI and ML will become more powerful and 
ubiquitous, and that can only lead to the end of life  
as we know it.

2. The second group sees a much more practical 
downside of AI being misused by people with ill- 
intent. We know it can instantly generate malicious 
code if you casually ask for it, and it can also pass 
medical exams, write convincing academic papers 

.
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and do your homework for you. Within this group 
are also those that are worried that ChatGPT will 
replace jobs.

I tend to be more on the hopeful side of things, and look 
to ‘Star Trek’ for my future predictions. Call me naïve or 
optimistic, but the utopian picture painted in a ‘Star Trek’ 
future feels better to me —  and many of the fictional devices 
from that show have become a reality. If you are reading 
this on an iPad or other handheld reader, that’s thanks to 
‘Star Trek’.

I also agree with American philosopher Gray Scott, who is 
less concerned about whether AI or machines will become 
violent, and more focused on how they will disrupt our 
way of life.

Robots will harvest, cook, and serve our food. They will work 
in our factories, drive our cars, and walk our dogs. Like it or 
not, the age of work is coming to an end.

It’s natural to feel a little uneasy about new technology, and 
sometimes our fears can get a little out of hand, especially 
if we don’t really understand how the technology works or 
what its impact might be. That’s when we can start to panic 
prematurely and worry about things that aren’t really based 
in reality.

To make matters worse, and no real surprises here, there are 
some people out there who take advantage of our lack of 
understanding to advance their own interests. They might 
spread false information or try to scare us with doomsday 
scenarios, all in the name of making a profit or pushing their 
own agenda. Yikes!
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Can ChatGPT be used for evil?
You might have heard some concerns about whether 
ChatGPT could be misused or have negative consequences. 
While it’s important to think carefully about the implications 
of developing advanced AI systems, it’s worth remembering 
that these concerns aren’t unique to ChatGPT. They’re part 
of a larger conversation about the future of AI research and 
development.

So, let’s not forget that, while new technology can be scary, 
it can also bring about positive changes in society. And, who 
knows, maybe someday we’ll look back and wonder why we 
were so worried about it in the first place.

Based on my experiences so far, table 2.1 shows how I would 
categorise the pros and cons.

Let’s take a look at each of these cons in turn.

Table 2.1: Pros and cons of ChatGPT

Pros Cons

Can generate content for you Makes stuff up

Can be taught Can be used for scamming

Has access to a huge repository 
of information

Biased

Fast Could take jobs away from people

Can summarise anything Your content is added to its very 
public library
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IT MAKES STUFF UP

When I first started using ChatGPT, I could immediately see 
the productivity gains to be had. So, my first question was 
exactly that:

Example prompt: How can ChatGPT help me be more 
productive?

One of the responses (among many other useful ones) was:

ChatGPT: It can also help you with scheduling 
and organisation. If you have a busy family 
schedule, you can use ChatGPT to create a shared 
calendar that everyone can access. This means 
you can keep track of appointments, school 
events, and more, all in one place. And if you 
need to reschedule or cancel an event, simply 
ask ChatGPT to do it for you.

This was thrilling!

Prompt: Give me step- by- step instructions for 
how to do scheduling on ChatGPT.

ChatGPT: Step 1: Sign up for a ChatGPT account 
If you don’t already have a ChatGPT account, 
the first step is to sign up. Visit the ChatGPT 
website and follow the instructions to create 
an account. Once you’re logged in, you’ll have 
access to a wide range of features, including 
scheduling and calendar sharing.

Step 2: Connect your calendar. The next step 
is to connect your calendar to ChatGPT. This 
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will allow ChatGPT to access your calendar and 
schedule events on your behalf. To do this, go 
to the “Settings” tab in ChatGPT and select 
“Calendar Integration”. From here, you’ll be 
prompted to connect your calendar. Follow the 
instructions to connect your calendar, and 
you’re good to go.

There were many more detailed steps, and, in summary, it 
went on to tell me how to:

» create events with ChatGPT

» share your calendar with others

» receive event reminders

» delegate scheduling tasks.

I nearly fell of my chair! How good is this? Extraordinary 
functionality and limitless possibilities, plus a comprehensive 
set of instructions that even a dinosaur could follow, but 
wait … after spending several minutes trying to find the 
‘settings’ tab, I asked ChatGPT:

Prompt: Where do I find settings tab in ChatGPT?

ChatGPT: I apologise for any confusion. As an AI- 
powered language model, ChatGPT does not have a 
graphical user interface with a “settings tab”. 
In my previous response, I mistakenly referred 
to a “Settings” tab in ChatGPT, but this does 
not exist as such.

Bottom line, you can’t connect your calendar or schedule 
(yet) to ChatGPT. Massive shoulder slump.
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‘How could this happen?’ you may ask. Well, ChatGPT, like 
many AI applications, writes every sentence one word at a 
time and works out the next word in the series based on the 
probability and frequency of those words appearing together 
in its database.

I don’t want to get too technical here, but it’s important to 
understand both the gloriousness and limitations of the tool.

OpenAI fed ChatGPT approximately 300 billion words 
systematically scraped from the internet: books, articles, 
websites and wikis. When accessing all that data, ChatGPT 
is considering a response to your prompt using the following 
strategies (also illustrated in figure 2.1).

Next token prediction: Given a series of words, 
ChatGPT will predict the next one in the series. For 
example, if you type ‘The cat sat on the …’ your human 
mind would naturally go to ‘mat’, as does ChatGPT. In 
truth, options like rug, blanket, chair and table could 
all be true, but probability would result in ‘mat’.

Masked language modelling: This is a slight variant 
of the above where some words are replaced with a 
special token called a ‘mask’. ChatGPT predicts the 
correct word that would be in place of the mask. For 
example, for ‘the [mask] sat on the …’ it might predict 
‘cat’ (as your mind would too), but it could equally be 
‘dog’ or ‘rabbit’.

So, it’s smart … but not too smart. For example, for ‘The 
Roman Empire [mask] with the reign of Augustus’, ‘began’ 
or ‘ended’ might be predicted as words that score high on the 
likelihood of occurrence, and while both sentences could be 
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Figure 2.1: How ChatGPT works

Predicting the ‘masked’ word 
in a sequence.

For example:

The [mask] sat on the mat

The cat sat on the mat
The dog sat on the mat
The woman sat on the mat
The bird sat on the mat
The wombat sat on the mat

Predicting the next most 
likely word in a sequence.

For example:

The cat sat on the ...

The cat sat on the mat
The cat sat on the rug
The cat sat on the �oor
The cat sat on the bed
The cat sat on the table
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argued as being structurally correct, they have a very different 
meaning (and only one is factually correct).

In the previous example of ChatGPT referring me to 
a ‘settings’ tab, my guess is it picked up this content from 
scraping (the process of collecting text data from a range 
of sources from the internet, including books, articles and 
websites) a scheduling website (like Calendly) that has other 
software integrations where you use the settings tab to 
connect your calendar to its functionality.

The dangerous part is the level of confidence ChatGPT 
seems to have with its answers. It declares things that are just 
patently untrue. I asked it for a ‘quote from a famous person 
about how technology will increase our leisure time’, and it 
confidently spat one out from Winston Churchill, even citing 
the date of the speech.

Fantastic! Except it never happened and he never said it. It 
was a mix of other speeches or commentary said by others 
and Winston had been tacked onto the end. A fine example 
of next token prediction and masked language modelling 
going spectacularly wrong.

Asking for sources or references to support 
the material it provides can also be a bit 

hit or miss.

Academics have also pointed out that it can wholesale invent 
citations using bits and bobs from existing sources —  mixing 
up names, titles, journals, books, etc., for citations that are 
gobbledygook.
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My advice would be, if the stakes are high, go back to Google 
to double-check accuracy.

IT CAN BE USED FOR SCAMMING

The ability of ChatGPT to generate text quickly makes 
it an attractive tool for cybercriminals looking to spread 
misinformation or conduct scams.

We are already seeing the emergence of deepfake videos that 
use AI technology to replace a person’s face with someone 
else’s. Couple this with ChatGPT’s ability to generate text 
quickly and accurately, and in the style of a specific person, 
and it can be used to generate a script for a deepfake video 
that sounds realistic and convincing.

Don’t we have enough fake news in the world?

While phishing scams have been around for a while (we’ve 
all had the message from the crown prince from a far- off 
African nation wanting to send us millions of dollars if only 
we provide our bank account details), tools like ChatGPT 
are allowing crooks to get a bit more sophisticated. Realistic 
messages that look like they were sent by a trusted source, 
such as a bank or a social media platform, are making it even 
more difficult for people to distinguish between legitimate 
and fake messages, leading to potential harm.

There will always be people trying to figure out how to make 
a buck or scam people using new technologies. Just about 
everything in the world can be used for good or evil. Let’s use 
this power for good, eh?
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IT’S BIASED

As mentioned in Chapter  1, AI and ML are pretty much 
everywhere these days, from healthcare to finance, 
transportation to entertainment. As these technologies 
continue to evolve and become more integrated into our 
lives, we can’t get away from the social and ethical concerns 
that come with their use.

AI and ML are only as unbiased as the data they are trained 
on, so if the data are biased or incomplete, then algorithms 
can reflect those biases and perpetuate them.

ChatGPT can be susceptible to biased or 
offensive data.

The other day I was playing around and typed the prompt: 
‘I’m lonely. Tell me something I don’t know.’

ChatGPT: Did you know that in Japan, there 
is a rental service called "Ossan Rental" that 
allows people to rent middle- aged men to hang 
out with? These men can be rented for a variety 
of activities, such as watching movies, playing 
games, or even just having a conversation. The 
service has become particularly popular among 
women who are looking for companionship or a 
listening ear. So even if you feel lonely, know 
that there are unique ways to connect with others 
and that you’re not alone in feeling this way.

Did it assume I was a woman? That my loneliness meant I 
wanted the companionship of a middle- aged man?
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I thought it was rather bizarre and an example of bias.

If it’s trained on data sets containing bias or offensive language, 
ChatGPT may generate responses that are biased or offensive. 
Fortunately, the developers are aware of this issue and are 
working to reduce the risk of biased or irrelevant responses by 
refining the algorithm and analysing the data sets to remove 
any biases or offensive content.

We’ve already seen this in cases where facial recognition 
software has been found to be less accurate for people with 
darker skin tones, or where hiring algorithms have been 
found to discriminate against women and minorities.

IT WILL TAKE OUR JOBS

While AI and ML can create new jobs and increase 
productivity, they can also automate existing jobs and make 
human labour obsolete in certain industries. This is already 
true for manufacturing, where robots have replaced humans, 
and it is predicted that up to 20 million manufacturing jobs 
around the world could be replaced by robots by 2030. It’s 
clear that, as AI and ML become more integrated into our 
lives, there will always be an impact on jobs and the potential 
for negative effects.

Ever since the Luddites of nineteenth- century England, 
people have been afraid technology and automation would 
take our jobs, and, in fact, history has shown that advances in 
technology sometimes result in a job no longer being needed. 
When was the last time you saw a lift operator in an elevator 
other than for novelty? Or been connected to a switchboard 
operator? These jobs no longer exist because of changes in 
technology and automation.
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We also know that technology and automation create jobs 
and transform work. The World Economic Forum estimates 
that, by 2025, technology will create at least 12 million more 
jobs than it destroys, a net positive for society.

I recently heard the term ‘prompt engineer’. This brand- new 
job title is given to someone who designs, creates or optimises 
prompts for getting fast, accurate and unbiased responses 
from ChatGPT and other AI. Is it too early to predict that 
most organisational communications teams will have prompt 
engineers before the year is out?

I can fully imagine a conversation like this in the future:

Person A: What did you do all day?

Person B: Meetings in the morning, then spent the afternoon 
engineering prompts for an upcoming product launch 
communications strategy.

My niece relayed an interesting conversation from her office 
on the topic of AI and ChatGPT. It went something like:

Person A: Aren’t you worried about AI taking our jobs?

Person B: That isn’t something you should worry about. 
You should worry about someone who has embraced AI 
taking your job.

Now that we have had a history lesson and know a bit more 
about the good, the bad and the ugly of AI, it’s time to roll up 
our sleeves and get into the nitty- gritty of ChatGPT. In the 
next section, we’ll take a look at prompts, which are the key 
to unlocking the productivity potential of ChatGPT.
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Take it slow and get to know ChatGPT. 
Just like forming any new, potentially 

long- term relationship, getting to know 
its quirks, limitations, idiosyncrasies 

and strengths will take time and effort. 
Don’t rush into making assumptions or 

judgements based on a quick interaction 
or two.

TIP
BYTE SIZE

When is a Bard not a Bard?

Google’s first AI chatbot, Bard, launched with much fanfare in 
January 2023 as a rival to OpenAI’s ChatGPT.

Unfortunately, Bard got off to a rocky start.

In the demo shared by Google, Bard was asked the question, ‘What 
new discoveries from the James Webb Space Telescope can I tell 
my nine- year- old about?’ Bard’s response included the claim that 
the telescope ‘took the very first pictures of a planet outside of our 
own solar system’.

Unfortunately, this claim is factually incorrect, as a number of as-
tronomers on Twitter were quick to point it out. According to NASA’s 
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website, the first image of an exoplanet was actually taken in 2004, 
several years before the launch of the James Webb Space Telescope.

While there will be missteps along the way, Bard, ChatGPT and other 
AI programs will continue to develop and improve over time. It’s only 
fair that we don’t have expectations of perfection from a machine, 
when we know that humans frequently make mistakes.
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EXPERIMENT 2: GET A SENSE OF ITS 
CAPABILITIES AND LIMITATIONS

Ask ChatGPT a series of questions on different topics and 
evaluate the quality of its responses.

» Ask about current events, sports, history, or science.

» Ask both open- ended (resulting in a longer answer)
and closed- ended questions (that typically get a
yes or no) to see how well ChatGPT understands
your queries.

» Ask it to be clearer, more/less formal, funnier, shorter/
longer, etc.

» Take note of whether ChatGPT provides relevant and
accurate information, how engaging its responses are,
and whether it demonstrates any biases or limitations.

» Compare ChatGPT’s performance to other sources of
information, such as Google or a human expert, to get
a sense of its strengths and weaknesses.

» Reflect on your experience, and assess whether
ChatGPT is a tool that could be useful to you in your
work or personal life.
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Take a moment to reflect:

» What is something that has made you feel out of
your comfort zone in the past? Maybe a new job or
task, or maybe it was a new piece of technology or
software you needed to use. How long did it take you
to get used to it?

» Before worrying about what could go wrong, take
a moment to think about times when technology
helped you be more productive. One example is
paper diaries, and how far we have come now with
sharing electronic schedules and calendars, and
how much easier it is to find time for five or six
people to get together. What’s another example of
this for you?

» Ask ChatGPT about things that you are concerned
about when it comes to AI. You might be surprised
by the responses!

TIME
OUT
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It’s all about 
the prompts

CHAPTER 3

My colleague Sophie has always been fascinated by the 
French language. When I worked with her, she was not only 
fluent, but she also sounded like she had been born and raised 
in France.

She told me she had taken a few classes in high school, but 
they never stuck. At college, she decided to major in French, 
but found herself still struggling to master the language. No 
matter how much she studied and practised, she couldn’t seem 
to make progress, which she found demoralising and almost 
led to her giving up.

It wasn’t until her second year that she discovered the key to 
unlocking French. She had been struggling with a particularly 
difficult passage from a novel, and had been translating every 
word separately. Frustrated, she took a break and decided 
to read the passage out loud, without trying to translate 
every word.
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To her surprise, she found that she could understand the 
passage much more easily when she stopped focusing on the 
individual words and instead focused on the overall meaning. 
She realised that to truly understand a language, she had 
to learn to think in that language, rather than constantly 
translating everything back to her native language.

If you’re looking to get the most out of ChatGPT, you’ve got 
to know a thing or two about the language it speaks. You 
also have to learn to think a bit differently to how you engage 
with search engines like Google.

Compared to ChatGPT, using Google is a bit like laboriously 
translating every word discretely, like Sophie was doing. 
ChatGPT is an amazing tool that can generate all sorts of 
responses, but to get the best possible results, you need to 
know how to ask for what you want.

And the way you do that is with prompts.

Prompts are the key to unlocking the power of ChatGPT, 
and will save you hundreds of hours otherwise spent trawling 
search engine results, experiencing false starts and agonising 
over where to begin.

What exactly is a prompt?
A prompt is basically the info you give to ChatGPT to receive 
a response. It’s kind of like when you ask Google a question: 
the more specific and detailed your query, the better the 
results you’ll get. With ChatGPT, the better your prompt, 
the better the outcome.
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What makes a good prompt?
A good prompt is clear, specific and engaging. If you give 
ChatGPT a great prompt, it can understand exactly what 
you’re looking for, and that means you’ll get more personalised 
and useful responses, saving you time, energy and effort.

In my experience, the more I can give it, the better it gets.  
As figure 3.1 (overleaf ) illustrates, I try to include things like:

»» Perspective: The situation or environment you are in;
for example, tell ChatGPT a little about what you are
doing and why.

»» Purpose: The specific goal of the conversation.
For example, the purpose of a conversation with
ChatGPT could be to ask for information, get a
recommendation, or simply have a casual conversation.
Or you could ask it to write something positive or
critical or from a balanced perspective.

»» Personality: The tone and style of the conversation.
This could include the use of humour, empathy or
other emotional elements to make the conversation
more engaging and human- like. For example, you
can tell it how you want it to respond, such as chatty,
conversational, formal or even imitating a person like
Oprah or Homer Simpson.

Think of it as though you’re speaking the language that 
ChatGPT understands and the points here are the syntax. 
It’s an incredible tool, but it can’t read your mind (not yet at 
least) —  it needs specific information in order to provide the 
best possible response. So, give it a clear and concise prompt, 
and it’ll work its magic for you.
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Figure 3.1:» What makes a good prompt?
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For example, if you want some healthy breakfast ideas, a 
prompt like, ‘We are a family of five with three kids under 
12 who are always in a rush in the morning. Give me some easy 
and healthy breakfast recipes that I can make in ten minutes’, 
is much better than a generic prompt like ‘healthy breakfast 
ideas’, which is more what you would do for a Google search.

The»more»specific»and»detailed»your»prompt,»
the»more»likely»it»is»that»ChatGPT»will»provide»

you»with»the»results»you’re»looking»for.

A colleague of mine uses ChatGPT to correct her spelling, 
grammar and style, something she was always worried about 
when writing emails or articles.

Example prompt: Correct the following passage 
in terms of style, spelling and grammar, which 
is intended to be sent to the CEO of a retail 
chain of stores with a view to setting up a 
meeting with them.

Clever, eh?

The better your prompts, the more complete and applicable 
the results will be. Don’t forget the old adage, ‘rubbish in, 
rubbish out’. It applies here too.

I’ve had a few people say to me, ‘I tried ChatGPT, and the 
result was rubbish! I could have written it better myself!’

To address the first point, crafting prompts takes practice. If 
you did it once, got a rubbish response and then threw your 
hands in the air and walked away, then of course you are not 
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going to get a great result. This is no different to learning any 
new skill. I remember the first time I tried to use PowerPoint. 
Coming from a word- processing background (showing my 
age here), I couldn’t make sense of it. I didn’t give up though 
and now I am a PowerPoint pro.

When it comes to creating prompts, I use the word ‘craft’ 
specifically, because constructing a prompt can be a bit of an 
art and the better you get at it, the more time you will save 
and, frankly, the more fun you will have.

As to the second objection: if you can write better yourself, 
then go ahead and write better yourself.

Don’t»overload»ChatGPT»with»
unnecessary»details.

You want to give it enough information to understand what 
you’re looking for, but you don’t want to confuse it with 
too much info. A prompt that is too complex can lead to 
less effective responses, while a prompt that’s too vague can 
result in generic and unhelpful responses. Finding the right 
balance is key.

For example, here is a prompt that is too complex: Given 
the current political climate and social unrest in various 
regions of the world, including economic instability, climate 
change and human rights violations, how can governments 
and international organisations work together to address 
these complex and interconnected issues while also balancing 
competing interests and values, such as sovereignty, security, 
democracy and human dignity?
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And here is one that is too vague: What are your thoughts on 
the current world situation?

Having said that, I have been able to copy and paste large 
chunks of text into ChatGPT to get the result I’m looking 
for. For example:

Example prompt: I’m doing a presentation at 
a board meeting [perspective] where I need to 
positively influence the board about the topic 
[purpose]. Summarise the following down to no 
more than four bullet points in a professional 
but engaging style [personality]. [Then paste the copy 
you want summarised.]

Different types of prompts 
can lead to different types 
of responses
Open- ended prompts can lead to more creative and imaginative 
responses, while more specific prompts can provide you 
with more concrete information or data. So go ahead and 
experiment with different types of prompts to discover what 
works best for you and your needs.

There are potentially hundreds of different types of prompts 
you can use with ChatGPT (or any other AI tool). Right now, 
people are selling ‘50 ChatGPT prompts for marketers’ for 
$47 all over the internet and, while I applaud their ingenuity, 
you don’t need anything near that to get going.

Here are a few different types of prompts to help get you 
started (see figure 3.2, overleaf ).
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Figure 3.2:» Different types of prompts
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EXPLORATORY PROMPTS

These are like asking broad open questions and are perfect for 
exploring a wide range of ideas and opinions. Responses can 
be insightful, creative and thought- provoking. For example:

»» What are your thoughts on the role of AI in addressing
climate change?

»» What’s the best way to use ChatGPT to come up with
creative ideas?

»» What are some fun games I can play with ChatGPT?

CUSTOMISED PROMPTS

These are a bit like ‘fill in the blanks’, and they allow you 
to input specific information into a sentence or question, 
tailoring the response to your particular needs. For example:

»» Can you provide me with a list of [books, movies, songs]
that are great for improving mental health?

»» Can you suggest some [recipes, ingredients, dishes] that are
good for a plant- based diet?

»» What are some [exercises, stretches, yoga poses] that can
help relieve lower back pain?

CONTEXT PROMPTS

These provide contextual descriptions and are useful when 
you’re facing a difficult or complex situation and need some 
guidance. Responses are often in the form of practical advice 
and solutions. For example:

»» I have to give a presentation on a topic I don’t know
much about. How can I prepare for it?
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»» I have a difficult conversation coming up with
my boss. What are some strategies to approach it
effectively?

»» I want to start a new business, but I’m not sure which
direction to take. Can you provide some ideas and
suggestions?

STEP- BY- STEP PROMPTS

These are great for providing clear and concise instructions 
on how to perform a particular task or achieve a specific goal. 
For example:

»» What are the steps to creating a successful social media
marketing campaign for a new liquid soap?

»» What are the steps to make a homemade
pepperoni pizza?

»» What are the steps to troubleshoot a computer that
won’t turn on?

EVALUATION PROMPTS

These are useful when you want to get an objective and 
data- driven perspective on something. Typically, responses 
will provide constructive feedback and suggestions for 
improvement. For example:

»» I need to write an email that is empathetic because of
its sensitive nature. Can you provide feedback on the
style and approach?

»» I have been trying to improve my writing skills. Can
you provide feedback on my grammar and sentence
structure?
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»» I have launched a new product on my website. Can
you give me feedback on the product description?

FOLLOW- UP PROMPTS

These are questions that you ask ChatGPT in response to its 
initial answer in order to get more information, dig deeper 
or clarify something. They can be a helpful way to get even 
more useful responses from ChatGPT. For example:

Example prompt: Please provide me with some 
healthy breakfast ideas

ChatGPT: How about some oatmeal with fresh 
fruit and nuts?

Follow up prompt: Can you give me some more 
specific ideas for oatmeal toppings?

Example prompt: Can I have some writing prompts 
for a fiction story?

ChatGPT: How about writing a story about a 
detective solving a mystery?

Follow up prompt: Do you have any tips for 
creating a compelling detective character?

Example prompt: Can I have some ideas for some 
travel recommendations?

ChatGPT: How about visiting Paris?

Follow up prompt: What are some must- see 
sights in Paris?
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A colleague used the exact travel example here by asking it 
for a three- day itinerary in Paris that included patisseries, 
museums and parks. Then (because its suggestions were 
scattered all over the city), they followed up by asking it to 
rework the itinerary so that the activities for each day were 
located closer together physically.

‘Funnily enough, one of the days it gave me was an exact day 
of activities I did on a previous trip to Paris,’ she told me.

Then she went down the rabbit hole and started asking very 
specific details; for example, ‘stores selling trendy clothing 
for women in their thirties’, followed up with, ‘some more 
affordable options’, and then, ‘sustainable brands I can shop 
in Paris’.

Voice to text
Voice- to- text apps use speech recognition technology to 
transcribe spoken words into written text. You might have 
used a voice- to- text app before to send a text message or 
write an email hands- free.

So, how can you use a voice- to- text app to create prompts for 
ChatGPT? Here’s one way:

1. Open up your favourite voice- to- text app and start
recording. If you don’t have a favourite, I use Notes
on my iPhone, and Otter.ai is another favourite among
colleagues. You’ll find numerous options by searching
your relevant app store.
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2. Say a prompt that you’d like to use for ChatGPT; for
example, you might say, ‘I want ChatGPT to generate
an email to plan an upcoming social club event
[describe event]’.

3. Stop the recording and let the app transcribe your
words into text.

4. Copy the text and paste it as a prompt for ChatGPT.

One thing to keep in mind is that voice- to- text apps aren’t 
always 100 per cent accurate. Depending on your accent, 
speaking style, and background noise, the transcription might 
contain errors or misunderstandings. When you use a voice- 
to- text app to create prompts for ChatGPT, be sure to read 
over the text and make any necessary corrections before using 
it as a prompt.

Voice- to- text apps to create prompts for ChatGPT can be a 
convenient and efficient way to generate new text, particularly 
if you find riffing on a topic easier than typing about it.  
I have a friend who doesn’t trust her spelling or vocabulary 
for typing, so she uses voice to text all the time to get the first 
draft of anything, including prompts, out of her head and 
onto the page.

There’s no longer such a thing 
as writer’s block
Writer’s block doesn’t happen only to professional writers. It 
can be a real obstacle for anyone who has to make a start on a 
presentation, proposal, email or article, leaving them feeling 
frustrated and demotivated. But with ChatGPT, we now have 
a powerful tool that can help us overcome this challenge.
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In 2014 Dr Jason Fox wrote a book called The Game Changers, 
where he described progress as being a key motivator for 
humans to get things done. So, it stands to reason that being 
stuck, or not making progress, can be very demotivating.

With ChatGPT, you can simply provide a prompt, and it can 
help generate ideas and kickstart the creative process.

It also helps with the writing process itself, from providing 
synonyms and antonyms to helping you with sentence 
structure and grammar.

For many of us, all it takes is a little nudge to get the words 
flowing, and ChatGPT is here to provide just that.

For instance, let’s say you’re struggling to come up with an 
idea for a blog post. You can ask ChatGPT for suggestions, 
and it will provide you with a range of topics to choose from, 
based on its vast knowledge base. From there, it can offer 
guidance on how to approach the topic, what angle to take 
and even provide some research to support your writing. (As 
I mentioned in Chapter 2, we still need to double-check any 
references, citations or sources for accuracy.)

Here’s what happened when I did this very thing:

Example prompt: Give me three ideas for blog 
topics in the area of using technology to help 
you have the space and capacity for more value- 
added activities or leisure time. 

(By the way, I love that you don’t always have to be 
grammatically correct or even the best speller.)
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ChatGPT: 

1. 5 Tech Tools to Automate Your Daily Tasks
and Free Up More Time

2. How to Use Time- Tracking Apps to Boost Your
Productivity

3. Mindfulness in the Digital Age: How to Stay
Focused and Productive

Follow up prompt: Write a short, 150- word blog 
for number 3 above.

ChatGPT: Mindfulness in the Digital Age: How 
to Stay Focused and Productive

In the digital age, constant distractions can 
hinder focus and productivity. Mindfulness helps 
stay centred amidst digital stimuli. Here are 
some tips for practicing mindfulness in the 
digital age:

»» Take breaks to disconnect -  Set aside time
each day to disconnect from your devices
and the digital world.

»» Practice deep breathing -  Take a few deep
breaths before responding to emails or
starting a new task, and throughout the day.

»» Use mindfulness apps -  There are many
apps available that can help you develop
mindfulness skills.

»» Practice mindful multitasking -  Be fully
present and engaged in each task.
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»» Take breaks to move -  Try taking a short
walk, doing some stretching exercises, or
practicing yoga during your breaks.

By practicing mindfulness in the digital age, 
you can stay focused and productive, even in 
the face of constant distractions.

Okay, so it’s actually 138 words and definitely needs work, 
but 80 per cent of the work is done.

It’s like I turned to my intern or assistant and said, ‘Give me 
ten  ideas of blog topics in the area of using technology to 
help you have the space and capacity for more value- added 
activities, or leisure time. And then pick one and do a bit of 
research for me to review.’

In the past, that might have taken a person several hours; 
now, it’s a matter of minutes.

So far, ChatGPT has not been able to produce anything that 
I could directly copy and paste to a blog, article or chapter 
in a book. Everything has needed human intervention from 
tweaking to complete rewriting. But the time it takes to 
produce the list, and the first blog, has been dramatically 
reduced, leaving me to do other things or even take some 
much needed time out.

Get your ChatGPT radar tuned in
I have begun to notice some clues as to whether someone has 
used AI to produce blogs or articles and published without 
human intervention.
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»» Use of the word ‘crucial’. For a while there every 
paragraph started with, ‘When it comes to being 
productive, it’s crucial ...’ Eventually I told it to stop 
using the word ‘crucial’, so it replaced it with ‘critical’.

»» Overuse of the original prompt at the beginning 
of every paragraph. For example, if the prompt was 
‘Give me five tips on being more productive’, each 
paragraph would start with, ‘Another way to be more 
productive is ...’

Other things to watch out for:

»» Lack of human touch: The text often lacks the 
human touch that comes with lived experiences, 
emotions and creative thinking. It’s like, ‘ just the facts 
thanks, ma’am’.

»» Lack of empathy and understanding: AI is not (yet) 
able to fully grasp the context, emotions and cultural 
nuances required for effective communication. This 
can lead to writing that lacks empathy, sensitivity or 
understanding of human experiences.

»» Limited creativity: AI generates text based on pre- 
existing patterns and data, so it isn’t always able to 
generate truly creative or original ideas. The responses 
tend to lack the spontaneous and serendipitous nature 
of human creativity.

»» Technical glitches: Repeated words or strange sentence 
structures can be a dead giveaway that the piece was 
generated by AI.

»» No stories or anecdotes.
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Here’s a direct and unedited lift from ChatGPT on the topic 
of the benefits of traffic police in a large city.

Example prompt: What are three benefits of traffic 
police in a large city?

ChatGPT: The benefits of traffic police in a large 
city are numerous, including:

1. Promoting road safety: Traffic police help en-
sure the safety of drivers, passengers, and
pedestrians on busy roads by enforcing traf-
fic laws and regulations. They monitor traffic
flow and help prevent accidents by directing
traffic and identifying potential hazards.

2. Managing traffic flow: Traffic police help to
manage traffic flow during rush hour or peak
traffic times by directing vehicles through
busy intersections, ensuring that traffic
moves smoothly and safely.

3. Providing assistance: Traffic police provide
assistance to drivers and pedestrians who
may be in need of help, such as providing
directions, changing a flat tire, or helping a
stranded motorist.

Overall, the presence of traffic police in a 
large city can help to promote road safety, 
manage traffic flow, and provide assistance to 
those in need.

Firstly, I fully support having traffic police in large cities. I’m 
sharing this example to illustrate that while it’s a time saver, 
there’s no doubt we still need human intervention to write 
engaging, thoughtful and inspiring content. I believe you can 
spot the dehumanised AI a mile off by noticing:
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»» Each bullet point description starting with
‘Traffic police’.

»» The summary at the end just repeating the three
key points.

»» I’m not sure of the accuracy of point 3.

»» And it just feels like it’s missing something.

What was the giveaway for you?

What about being polite 
to ChatGPT?
I have found myself saying ‘please’ and ‘thank you’ constantly 
to ChatGPT. For example:

Example prompt: Please provide examples of 
cuisines found in Northern Europe.

Then when it answers, and I need more info, I then type:

Follow up prompt: Thank you. Can you now please 
limit it to Germany, Norway and Denmark?

Turns out I’m not the only one. My daughter suggested that 
she does it because ‘when the robots take over the world, I 
want them to remember that I was nice to them’.

Multiple discussions on Reddit and Twitter have found users 
of ChatGPT are also asking these somewhat philosophical 
questions: ‘Does anyone else feel obligated to be polite to 
ChatGPT when asking questions?’ one user asked. ‘Maybe 
it’s my old- school upbringing, but I just feel bad if I don’t use 
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“please” and “thank you” or other polite ways of framing my 
questions/prompts.’

This particular post ended up with 350 responses from users, 
most of whom said that they are polite to ChatGPT.

‘I literally said to it the other day, “Hi, I need some help with 
calculus, please”’, another user responded.

A Twitter survey found that over 65 per cent of users found it 
difficult to be rude to bots like ChatGPT.

In the end, it seems that politeness says more about the 
human using the bot, than the bot itself, and it could be 
my imagination, but I have found that when I ask politely, 
ChatGPT is polite back to me starting responses with, 
‘Certainly!’ or ‘No problem!’

So, there you have it. Prompts are a crucial part of using 
ChatGPT effectively. By providing clear, specific and 
engaging prompts, you can unlock ChatGPT’s incredible 
potential and get the most out of this remarkable tool.

Oh, and this prompt thing? It’s true for any AI or ML 
application. The output is always based on the quality of 
the prompt.
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Think»of»your»interaction»with»ChatGPT»
as»a»conversation.»It’s»okay»to»say,»‘No,»
that’s»not»what»I»meant.»Try»again»from»

this»perspective»...’TIP
BYTE SIZE

Up, up and away!

One of my coaching clients was totally stuck on her cover letter for 
a job and asked me for some help. She was struggling to get started 
and, even when she did, couldn’t quite nail the right tone while cov-
ering all the criteria in the job ad.

I suggested we give ChatGPT (which she had never heard of) a try, 
and we teamed up to make some magic happen.

First, we prompted: ‘Write me a cover letter for a job application in 
people and culture that demonstrates my experience.’

The result was only just okay, so then we prompted: ‘Emphasise my 
people and relationship skills more.’

This was much better; in fact, my client said it was pretty good. 
So, we decided to get very specific with the prompt: ‘Now gear it 
towards aviation for the role of VIP cabin crew’ (which was the job 
she was interested in).
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And BINGO!

Dear Hiring Manager, I am interested in the VIP 
Cabin Crew role at your organisation. My skills and 
experience in building relationships with passengers 
and in the aviation industry make me an ideal 
candidate.

Throughout my career, I have fostered positive 
relationships with passengers and ensured their 
comfort during flights. My experience as a cabin crew 
member has developed my communication and customer 
service skills. I handle difficult situations tactfully 
and always go the extra mile for passengers. 
I understand the importance of providing a high level 
of service to VIP passengers and have experience 
serving high- level executives and VIP customers. I 
am familiar with safety and emergency procedures and 
can handle any situation that arises.

I am excited to contribute to your VIP cabin crew 
team. Thank you for considering my application.

Sincerely, [Your name]

Does it need tweaking? Sure, but it’s 80 per cent done and saved 
her at least a day of agonising over the right words, structure 
and language.
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EXPERIMENT 3: SUMMARISE A LARGE 
PIECE OF TEXT

Do you have some reading or a report that you need to ei-
ther synthesise or summarise for an upcoming meeting? Let 
ChatGPT do it for you.

Don’t forget to consider your:

»» Perspective: What is the context of the information?

»» Purpose: What do you want it to do with the
information?

»» Personality: What tone do you want the result in?

Example prompt: I need to make a presentation
that emphasises my team’s achievements that
I’ll be delivering to my manager. Summarise the
following report into five key points that will
be used in the presentation in an engaging
style. [Then copy the report text into ChatGPT.]

A brief word of warning: For the time being, I’d be cautious 
about submitting anything confidential or under copyright to 
ChatGPT, because any content you input may be used later 
to train the algorithm. Meaning, your confidential informa-
tion is now out in the world for anyone to see or access, either 
deliberately or accidentally and then incorporated into their 
ChatGPT response.

There are some landmark cases being bought against AI or-
ganisations who have trained their models on copyrighted 
data sets. Specifically, those that are generating art or graphics.
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Before»you»start»typing»your»prompt:

»» Take»a»moment»to»think»about»what»you’re»trying»to»
achieve.»Do»you»want»ChatGPT»to»help»you»solve»a»
problem,»provide»you»with»information»or»just»have»
a»chat?»Being»clear»about»your»intentions»will»help»
ChatGPT»understand»what»you’re»looking»for.

»» Remember»that,»while»ChatGPT»is»a»powerful»tool,»
it’s»not»perfect.»Using»simple»and»understandable»
language»will»help»ensure»that»ChatGPT»can»easily»
process»your»prompt»and»deliver»accurate»results.»
Avoid»using»complex»sentences»or»obscure»words.

»» The»more»specific»you»can»be»in»your»prompt,»the»
better»ChatGPT»can»understand»what»you’re»looking»
for.»For»example,»instead»of»asking,»‘What»can»you»
tell»me»about»the»future?’»try»asking,»‘What»are»
some»effective»strategies»for»managing»anxiety?’»
This»will»help»ChatGPT»deliver»more»precise»and»
accurate»results.

TIME
OUT
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In 2010, Apple introduced the iPad. It was marketed as a 
revolutionary device for browsing the web, playing games, 
reading e- books and watching videos. I don’t know about 
you, but I couldn’t wait to get my hands on one, even though 
I didn’t know what I would do with it!

Today, the iPad has become a versatile tool that has 
transformed the way we work, play and communicate. It has 
become a powerful tool for teaching and learning, not just in 
the classroom, but also for remote learning.

The impact in the healthcare industry cannot be doubted, 
with doctors and nurses using the device to access electronic 
health records, display medical images and videos, and track 
patient data. This has made patient care much more efficient 
and accurate.

Photographers, digital artists and musicians have found ways 
to use the tool innovatively, thanks to developers who saw 
the potential and created amazing apps that have completely 
revolutionised the way we use the iPad. Apps like Evernote, 
Proloquo2Go, GarageBand and Office365  have made it 
possible to create and organise information, communicate, 
and work remotely in ways it was never originally intended.

All these unexpected uses of the iPad demonstrate the power 
of technology to transform our lives in ways we never 
imagined. The iPad has become more than just a device for 
browsing the web and playing games —  it’s a tool that has 
changed the way we work, learn, create and communicate.

And just like the iPad, AI and ML technologies, like 
ChatGPT, will continue to evolve and transform our lives in 
unimaginable ways. The possibilities are endless, and we are 
limited only by our imagination.
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While ChatGPT is currently the leading AI tool, other 
language models are already emerging that will compete 
with it. And more will come.

The iPad was once the dominant tablet device, but now it 
has many competitors. Siri was once the only voice- activated 
assistant, but now has competitors like Amazon Alexa and 
Google Assistant.

However, just because ChatGPT may face competition in 
the future, doesn’t mean that the skills and tools outlined in 
this book will become obsolete. In fact, these skills and tools 
will be even more valuable and applicable as AI continues 
to evolve.

For example, one of the key skills outlined in this book is 
the ability to effectively communicate with ChatGPT using 
well- crafted prompts. This skill is not specific to ChatGPT 
alone —  it’s a valuable skill for communicating with any 
AI system or application. As AI continues to become more 
integrated into our daily lives, the ability to communicate 
effectively with these systems will become increasingly 
important.

This can be overwhelming, and by exploring the applicability 
of new ideas or technologies we can make informed decisions 
about whether they are relevant to your needs or context. It’s 
like trying on a new pair of shoes before you buy them —  you 
want to make sure they fit properly and meet your needs.

No-onewantstowastetheirtimeand
resourcesonideasortechnologiesthatwon’t

benefitthem.Byunderstandingtheirrelevance
toyourspecificsituation,youcanmakemore

efficientdecisionsaboutwhattoinvestin.
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The gains, of course, are that any time we play with something 
new, it can inspire creativity and innovation. When you 
understand how a new idea or technology can be applied in 
different contexts, you may be able to come up with new and 
exciting ways to use it.

You will hear a lot about how good, or not, ChatGPT is. Try 
it for yourself and make your own informed decision.

Let’s now put ChatGPT through its paces so we can use it to 
be more productive.
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At work
CHAPTER 4

‘My mind is officially blown’, said my friend Mei when we 
met up for a coffee. ‘Have you heard of ChatGPT?’

Mei leads a marketing and customer experience team in a 
fast- moving consumer goods organisation that sells beauty 
products. She relayed the following story to me about a 
meeting she had with her team in early March 2023.

Just as we were about to start, one of my team members, Kim, 
asked if it would be okay to record the meeting, as he wanted to 
show me a way to make them more productive using ChatGPT.

To be honest, I really just nodded distractedly, but I checked 
if everyone was okay to record the meeting. As usual, there 
was a lot to cover, a lot of discussion with everyone wanting 
to have their say.
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I was madly making notes, as was everyone else, and I could 
see all our notepads filling up. Usually, after our meetings, we 
organise our thoughts, figure out what needs to be done and 
dump it in our Teams channel. On a good day, this can take 
hours as we usually have back- to- back meetings and then 
there’s all the toing and froing because we rarely agree on 
who said what.

Five minutes before we were due to finish, Kim interrupts and 
says, ‘Let’s wrap this up.’ Unbeknownst to us, Kim wasn’t just 
recording the meeting, he was also using a transcription app, 
so while we all watched, Kim copied the transcription from his 
phone to his laptop. What happened next was like magic.

Kim opened ChatGPT and typed the following prompt: 
‘Summarise the following notes into actionable bullet 
points,’ and then he pasted the transcription in. Before our 
eyes, the transcription became notes that were organised 
and comprehensive, capturing every point and identifying 
action items.

Then he typed: ‘Our priorities are to improve customer 
experience. Pull out specific actions associated with any 
agreed dates or task owners mentioned in the original 
transcript.’

Bang! We had five prioritised actions, three of which had 
deadlines we’d discussed and two had names against them. 
All of this took under two minutes. All we needed to do in the 
end was add dates and owners to the remaining actions.
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We are using ChatGPT in all our meetings now. It’s completely 
changed how we work for the better. We are having better-
quality conversations, focused on each other rather than 
scribbling notes, and can give our full attention to the 
topics at hand.

As we got better at it, we started saying words like, ‘Action! 
John will get XX done by 31 June,’ which made it easier for 
ChatGPT to pick up specific actions.

I think it’s legitimate that Mei’s mind was blown. Don’t you?

And, another wee reminder to be cautious about sharing 
anything commercial, confidential or under copyright 
with ChatGPT.

This is just one way that ChatGPT can help us with some 
of the time- consuming, mundane and tedious tasks at work. 
This team is now able to focus on completing their assigned 
tasks or move on to their next meeting without having to 
spend hours deciphering notes or trying to figure out who is 
supposed to do what.

If you’re like me and many others, you’re probably struggling 
to balance your work and personal life. With the ever- 
increasing demands of work, it’s easy to get lost in the daily 
grind and forget about the important things in life. With the 
help of ChatGPT, we can find ways to be more productive 
and get more done in less time.

‘Impossible’, I hear you say. Let’s look at how people are 
already using this amazing tool at work to do more with less 
(summarised in figure 4.1, overleaf ).

What kind of admin support could you use with your work?
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Figure 4.1: Your virtual team
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The virtual human resources 
administrator
My business owner friend was on the hunt for a new executive 
assistant (EA), and it had been a while since he had gone 
through this process  —   about three years, to be exact. But as 
he quickly discovered, a lot had changed in those three years. 
With virtual and hybrid working conditions, new technologies, 
and the evolving nature of their business, updating the job 
description and finding the right candidate was challenging.

To make matters worse, my friend realised that their current 
employee manual was completely out of date. In the past, 
he relied heavily on this as a tool to bring new people up to 
speed as quickly as possible.

As he worked through the lengthy and tedious process of 
updating the job description and briefing the employment 
agency he was using, he felt frustrated and overwhelmed by 
the amount of time and effort it was taking.

That’s when I suggested he use ChatGPT to help with the 
process. My friend was initially sceptical   —   he had never 
heard of ChatGPT and had no idea where to start. After I 
explained how ChatGPT worked, and how it could quickly 
generate a new job description, write a brief, design interview 
questions, and even update the employee manual, he was 
intrigued. He also had nothing to lose.

When I said, ‘And you could do all of that in a matter of 
minutes,’ he nearly spat his coffee out.
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Here are the prompts I suggested he try:

 » Update the following job description for an EA 
incorporating changes to work since 2019, including 
virtual, hybrid and any other technologies relevant to 
being the EA to a small business owner.

 » Write a brief for a recruitment agency using the above 
job description.

 » Provide recommendations for interview questions for 
this role.

 » Given the changes to this job description, update 
the employee manual, highlighting areas that 
need my input.

The virtual personal assistant
There have always been times when I wished I had an assistant 
to help me with my day- to- day admin, leaving me free for 
more high- value activities like managing client relationships, 
winning new work and engaging with my stakeholders.

I would have them doing things like:

 » Drafting emails: Writing effective emails can be 
challenging and time- consuming, especially when 
you need to communicate important information 
or make a good impression. ChatGPT can help you 
with suggestions for how to word an email, how to 
structure the email and how to sign off.
Example prompt: ‘Write a professional email to  
my boss requesting a meeting to discuss my 
performance.’
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 » Proofreading: Whether it’s a book like this, a 
presentation or a proposal, our documents need to 
be as error- free as possible. ChatGPT can review and 
correct grammar and spelling errors in text.
Example prompt: ‘Proofread this report 
to ensure that it is free of spelling and 
grammatical errors.’

 » Starting: When it comes to beginning just about 
anything, it can be challenging to just get those first 
few words into a document, proposal or presentation. 
Tell ChatGPT what you need (even vaguely) and see 
what it suggests. It may be just the inspiration you 
need to get going.
Example prompt: ‘I need to write a proposal 
to a new client. How would you suggest I 
structure it?’

The virtual brainstormer
This is a great feature of the technology that can really help 
you when you’re feeling stuck or unsure of where to start on 
a piece of work.

Let’s say you’ve been assigned a project by your boss, but you’re 
not quite sure what direction to take it in. You could spend 
hours researching and brainstorming on your own, trying to 
come up with ideas that will impress your boss and make the 
task a success. Or you could call several meetings involving 
a number of people and use up a pile of hours to ‘brainstorm 
ideas’. Before succumbing to that, try asking ChatGPT.

Simply input a question, a statement or even a few keywords 
that describe the task at hand. For example, you could use 
the prompt, ‘What are some innovative ideas for our new 
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product launch?’ or ‘How can we make our company’s 
website more user- friendly?’

Once you’ve input your prompt, ChatGPT will generate a list 
of ideas for you to work with. These ideas can be anything 
from simple suggestions to more complex strategies. The best 
part is that you can generate as many ideas as you need until 
you find one that really resonates with you.

Instead of spending hours trying to come up 
with ideas on your own, you can use ChatGPT 

to generate a list of potential ideas in just a 
few minutes.

This can help you get started on your work faster, and avoid 
wasting time on ideas that might not be feasible or relevant.

Once you have narrowed down some ideas, you then can 
get the best out of meetings with your colleagues to evaluate 
them and come up with a plan. The hard and tedious work 
has been done.

Of course, it’s important to remember that not all the ideas 
generated by ChatGPT will be winners (like when people 
brainstorm). Some of the ideas might not be relevant to your 
project or might not be feasible to implement. That’s why it’s 
important to use your own judgement and critical thinking skills 
to evaluate the ideas and decide which ones are worth pursuing.

And there it is: we still need humans. Your job is safe.

Example prompts: What are some ways that we can 
improve employee engagement and morale in our 
workplace?
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Can you suggest some team- building activities 
that we can do virtually?

One of our biggest clients has expressed 
dissatisfaction with our services. How can 
we address their concerns and improve our 
relationship with them?

The virtual summariser
Remember all those times you have had piles of reports or 
articles as pre- reading for a meeting, but you didn’t have the 
time to read each report in detail, so you scanned it quickly 
trying to absorb all of the information and key points? Then 
remember how you showed up to the meeting and kind of 
bluffed your way through it?

Bluff no more. Now you can use ChatGPT to summarise the 
text for you.

All you need to do is copy and paste the text into the prompt 
box (being mindful of the commercial and confidential nature 
of the work) and ask it to summarise the content for you. 
This could be a single article, a report or even chapters of a 
book. ChatGPT will then generate a summary of the content 
including the most important points and key takeaways from 
the text, allowing you to quickly understand the main ideas 
without spending hours reading the entire document.

Of course, it’s important to remember that the summary 
generated by ChatGPT might not capture every detail of the 
text. If it’s critical data and you need a detailed understanding 
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of the information, it’s a good idea to read the original text 
in full. However, using ChatGPT to summarise text can be a 
great way to quickly get the gist of a document and decide if 
it’s worth reading in full.

Example prompts: Can you summarise this article 
in three to four sentences?

What are the key takeaways from this report?

Can you provide a brief summary of this paper?

The virtual ghost writer
This is where I believe ChatGPT can really help. As a writer, 
I personally find this the most useful aspect, particularly when 
it comes to getting started.

It not only saves time, but has the potential to produce high- 
quality content. It’s useful to remember, however, the adage 
of rubbish in, rubbish out. The quality of your content will be 
a direct result of the prompts you provide it (see Chapter 3).

For example, you’re working on a business proposal, and 
you’re struggling to find the appropriate words to convey 
your message effectively. You could spend hours agonising 
over the right structure, style and opening, or you could use 
ChatGPT to generate content for you. Don’t forget to give it 
some specific context before using these prompts.

Example prompts: Write a summary of our new  
product.
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Compose an email to our clients about our 
upcoming event.

Draft a presentation on the benefits of 
our services.

The resulting content could be anything from a brief summary 
to a full- blown presentation or report. The best part is that you 
can keep generating responses until you have what you need.

Here’s an example of a prompt from a website development 
friend, Adjani, who used it to create an email to convince his 
client to adopt a specific feature on their new site.

Example prompt: Write a feature brief for this 
new feature we want our client to take on board: 
a magic link log in so users don’t have to 
remember passwords.

ChatGPT: With magic link login, users no longer 
need to remember their passwords to log in to 
the app. Instead, they can request a magic link 
via email or SMS and use it to log in. This 
feature is quick and easy to use and provides 
an extra layer of security as magic links can 
only be used once and expire after a certain 
amount of time.

The benefits are that it simplifies the login 
process for users, improves security and 
increases user convenience and satisfaction.

This means no more forgotten passwords. The magic 
link login makes it easy to log in to the app.
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Adjani did tweak this a bit before sending; however, the 
client immediately wrote back and agreed to add on this 
feature. Adjani said, normally, he would spend hours trying 
to write the right email with the right tone etc. ‘Feature 
briefs are often so technical they are hard to explain, let alone 
sell,’ he said.

The virtual thought partner
Do you spend a lot of time researching answers to questions 
for work? Or do you sometimes work alone, and wish you had 
someone to bounce ideas off? This is one of the best aspects of 
ChatGPT in my opinion. It’s become my ‘work- from- home 
buddy’ that helps me muse on topics, and provides advice and 
ideas when I get stuck.

The question can be anything from a simple query to a 
complex research question. For example, you could use the 
prompts, ‘What is the history of artificial intelligence?’ or 
‘How does blockchain technology work?’ or ‘What is the best 
software for project management?’

The answer can be anything from a summary to a detailed 
explanation, depending on the complexity of the question. 
The best part is that you can generate as many answers as you 
need until you find one that really answers your question.

This for me answers the ‘isn’t it just like Google?’ question. 
Google certainly still has its uses; however, any question 
usually results in a long list of articles and websites that you 
then need to dig through to uncover the gold. ChatGPT does 
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all of that for you, and typically generates a quick and (mostly) 
accurate answer. When accuracy is at stake, double-check 
the results.

The virtual researcher
If you’re working on a research project and need to find 
information on a specific topic, you could use ChatGPT to 
generate a list of relevant sources and key points. This can 
help you build a foundation for your research and save you a 
lot of time and effort. This one comes with a large warning 
on the label though as, in my experience, not all the suggested 
references and citations exist, or are even accurate. You will 
still need to check and review them (see Chapter 2).

Ask it to generate a quick summary or explanation of the latest 
trends and developments in your industry. It’s a great way to stay 
informed and make better decisions for your work, and look 
wildly intelligent in meetings when you cite competitor info.

Example prompts: Research the impact of 
remote work on employee productivity and job 
satisfaction, and provide me with a summary of 
the findings.

I’m interested in learning more about the latest 
trends in e- commerce. Research on this topic 
and provide me with a report on your findings.

Research the market potential for a new product 
idea I have, including potential demand, target 
audience and competition.
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The virtual tactician
Are you good at saying ‘no’? I know I’m not. When you 
need to give someone a difficult message, do you stumble 
over your words?

I have been using ChatGPT to give me advice on:

 » how to politely say ‘no’; for example, to a coffee catch 
up or to a piece of work I don’t have the capacity for

 » how to express condolences without saying ‘sorry for 
your loss’

 » how to write a professional email to request a meeting 
with a busy executive

 » how to write a LinkedIn message to request a 
connection with a potential business partner

 » how to write a thoughtful thank you note to express 
your gratitude to a colleague or business partner

 » 15 different ways to write a signed and personalised 
message in my productivity book.

Example prompts: I have an important job 
interview coming up. Help me practice responding 
to common interview questions and provide 
feedback on my answers.

I have to negotiate a raise with my boss, but 
I’m not sure how to make a compelling argument 
for why I deserve it. Help me make a compelling 
argument, and then provide counter arguments 
with reasons they might use against it.

I’m dealing with a difficult team member who is 
not meeting their deadlines and causing delays 
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on our project. Provide me with guidance on 
how to have a conversation with them using a 
coaching approach.

The virtual business consultant 
or strategist
Maybe you have an idea for a new business, side hustle or 
product/service, and you are wondering if it has legs. You 
can use ChatGPT to take you from idea to strategic plan in a 
matter of minutes, with a few well- crafted prompts.

TEST YOUR IDEA

Structure for a prompt: Who would benefit from this 
and how large is the demand? [describe your product idea]. 
Include references to sources of statistics or data.

Example prompt: Who would benefit from this and 
how large is the demand? A home gym equipment 
rental service: A service that allows individuals 
to rent gym equipment for their home workouts 
instead of purchasing and storing the equipment 
themselves. Include references to sources of 
statistics or data.

PUT A STRATEGY TOGETHER USING 
YOUR FAVOURITE FRAMEWORK

Structure for a prompt: Use [your preferred framework] 
to create a plan that addresses [product description and key 
challenge or assumption you want to tackle].
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Example prompt: Use the Lean Startup framework 
to create a plan that addresses the challenge 
of launching a new home gym equipment rental 
service in a crowded market.

CREATE A VISION, MISSION 
AND STRATEGY

Structure for a prompt: Help me write a clear and 
succinct vision, mission and strategy for [insert your product/
startup description]. Use the following example as a template.

Example prompt: Construct a clear and succinct 
vision, mission and strategy for a home gym 
equipment rental service that allows individuals 
to rent gym equipment for their home workouts 
instead of purchasing and storing the equipment 
themselves. Use the following example as 
a template.

Here’s the example:

Business vision: Enable individuals and families 
to eat healthier by providing a convenient and 
affordable meal delivery service that offers 
fresh and nutritious meals.

Business mission: To simplify healthy eating by 
offering a diverse selection of meal options 
tailored to different dietary needs and 
preferences and delivered to customers’ homes.
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Business strategy: Partner with local chefs to  
create a menu of healthy, delicious meals 
catering to many dietary needs

Source ingredients from trusted suppliers.

Offer flexible meal plans.

Utilise technology to streamline the ordering 
and delivery process.

Provide exceptional customer service and support.

Continuously gather customer feedback and use 
data analytics to improve our service.

And even play devil’s advocate.

Structure for a prompt: Give me three convincing 
arguments to challenge why the following may not be 
practical or effective: [outline your idea, strategy, plan]

Example prompt: Give me three convincing 
arguments to challenge why the following may 
not be practical or effective: A home gym 
equipment rental service that allows individuals 
to rent gym equipment for their home workouts 
instead of purchasing and storing the equipment 
themselves.

The sky is quite literally the limit
Because ChatGPT is trained on a large body of text, it can 
typically produce content that is not only grammatically 
correct, but well- structured and coherent, which is useful 
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when you need to write professional emails, proposals or 
presentations.

For those who struggle with writing, ChatGPT is the answer 
to their prayers. Imagine never again worrying about your 
tone, coming across as too terse or as not empathetic enough. 
ChatGPT is like having an all- hours proofreader by your side.

A Washington Post article from December 2022 described a 
number of other creative and life altering ways that others are 
using this tool:

 » Historian Anton Howes turned to ChatGPT to find 
the perfect word. He needed a word that meant 
‘visually appealing, but for all senses’, and in no 
time, he was given ‘sensory- rich,’ multi- sensory,’ 
‘engaging’ and ‘immersive’. He was blown away and 
even tweeted, ‘This is the comet that killed off the 
Thesaurus’.

 » Andres Asion, a Miami- based real estate broker, had 
a client who couldn’t open her windows and, despite 
several approaches, got no response from the developer 
in charge. He ran her qualms through ChatGPT and 
instructed the AI to write a letter that threatened legal 
action. ‘All of a sudden’, Asion said, ‘the developer 
showed up at her house.’

 » Another user, Cynthia Savard Saucier, used ChatGPT 
to help her break the news to her six- year- old son that 
Santa Claus isn’t real. She asked the AI to write a letter 
in Santa’s voice, and the response was nothing short 
of magical. The letter explained that the stories were 
created to bring joy and magic into childhood, but the 
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love and care from parents is real. Cynthia said she was 
surprised to feel emotional about it, but it was exactly 
what she needed to hear.

Now, I know what you’re thinking. Won’t using ChatGPT 
make me lazy? Won’t it take away my job? The answer is 
(again) no. ChatGPT is not here to replace you; it’s here to 
assist you. It can help you with tasks that are time- consuming 
and tedious, so that you can focus on tasks that require your 
expertise and creativity.

I have been using ChatGPT for a while now and I don’t feel 
lazy or dumbed down; I feel liberated from the mundane. 
By outsourcing the tedious tasks, you can free up your time 
and energy to focus on the tasks that matter. This can help 
you get more done in less time and even leave work at a 
reasonable hour.

And let me remind you: We are using ChatGPT to help 
us create more time and space for what’s important. You 
shouldn’t use ChatGPT to work longer hours or sacrifice 
your personal life for work. Technologies like ChatGPT 
should give us back to our families, people, things 
and activities that fill us with joy, not give us space for 
more work.

Use it to work smarter, not harder.
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Ask for multiple results. For example, 
instead of saying, ‘Give me an idea 

for a birthday present?’ say, ‘Give me 
ten ideas...’TIP

BYTE SIZE

Let them down gently

When I was chatting with my publisher about this book, she was 
excited to share an example of how she had been using ChatGPT.

As you can imagine, a business book publisher would be inundated 
with book proposals every day. What is not well known is that there is a 
limit to the number of books a publisher releases based on everything 
from market demands to physically being able to produce the books.

This means she has to write rejection letters. A lot of rejection let-
ters. And, because she is a kind and considerate person, she has 
spent years crafting just the right words so that a budding author 
won’t lose their confidence.

She said, ‘I typed in “write a kind and considerate rejection letter to an 
author from a publisher” and a few seconds later it punched out a let-
ter that included all the points that I have honed over the last two dec-
ades in the business! Having said that, it was a form letter, but it did 
serve as a very good draft that I could then adapt to the right purpose.’
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Here’s what it produced...

Dear [Author’s Name], 

Thank you for submitting your manuscript to our 
publishing house. We appreciate the time and effort 
you put into crafting your work, and we’re honoured 
that you considered us as a potential publisher.

After careful consideration, we have come to the 
difficult decision not to move forward with your 
manuscript. While your writing was well- crafted and 
engaging, we ultimately concluded that it did not align 
with our current publishing goals and priorities.

We understand how much dedication and passion goes 
into writing a book, and we are sorry to deliver this 
news. We hope that this decision will not discourage 
you from continuing to write and seek publication.

We encourage you to keep exploring the literary 
world and to consider submitting your work to other 
publishers who may have a better fit for your writing 
style and content.

Again, we thank you for your submission and wish you 
all the best in your writing career.

Sincerely,

[Publisher’s Name]
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Does it still need some finessing? You bet it does, but this is a game-
changer for anyone who has to write ‘difficult’ communications.

And let me be very clear. My publisher is not using ChatGPT to do 
all her writing, but, occasionally, when she has something tricky to 
address, she may ask it for a bit of advice.
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EXPERIMENT 4: TEACH IT TO 
WRITE LIKE YOU

Teaching ChatGPT to write in your voice, style and tone will 
reduce the time required to edit content like emails, propos-
als and articles.

Put the following prompt into ChatGPT, then copy and paste 
an example of your writing.

Example prompt: You are an expert writing 
style analyser. Describe, as best you can, my 
writing style in terms that will help me to 
describe it later so you can better create 
content in my voice. Analyse my content, 
below: [press shift- enter]
[Copy your text here]
[Press enter]

Find some emails, blogs, proposal copy or articles you have 
written. I would recommend at least two examples, so it gets 
a solid example of your style.

Here’s what it told me about my style after I shared a chapter 
from one of my books.

Conversational and informal: Your writing style 
is conversational and informal, which makes 
it approachable and easy to read. You use 
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simple and concise sentences to express your 
thoughts and ideas. You also use contractions 
and colloquial language to make your writing 
feel more informal and relatable.

Use of Questions: You use questions to engage 
the reader and encourage them to think about 
the ideas you are presenting. This technique 
can help to keep readers interested and 
involved in your writing.

Now that you have this prompt, you can use it to write some-
thing for you in your tone and style.

Structure for a prompt: Using the style you have 
identified above, write [output] on [insert your topic].

Example prompt: Using the style you have 
identified above, write a 600- word article on 
why a foundation of rest, fuel and movement 
will help you be more productive.

And let ChatGPT do its thing.

Thank you Amy Yamada, business coach, for this prompt.
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You could use ChatGPT to:

 » generate creative ideas for your next project, and 
ensure that the ideas are relevant and feasible

 » summarise complex research papers or articles, and 
effectively communicate the key takeaways to your 
team or colleagues

 » generate high- quality content for your business 
writing, such as proposals or presentations, and 
ensure that the content is professional and accurate.

TIME
OUT
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At home
CHAPTER 5

When my friend divorced her husband, making her a single 
working mother of two teenagers, she was confronted with 
the challenge that everything was now all on her. All the 
major decisions, support and administrative tasks that had 
been shared in the past were now wholly her responsibility.

It wasn’t just the change of dealing with a divorce and raising 
two teenagers on her own that weighed heavily on my friend; 
it was the never- ending list of life admin tasks that seemed to 
pile up every day. From paying bills and managing finances 
to scheduling appointments and keeping track of important 
paperwork, it felt like there was never enough time in the day 
to get everything done.

And she did this all while holding down a demanding, senior 
executive role in a large bank.
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As her friend, I watched as she worked hard to balance work, 
parenting and life admin. She was mostly able to stay on top 
of everything, but sometimes felt overwhelmed, isolated and 
like she never had enough time or energy to do it all.

She was not alone in feeling like this.

Elizabeth Emens, in her book The Art of Life Admin, explains 
that managing our personal lives and households entails 
performing a never- ending list of tasks, from nurturing 
relationships with friends and family to caring for children 
and maintaining our homes and bodies. However, just like 
work- related admin, ‘life admin’ tasks are often our least 
favourite and most- procrastinated- about tasks. Despite this, 
completing them is necessary to keep our lives organised, 
functional and on track.

If you’re a busy parent, you know how overwhelming it 
can be to juggle all the things that come with running a 
household. From managing schedules to meal preparation and 
everything in between, it can feel like there’s never enough 
time in the day.

Even if you aren’t a parent, life admin and running a household 
can still take up time and space that could better be used for 
recharging your batteries.

Enter ChatGPT, your personal home organiser. We already 
know that ChatGPT is helpful at work, so now it’s time to 
explore how it can help you simplify your busy family life 
(summarised in figure 5.1). Perhaps you would like to have a 
personal assistant or valet at home?
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Figure 5.1:  Your virtual help
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The virtual assistant
Have you received an unfair traffic fine (say, for parking) or 
had a problem around the house that needed fixing, either by 
a neighbour (e.g., barking dog) or landlord (e.g., leaky pipes)? 
Sometimes we put up with these things because we don’t 
want to upset someone, or deal with conflict.

In March 2023, a college student in the UK asked ChatGPT 
to help her write a letter to get out of an unfair parking ticket 
(she had a permit) —  and it worked. She said that, normally, 
she may not have been bothered to contest the fine because 
she was busy studying, however, on this occasion she 
thought she would.

She submitted the letter that ChatGPT produced, and the 
fine was revoked saving her £60.

I know I’ve been guilty of putting up with things in the past 
because I either didn’t want to raise an issue, or I didn’t know 
how to do it. ChatGPT can take much of that angst away.

Example prompts: My neighbour’s dog barks all day 
while its owners are at work. I work from home 
and it’s very distracting. I like my neighbours 
and don’t want any problems with them. Write me 
a short, friendly and pleasant note that brings 
this situation to their attention.

I have a leak in our small courtyard that seems 
to be coming up from the washing machine outflow. 
Write me a polite email for my landlord asking 
them to fix it.
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A product I have purchased came with a broken 
part. I have been unable to reach the store by 
phone. Write me a polite, yet firm, email asking 
them to contact me about the situation.

The virtual menu planner (or 
dietary strategist)
Ever had one of those days at work, and then you get home 
and someone asks, ‘What’s for dinner?’ and you feel like 
screaming at them, ‘I don’t know! Why don’t you come up 
with something for a change?’

Well, no more! Let me introduce you to ‘meal planning made 
easy with ChatGPT’, also known as ‘How not to scream at 
your family members for asking simple questions’.

Quick confession, despite being a ‘productivity expert’, 
meal planning is not something I have traditionally got into. 
Until now.

Meal planning to me has always felt like a daunting task, 
especially when trying to maintain a healthy lifestyle. With 
so many factors to consider, like dietary requirements, meal 
prep, grocery shopping and family member fussiness, it can 
be overwhelming.

But ChatGPT can make meal planning a breeze. Not only 
can it help you generate meal ideas, it can even create 
a customised shopping list based on your dietary needs  
and preferences.
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First up, let’s talk dietary restrictions. Whether you’re a 
vegan, vegetarian or have food allergies, ChatGPT has got 
you covered. All you have to do is ask for vegan or keto- 
friendly meal ideas, and ChatGPT will provide you with a 
range of options to choose from, like vegan chili or keto- 
friendly pizza.

Example prompts: I have a gluten intolerance 
and I’m struggling to find meals that fit my 
dietary restrictions. Suggest some gluten- free 
recipes that are easy to make.

I’m a vegetarian and I’m looking for ways to add 
more protein to my diet. Recommend some plant- 
based protein sources and recipe ideas.

I have a nut allergy and I’m worried about finding 
safe and nutritious snacks. Suggest some snack 
options that are nut- free and won’t trigger 
my allergy.

TRYING TO SAVE MONEY?

ChatGPT can help you stick to your budget by generating 
a shopping list based on your meal plan. This will help you 
avoid buying unnecessary items and make sure you have 
everything you need for the week. Say you’re planning on 
making roasted chicken with veggies, pasta with napolitana 
sauce, and stir- fried vegetables. ChatGPT will generate a 
shopping list with chicken, veggies, pasta, marinara sauce, 
and any other ingredients you need.
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Example prompts: I have a limited budget for 
groceries, but I want to eat healthy and 
delicious meals. Suggest some affordable and 
nutritious meal ideas.

I often overspend on groceries and go over 
my budget. Suggest some strategies for meal 
planning and grocery shopping that can help me 
stay within my budget.

I’m trying to cut down on food waste and save 
money, but I’m not sure how to make the most 
of my ingredients. Suggest some recipes and 
cooking techniques that can help me use up 
[enter what is in your fridge or cupboard].

SEEKING INSPIRATION?

If you’re trying to use up ingredients in your pantry or 
fridge, ChatGPT can help with that too. Just ask it to suggest 
meal ideas based on the ingredients you have on hand. 
Maybe you have some quinoa and canned black beans lying 
around —  ChatGPT can suggest meal ideas like a quinoa 
and black bean bowl, a vegetarian chili, or a black bean and 
quinoa salad. This is particularly useful if you have leftovers. 
It not only helps you avoid wasting food, but it can also save 
you money on groceries.

Example prompts: I have chicken, rice and 
broccoli in my fridge, but I’m not sure what 
to make for dinner. Suggest a recipe idea that 
incorporates these ingredients.

I have eggs, cheese and bread in my fridge 
and pantry, but I’m tired of making the same 
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old breakfast. Suggest some creative breakfast 
ideas using these ingredients.

I have a limited selection of ingredients in 
my fridge and pantry, but I want to make sure 
I’m getting all the nutrients I need. Suggest 
some meal and snack ideas that use everyday 
ingredients and still provide a balanced diet.

IN A HURRY?

ChatGPT can help you save time by generating meal ideas 
that are quick and easy to prepare. If you’re short on time and 
don’t want to spend hours in the kitchen, simply ask ChatGPT 
to suggest meal ideas that take 30 minutes or fewer to prepare. 
You might get recipes like sheet pan chicken fajitas, one- pot 
pasta or stir- fried veggies. This is especially useful for busy 
weeknights when you’re in a rush.

Example prompts: I’m always short on time and 
struggle to find quick and easy meal ideas. 
Suggest some recipes that are easy to prepare 
and don’t require a lot of time or effort.

I want to start meal prepping to save time 
during the week, but I’m not sure where to 
start. Suggest some simple meal prep ideas that 
are easy to prepare and store.

I have a busy schedule and don’t have a lot of 
time to spend in the kitchen, but I still want 
to eat healthy and delicious meals. Suggest some 
easy and quick recipe ideas that I can make in 
under 30 minutes.
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But wait, that’s not all. Here come the steak knives...

If you don’t like what it’s suggested, ask it for more. I have 
found that asking it specifically for three options rather than 
one gives me more choice. Get into a conversation by telling 
it to remove or add an ingredient, shorten the time, or give 
you three more ideas. Remember, this is not Google. Get 
into a dialogue until you find something right.

Here’s what happened when I asked it for some very specific 
meal- planning advice (#askingforafriend):

Example prompt: Suggest meal options for the 
next three nights. I’m borderline type 2 diabetic 
so need to keep the sugar to a minimum and 
preparation should be around 30 minutes.

ChatGPT: Night 1: Grilled salmon with roasted 
vegetables

Brush salmon with olive oil and season with 
salt, pepper, and garlic powder. Grill for 10- 
12 minutes.

Roast vegetables (such as zucchini, bell peppers, 
and onions) in the oven with olive oil, salt, and 
pepper for 20- 25 minutes.

Night 2: Turkey and vegetable stir- fry

Cook ground turkey in a pan with sesame oil, 
ginger, and garlic.

Add chopped vegetables (such as broccoli, 
carrots, and snow peas) and cook for 5- 7 minutes.
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Season with low- sodium soy sauce and a pinch of 
brown sugar. Serve over brown rice.

Night 3: Grilled chicken salad

Marinate chicken breasts in balsamic vinegar, 
olive oil, and dried herbs for 30 minutes.

Grill chicken for 10- 12 minutes.

Toss mixed greens with cherry tomatoes, cucumber, 
and sliced avocado. Drizzle with olive oil and 
balsamic vinegar.

Follow up prompt: Generate a shopping list for 
the above according to supermarket departments.

Produce:

Salmon
Zucchini
Bell peppers
Onions
Broccoli
Carrots
Snow peas
Mixed greens
Cherry tomatoes
Cucumber
Avocado

Meat/Deli:

Ground turkey
Chicken breasts

Pantry:

Olive oil
Salt
Pepper
Garlic powder
Sesame oil
Ginger
Garlic
Low- sodium soy sauce
Brown sugar
Balsamic vinegar
Dried herbs
Brown rice



At home

107

My mouth is watering!

If I don’t feel like physically going to the supermarket, I can 
use this well- structured shopping list to book an online, home 
delivery order. If I do decide to go out, the list is organised 
efficiently so I can whip around the shop in a heartbeat.

The virtual travel agent
It’s easy to get caught up in the daily grind, but it’s important 
to prioritise leisure time to maintain a healthy work- life 
balance. With our busy lives, sometimes even taking the time 
to plan some time off can be a challenge. With ChatGPT you 
can organise your leisure time and make the most of it.

As someone who lives in Australia and loves to travel and 
explore new places, the great distances and short amount 
of time I generally have make it important to have a well- 
planned and organised holiday. I also get that some people 
don’t like rigidly scheduled vacations. You tell ChatGPT 
what style of holiday or vacation you would like, and it will 
give you a solid plan or a simpler guide if you prefer.

To get started, simply ask ChatGPT for recommendations 
on travel destinations, hotels or activities based on your 
interests and preferences. At the time of going to print on this 
book, Open AI had released a plug- in (a software component 
that adds specific functionality to an existing platform) for 
Expedia. This will allow ChatGPT to help you find flights, 
hotels and activities, along with options and prices.

ChatGPT can even help you create a travel itinerary, including 
details on transportation options, how to make reservations, 
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and what activities are available. With ChatGPT’s assistance, 
planning a holiday becomes a breeze.

I gave it the following (and rather vague, I thought) prompt, 
and was surprised at the response:

Example prompt: I’m travelling to France in May 
for three weeks. I’m wanting to mostly use rail 
to get around the country. I want three days in 
Paris, and then a stay somewhere in the south 
of France, in a small village. We like to eat out 
and eat local produce as much as possible. We 
also want to try and get to Marseille as part 
of this trip as well, maybe for a few days. Can 
you suggest an itinerary?

ChatGPT:

Day 1- 3: Paris Spend your first few days in 
Paris, taking in the sights and sounds of this 
beautiful city. Visit the Eiffel Tower, the 
Louvre Museum, and the Notre- Dame Cathedral, 
and stroll along the Champs- Élysées. Enjoy a 
meal at a traditional French brasserie or bistro 
and sample some local wines.

Day 4- 7: Avignon Take a train from Paris to 
Avignon, a beautiful city in the south of France 
that’s famous for its medieval architecture and 
beautiful countryside. Spend a few days exploring 
the city and take a trip to the nearby town 
of L’Isle- sur- la- Sorgue, known for its antiques 
markets and local produce. Try some of the 
delicious regional dishes, such as ratatouille, 
bouillabaisse, and crème brûlée.
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I’ll fast forward here as it was quite lengthy.

Day 15- 21: Small village in the South of France 
For the last week of your trip, stay in a small 
village in the south of France, such as Saint- 
Paul- de- Vence or Gordes. Enjoy the peace and 
quiet of the countryside, and sample some of the 
delicious local produce, such as olives, goat 
cheese, and truffles. Take a cooking class or a 
wine tour and enjoy the laid- back pace of life 
in the south of France.

Wait: I need something more specific for days 15 to 21.

Follow up prompt: Can you recommend another 
small village that will fit the above itinerary 
for days 15–21?

ChatGPT: Bonnieux: Located in the heart of 
the Luberon region, Bonnieux is a picturesque 
village perched on a hilltop. It’s known for its 
narrow, winding streets, ancient stone houses, 
and stunning views over the valley below. The 
village has several excellent restaurants and 
cafes serving traditional Provençal cuisine, as 
well as a weekly market selling local produce.

Wait: What about travelling by train … I had better check.

Follow up prompt: Can I get there via train?

ChatGPT: Yes, you there by train, though it 
may require a short bus or taxi ride from the 
nearest train station.
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To get to Bonnieux, you can take a train to the 
city of Avignon, and then transfer to a local 
bus that goes directly to Bonnieux. The journey 
takes about 1.5 hours in total.

To be honest, I only did this prompt as an example to put into 
this book, but now I’m seriously thinking about doing a trip 
to France in May.

But wait … again... ChatGPT says I can get the train or bus, 
but does that mean that I should?

Say I stay in the village of Gordes, as it recommends. For the 
day trip to Bonnieux, it tells me to get the train to Avignon, 
then a bus to Bonnieux, and suggests it would take 1.5 hours. 
That’s three hours of public transport for a one- day visit to a 
small village! Sounds like a lot, right?

My common sense tells me that ChatGPT might not be 
giving me the best advice here, and I might want to do a little 
of my own research to develop this itinerary.

So, I checked Google Maps, and it turns out that Bonnieux 
and Gordes are only about 20 minutes apart... by car! What’s 
more, it turns out there is no train from Gordes to Avignon. 
(Note that ChatGPT didn’t say where I should get the 
train from.)

ChatGPT gave me some great sightseeing suggestions for this 
local area, and the itinerary is still a good one … in principle. 
ChatGPT found me common recommendations for travel in 
the place I wanted to go, and it told me why I might like to 
visit each location on my holiday.
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So it saved me lots of time. I could have spent hours and 
hours browsing travel websites to discover interesting travel 
spots like these ones. However, it was completely literal in 
answering my question that I could visit these places by public 
transport. It didn’t take that extra step of (human) reasoning 
to ask whether I should use that option.

The lesson here? ChatGPT can really save you time in 
research, but you should still use common sense and double-
check important travel details like how to get from A to B!

So, while it seems I’ll be renting a car if I want to do the 
France itinerary, I’m not ready to give up on ChatGPT as my 
holiday helper.

Example prompts: Help me plan a budget- friendly, 
two- week- long caravanning holiday for a family 
of four with two children aged eight and ten 
based on the Australian east coast.

What are the best destinations for a family- 
friendly holiday in Australia during the January 
school holidays?

Where could I go for a two- week ecofriendly 
holiday in Australia that supports sustainable 
tourism, and would work for a family of five, 
including a six- month- old baby?

Maybe meal or holiday planning isn’t your thing, so here are 
some other ways using ChatGPT can give you some advice 
and save you time.
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The virtual personal trainer
Bit of a couch potato and not sure where to start with 
getting a fitness regime underway? Reluctant to spend hours 
researching workout plans and exercise routines that may not 
even be appropriate for your fitness level or schedule?

Let ChatGPT take the guesswork out of your fitness planning 
by telling it your fitness goals, preferred workout style and 
schedule, and it will suggest a customised exercise routine.

Structure for prompt: I’m [insert age] years old and I have 
a [insert level] level of fitness. I want to [exercise intention], 
but I’m not sure where to begin. Can you suggest some 
[qualifying description].

Example prompt: I’m 45 years old and I have a 
low or beginner level of fitness. I want to start 
exercising regularly, but I’m not sure where to 
begin. Can you suggest some beginner- friendly 
workout plans that don’t involve going to a gym 
or buying equipment?

The virtual financial controller
Find it difficult to keep track of your expenses and budget 
while juggling a busy schedule? ChatGPT can simplify your 
personal finance management by providing ideas to track 
your expenses, set a budget or find ways to save money that 
fit your lifestyle and goals. Again, a word of caution about 
oversharing of personal financial information on a global 
public forum.
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Structure for prompt: My financial goals are to [insert 
goals]. I have some financial challenges like [insert 
challenges] and I’d like some advice and resources to help 
me achieve my goal.

Example prompt: My financial goals are to be 
mortgage free in the next 10 years. I have some 
financial challenges like getting my kids through 
school and university and I’d like some advice 
and resources to help me achieve my goal.

The virtual entertainment  
curator
Tired of spending hours searching for the perfect movie 
or TV show to watch with your family or friends and the 
resulting arguments when you don’t get it right?

ChatGPT can suggest the best entertainment ideas for you 
by recommending movies, TV shows or podcasts that are 
tailored to your interests and preferences, making your family 
movie nights or long car rides more enjoyable and stress- free.

Structure for prompt: I’m about to [insert context] and 
I would like some suggestions for [specific entertainment] 
based on the following examples of what we have liked in the 
past [insert at least three examples].

Example prompt: I’m about to go on a road trip 
and I would like some suggestions for audiobooks 
or podcasts based on the following examples of 
what we have liked in the past: ‘Harry Potter’, 
‘The Chronicles of Narnia’ and the ‘Stuff you 
Should Know’ podcast.
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The virtual personal shopper
Finding gifts for others can be challenging. We are always at 
risk of buying stuff we would like, rather than thinking about 
things from the receiver’s perspective. Let ChatGPT be your 
personal shopping assistant.

It can help find the perfect gift for any occasion, or suggest 
new products based on the interests and preferences of your 
friend, saving time and avoiding the frustration of endless 
online browsing.

Structure for prompt: I need a gift for [person] who is 
[age] years old. They like [enter criteria] and dislike [enter 
criteria]. Gifts they have liked in the past included [previous 
gifts —  if you know them, otherwise skip this one]. Please 
give me 10 gift ideas.

Example prompt: I need a gift for my sister- 
in- law who is 36 years old. They like cooking, 
cookbooks and gadgets, and dislike spending 
too much time on meal preparation. Gifts they 
have liked in the past included famous chef 
cookbooks, Japanese knife sets and cordless 
appliances. Please give me 10 gift ideas.

The virtual home organiser
Struggling to find things when you need them? Feeling 
cluttered and disorganised?

Let ChatGPT be your very own Marie Kondo. It can suggest 
storage solutions for your clutter or provide tips to improve 
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your workspace, giving you more time to focus on hobbies, 
work and things that bring you joy.

Structure for prompt: My [space] is really cluttered and 
disorganised and it’s negatively impacting my [aspect]. Can 
you suggest some [examples] or other tips?

Example prompt: My bedroom is really cluttered 
and disorganised, and it’s affecting my ability 
to rest and sleep. Can you suggest some storage 
solutions or other tips?

The virtual homework tutor
There are two schools of thought (pun intended) around 
whether school- aged kids should be allowed to use AI tools 
like ChatGPT for their homework.

At the beginning of the 2023 school year, Western Australian 
and Victorian public schools joined New South Wales, 
Queensland and Tasmania in banning the use of ChatGPT 
while students are at school. This is in response to similar 
bans in school districts in the US, France and India.

Not everyone agrees this is a good move.

Dr Catherine McClellan, deputy chief executive of the 
Australian Council for Educational Research, says that 
panicking about technological threats to education is nothing 
new. She reminds us that every advance in learning technology 
has been considered a threat to traditional learning methods, 
including paper, slate and the internet. Instead of banning 
AI, McClellan suggests that we focus on how to use it to 
improve education.
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Professor George Siemens, an international expert on AI 
and education at the University of South Australia, agrees, 
and says that rather than avoiding or banning AI, it’s more 
beneficial for teachers to explore and experiment with it to 
understand what’s possible.

For example, ChatGPT can create sample lesson plans 
and generate ideas for teaching programming. This frees 
up time for teachers to connect and engage with their 
students, creating more personal and meaningful learning 
opportunities.

On the flipside, some schools have begun teaching students 
how to use it.

In a Kentucky, USA, classroom, Donnie Piercey challenged 
his fifth- grade students to outsmart ChatGPT. While some 
school districts have banned access to the tool, Piercey sees 
it as an opportunity to prepare his students for a world that 
increasingly relies on AI.

‘As educators, we haven’t figured out the best way to use 
artificial intelligence yet’, Piercey said. ‘But it’s coming, 
whether we want it to or not.’ He sees AI as just the latest in a 
series of technological advances, from calculators to Google, 
that have prompted concerns about cheating.

Piercey made the exercise a fun, interactive writing game. 
Students had to identify which summary of a text was written 
by ChatGPT. This approach helped to educate students on the 
capabilities and limitations of AI while making it an engaging 
learning experience.
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Those of us who are (a) old enough and (b) living in Australia, 
will remember an iconic 2005 TV advertisement from Telstra 
that showed a father and son driving. The young boy asks his 
father, ‘Dad, why did they build the Great Wall of China?’

His father famously tells his son that the Great Wall of China 
was built, ‘… during the time of Emperor Nasi Goreng and 
it was to keep the rabbits out. Too many rabbits in China.’

It then cuts to the classroom, where a teacher announces that, 
‘Daniel will now do his talk on China.’

While this advertisement was originally about accessing the 
internet for research, ChatGPT gives parents all over the 
world a tool to help their kids with their homework. While 
we have discussed accuracy in Chapter  2, chances are you 
will have a little more to work with than Daniel did in the 
Telstra ad.

I’m not suggesting you do homework for your kids, however, 
steering them in the right direction is helpful.

Get help with specific homework questions by asking 
ChatGPT directly. For example, if your child is struggling 
with a maths problem, you can copy the problem into 
ChatGPT and ask it to explain the steps involved in solving 
the problem, rather than providing the answer. You can also 
ask it to give additional practice problems or provide hints 
and tips to help your child solve math problems on their own.

Ask ChatGPT questions about current or historical events 
or scientific concepts, and have a conversation with it about 
the topic. Or even better, encourage your child to have the 
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conversation, which will help them develop their critical 
thinking skills, consider different perspectives and form 
opinions based on evidence.

For example, I recently heard about a student who was using 
ChatGPT to help them study by using it as a study partner.

Example prompt: I’m studying the Russian 
revolution. Ask me a series of questions to test 
my knowledge.

Additionally, you can ask it to provide examples of a particular 
concept, or challenge your child to think creatively and 
solve problems.

Here are ten ways that ChatGPT can help with homework.  
It can:

1. provide definitions for difficult terms and concepts

2. answer specific questions related to a 
particular subject

3. explain mathematical formulas and solve problems

4. provide additional examples to help 
understand a concept

5. offer suggestions and tips for writing assignments

6. assist with research projects by providing information 
and sources

7. provide additional practice problems to help with 
understanding and retention

8. offer ideas and inspiration for creative projects
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9. explain historical events and give information about 
different cultures

10. offer study tips and test- taking strategies for exams.

In many ways, it’s like having a personal tutor to help your 
child develop a deeper understanding of concepts and build 
their problem- solving skills. Let’s be real though: ChatGPT 
is not a substitute for a teacher or tutor, and it should not 
be relied on as the sole source for developing critical 
thinking skills.

To recap
If you are a working parent, getting home from work after a 
busy day, having to think about the household needs can be 
challenging. This is explained by something called ‘decision 
fatigue’. The nature of the world these days is such that we 
have so many choices and decisions to make daily, that by the 
time we get to the end of the day, we are exhausted.

While AI and ChatGPT can’t (yet) pay your bills for you, 
they can certainly take many of the day- to- day decisions 
away from you, preventing you from either making poor 
choices or none at all!



The ChatGPT Revolution

120

Be careful with your personal or 
confidential information with ChatGPT. It 
will absorb anything shared with it into 
its database making it available to any 

other user or AI program. A good rule of 
thumb is, if you are not comfortable with 
the information being on the front page 
of a national newspaper, don’t share it 

with ChatGPT.

TIP
BYTE SIZE

Avengers Assemble!

My niece is a working mum with three kids under five, including a 
set of twin girls. Her weekends are usually a hectic schedule of ac-
tivities and birthday parties. When it comes to her own kids, finding 
time to organise birthday parties is challenging.

After watching her son run around the house in his Iron Man cos-
tume and with several of his Avenger action figures, there was no 
question as to the theme of the next party, but every time she sat 
down to try and do a plan, all she got was ‘invitations and cake’.
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She turned to ChatGPT.

Example prompt: Give me some themed ideas for a 
kid’s birthday party for a five- year- old who loves 
the Avengers.

ChatGPT: Sure, here are some themed ideas for a 
kid’s birthday party for a 5- year- old who loves 
the Avengers:

Avengers Obstacle Course: Set it up in your backyard 
or local park, including obstacles that are inspired 
by scenes from the Avengers movies.

Avengers Crafts Station: Set up a craft station where 
kids can make their own Avengers masks, shields, or 
other props.

Avengers Pinata: Fill a pinata with Avengers- themed 
candy and toys and let the kids take turns hitting 
it with a stick.

I hope these ideas help you plan a fun and memorable 
birthday party for your 5- year- old!

Follow up prompt: The party will start at 11 am 
and finish at 2 pm. Generate a schedule using the 
activities above.

ChatGPT: Sure, here is a sample schedule for a 3- hour 
party from 11 am to 2 pm, featuring three activities 
and providing water and snacks throughout:
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11:00 am- 11:15 am: Arrival and Welcome

Welcome guests and direct them to the activities 
area to participate in a quick warm- up activity.

11:15 am- 12:00 pm: Avengers Obstacle Course

Start the party with the Avengers Obstacle Course, 
with kids competing as their favourite Avengers 
character.

12:00 pm- 1:00 pm: Avengers Crafts Station

Kids can make their own Avengers masks, shields, 
or other props. Provide materials like construction 
paper, markers, stickers, and glue.

1:00 pm- 1:45 pm: Avengers Pinata

End the party with a pinata filled with Avengers- 
themed candy and toys.

1:45 pm- 2:00 pm: Cake and Goodbye

Serve the birthday cake and snacks while the kids are 
still excited from the pinata activity, remembering 
to take a group photo. Say goodbye while handing out 
party favours and thank the guests.

Follow up prompt: Write an invitation for this party.
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ChatGPT: Sure, here’s an invitation you can use as 
a guide to invite your guests to your Avengers- 
themed party:

Avengers Assemble!

[Child’s Name] is turning 5 and we’re inviting you to 
join us for a super- powered celebration in honour of 
our little hero.

Date: [Insert date of the party] Time: 11:00 am- 2:00 
pm Location: [Insert the location of the party]

Activities include:

Avengers Obstacle Course

Avengers Crafts Station

Avengers Pinata

Please come dressed as your favourite Avengers 
character and be ready to have a blast! Let’s unite 
our powers and create a memorable experience for 
our little hero.

RSVP by [Insert RSVP deadline] to let us know if you 
can join us for the adventure.

We can’t wait to celebrate with you.

Best regards, [Your Name]

I mean … wow!
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EXPERIMENT 5: DIFFICULT SITUATIONS

Use this prompt to get ChatGPT to provide some advice on 
some tricky situations.

Structure for prompt: I am a [Persona, eg mum/dad] with a 
[Perspective, friend/son/daughter] who is [insert age] years old.

Example prompt: I am a dad with a daughter 
who is five  years  old. How can I teach my 
daughter about money management?

Example prompt: I am a mum with a son who 
is 15  years  old. How can I help him with his 
self- esteem?

By now you should be getting the hang of prompts, so try 
applying the principles of these examples (context, problem, 
prompt) with other things; for example:

 » I am living with someone who doesn’t help around the 
house with what should be shared chores. How can I 
broach the subject with them?

 » We have been married for nine years and our tenth 
wedding anniversary is approaching. What are five 
ways we could celebrate this milestone that doesn’t 
involve travel?
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 » This year we have decided to do ‘zero cost’ Christmas 
gifts in our family. Children are aged between three 
and 14, plus a bunch of adults aged from 32 to 78. Can 
you give me 10 ideas for children and ten ideas for 
adults of gifts that cost no money?

That last one was a bit of a #askingforafriend moment as our 
family has decided to try this exact thing. I’ll let you play 
with ChatGPT yourself and see your results based on your 
variables. I was delighted with what ChatGPT suggested.
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When it comes to life admin:

 » What meals have you been wanting to cook, but 
haven’t had the time or inspiration to do? How 
could ChatGPT help you generate ideas and create 
a customised shopping list based on your dietary 
needs and preferences?

 » What other household tasks have been taking up 
your time and energy? How could ChatGPT help you 
with them?

 » How could ChatGPT help you make the most of your 
family time?

TIME
OUT
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Beyond 
the basics

CHAPTER 6

The first car was invented in 1886 by Karl Benz. At this 
time most people got around via horse- drawn carriages with 
coachmen trained to steer the horses using reins, pulling 
them left or right.

This legacy was carried into early car design, with the steering 
apparatus being more like a tiller, and feeling more familiar 
to the former horse- and- cart driver.

It wasn’t until eight years later that Alfred Vacheron took part 
in the Paris- Rouen automobile race in a vehicle fitted with a 
steering wheel. Not only was the car easier to manoeuvre, it 
was faster.

Just as the steering wheel was a new and unfamiliar technology 
that, ultimately, proved to be a vast improvement over the 
tiller, AI and ChatGPT are also new technologies that require 
us to think differently about how we view information and 
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creativity. Looking for the reins or applying existing ways of 
thinking will only hold us back.

If you have gotten this far in the book, chances are you are 
a bit like me and have been turning to ChatGPT for some 
ideas to get started, advice or tips on something. You’re 
probably feeling confident about your skills because you’ve 
mastered the basics, and have been able to generate some 
pretty impressive content.

Now you are looking for a steering wheel to make it easier 
and faster, which is great, because there’s more to ChatGPT 
than the basics, and there are a whole bunch of other things 
you can try to take your productivity to the next level.

Now, I know what you might be thinking, ‘But I’ve already 
learned so much! Can there really be more?’ The answer is a 
resounding yes. ChatGPT is an incredibly powerful tool, and 
there are plenty of features and techniques that you might 
not have explored yet. By trying out some of these other 
tricks, you’ll be able to create even more engaging, thought- 
provoking content quickly and somewhat effortlessly, freeing 
up time for more important things.

So, without further ado, let’s dive into some of the other things 
you can do with ChatGPT to take your prompts to the next 
level, and therefore your results (summarised in figure 6.1).
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Figure 6.1:  Beyond the basics

Beyond
the

Basics

Multiplier

Empath

Disruptor

Ideator Weirdo

Journalist

Content
Creator

Social 
Media

Manager



The ChatGPT Revolution

130

The virtual multiplier
When we apply ‘search engine thinking’ to ChatGPT, it’s 
likely we will use prompts that ask for one idea. For example:

Example prompt: Give me an idea for a birthday 
present for my 40- year- old brother- in- law who 
likes 1980s music. The budget is $100.

Why ask for one idea when ChatGPT is capable of giving 
three, five, ten or more ideas? Asking it for multiple ideas on a 
specific topic allows you to choose, condense or clarify across 
a range of responses.

Example prompts: Give me ten ideas for creative 
art and craft activities that I can do with my 
eight- year- old niece.

Write me five blog article ideas on the topic 
of how improving your sleep will increase your 
productivity.

Give me seven meal ideas that use tomatoes, 
potatoes, steak and rice, and that are also 
quick easy to prepare.

The virtual empath
One of the coolest things you can do with ChatGPT is 
simulate the voice of an expert. Whether you’re writing about 
a specific industry, trend or topic, ChatGPT can help you 
write as if you’re an industry insider, providing your readers 
with valuable insights and advice.



Beyond the basics

131

For example, you could ask ChatGPT to give you the hopes 
and fears of your target clients or audience.

Example prompts: Describe the hopes and fears 
of women in leadership positions who have 
aspirations to join the c- suite.

Draft a speech from the perspective of a 
politician from a different political party.

Create a blog post from the perspective of a 
vegan advocating for plant- based diets.

The virtual disruptor
Create content that truly stands out by challenging the 
conventional narrative. Rather than regurgitating the same 
old ideas and perspectives, try coming up with new angles 
and approaches that defy expectations and break the mould.

For example, if you’re writing about a controversial topic, ask 
ChatGPT to provide examples that contradict the dominant 
narrative. This will help you create thought- provoking 
content that challenges your readers’ assumptions and gets 
them thinking in new and unexpected ways.

Example prompts: Write a news article that 
presents a positive angle on a typically 
negative topic, such as ‘Why failure is the key 
to success’.

Write a blog post that challenges a widely held 
belief, such as ‘Why being busy doesn’t equal 
being productive’.
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Write a persuasive essay that argues for the 
opposite viewpoint of a popular opinion, such 
as ‘Why social media is beneficial for our 
mental health.’

The virtual weirdo
By using unconventional prompts, you can unlock ChatGPT’s 
creative potential and come up with truly unique and unexpected 
responses. Try using prompts that are more open- ended or 
abstract and see what kind of content ChatGPT generates.

For example, ask ChatGPT to write a recipe using 
unconventional ingredients, such as bacon and ice cream. 
You could also ask ChatGPT to write a humorous recipe that 
incorporates puns and wordplay.

Example prompts: Write a short story that takes 
place on a planet with two suns.

Compose a poem that incorporates words from 
multiple languages.

Write a listicle of the weirdest foods people 
eat around the world.

The virtual ideator
If you’re looking for new ideas or angles to cover a familiar 
topic, try using ChatGPT as a brainstormer. Rather than just 
generating a list of potential topic ideas, ask ChatGPT to come 
up with new angles or approaches that are unexpected and novel.
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For example, if you’re writing about a specific product or 
service, ask ChatGPT to come up with new ways to promote 
it, or to target a different audience segment. By doing this, 
you’ll be able to create content that’s more creative and 
engaging, and that truly resonates with your target audience.

Example prompts: Generate creative ways for a 
fun and unique family night out that doesn’t 
cost a lot of money.

Suggest new features or improvements for an 
existing app, such as a language learning app 
that incorporates virtual reality.

Generate unique ideas for a team- building activity.

The virtual journalist
By writing from different perspectives, you can add depth 
and complexity to your content. If you’re writing about a 
controversial topic, ask ChatGPT to write from the perspective 
of different groups or individuals with varying viewpoints. 
This will help you create content that’s more nuanced and 
comprehensive, and that truly reflects the complexity of the 
issue at hand.

For example, ask ChatGPT to write a travel guide from the 
perspective of a local. You could ask ChatGPT to write about 
the best local eateries, hidden gems that tourists often miss or 
insider tips for getting the most out of your visit.

Example prompts: Write an article about the 
benefits of regular exercise from the perspective 
of someone who used to be a couch potato.
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Help me understand the importance of Ramadan to 
Muslims from a cultural perspective rather than 
a religious one.

What impact has tourism had on the Balinese, and 
how has it changed/shaped their local culture?

The virtual content creator
By experimenting with different writing styles or tones, you 
can create more dynamic and varied content. For example, 
you could ask ChatGPT to write in a satirical or humorous 
tone, or to adopt a more serious or academic tone for a specific 
piece of content.

Ask ChatGPT to write a comedy sketch about a serious 
topic, such as climate change or politics. You could also ask 
ChatGPT to write a satire piece that pokes fun at a current 
event or trend.

Example prompts: Write a serious academic paper 
on a day in the life of a time traveller.

Write a light- hearted and humorous product review 
for why this vacuum cleaner changed my life.

Write a tongue- in- cheek guide to surviving a 
zombie apocalypse.

The virtual social media manager
By asking ChatGPT to write in different formats, you can 
create content that’s more varied and engaging. Not only 
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that, you can re- use one piece of content to generate many 
different styles of posts. For example, if you have already 
written a long article or blog (and you are comfortable 
sharing it with ChatGPT), you could ask it to create a table 
or generate bullet points or divide it into chunks of text that 
are less than 280 characters to use for short social media posts.

Example prompts: Split the following article 
into short 280 character statements to be used 
in social media [paste article]

Convert this article into a table with key points 
in one column and short descriptions in the 
second column [copy article]

How many different ways could this content be 
repurposed for social media? [copy content]

§ § §

So, there you have it! Now you’re a ChatGPT pro who’s ready 
to take their productivity to the next level. The quantity and 
quality of your work will improve out of sight, providing more 
time, energy and attention for leisure and other valuable pursuits.

Be respectful. If you use offensive 
language or make inappropriate 

requests, ChatGPT may either provide 
a warning or refuse to respond to your 

question  —   or you could even have your 
account suspended or terminated.

TIP
BYTE SIZE
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AI whimsy: A haiku homage

I am finding the fun, not always practical, ways that I can use 
ChatGPT to be both entertaining, creative and inspiring.

I asked it to write me a haiku, in the style of Shakespeare, about a 
potato and ChatGPT did not disappoint:

Oh spud, thy humble form

Conceals a flavour divine

In soil thou dost shine.

I mean, that’s just awesome!
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EXPERIMENT 6: GET PERSONAL

ChatGPT can be used to generate personalised recommenda-
tions based on an individual’s preferences and behaviours.

Take a moment to consider your own, and use ChatGPT to 
generate recommendations for books, movies or other prod-
ucts that you might enjoy.

Start a Word document with a table or a spreadsheet (or a 
notebook) and list the following (see table 6.1):

Table 6.1:  Defining your preferences

Heading Example Your 
preference

Favourite genres What are your favourite genres 
for books, movies, TV shows 
or music (for example, science 
fiction, romantic comedies, or 
hip- hop music)?

Favourite authors/
artists

Who are your favourite authors, 
directors or musicians?

Preferred formats What are your preferred formats 
for consuming media, such as 
e- books, audiobooks or physical 
copies of books?

(continued)
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Heading Example Your 
preference

Time constraints How much time do you have 
available for consuming media 
(for example, do you prefer long 
novels, movies or activities or 
shorter ones)?

Mood What is your current mood or 
emotion (for example, are you 
feeling happy, sad or stressed)?

Current events What are your current interests or 
concerns (for example, are you 
following a particular news story 
or interested in a specific topic)?

Social circle What types of shows, podcasts, 
music do your friends and/or 
family prefer?

Learning style What is your preferred learning 
style (for example, observing, 
reading, doing)?

Past purchases What are some of your past 
books, movies or music 
purchases?

Reviews What past reviews or ratings of 
media could you share?

Table 6.1: Defining your preferences (cont'd)
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Add additional rows as necessary for your own needs. The 
more information and context you give ChatGPT, the more 
it will generate recommendations that are relevant and useful.

Any or all of the above information can be used to craft 
prompts that will give you more personalised and relevant 
answers from ChatGPT.

Example prompt: I like science fiction and 
time- travel stories and my favourite fiction 
author is Stephen King. I like physical books 
of no more than 250 pages. Suggest ten books 
that I could try.

ChatGPT: "The Time Machine" by H.G. Wells -  A 
classic novel about a man who travels through 
time to the distant future.

"Kindred" by Octavia Butler -  A modern classic 
that follows a young woman who is transported 
back in time to the antebellum South and 
confronts the horrors of slavery.

"Outlander" by Diana Gabaldon -  A time- travel 
romance that follows a World War II nurse 
who finds herself transported back to 18th- 
century Scotland.

You get the idea.

ChatGPT generated an impressive list, some of which I have 
already read, but several that I haven’t. While browsing a 
bookshop has its own delights, this list took less than ten sec-
onds to generate, and is quicker and more appealing than the 
Amazon ‘recommendations for you’ algorithms.
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Be a bit more playful and test the limits of ChatGPT:

 » Put yourself in someone else’s shoes: Ask ChatGPT 
to simulate the voice of an expert in a particular 
field or industry. This will give you valuable insights 
and advice that you can use to create engaging and 
informative content.

 » Challenge the conventional narrative: Rather than 
regurgitating the same old ideas, ask ChatGPT to 
provide examples that contradict the dominant 
narrative. This will help you create thought- 
provoking content that challenges your and your 
readers’ assumptions and gets everyone thinking in 
new and unexpected ways.

 » Go nuts: By using unconventional prompts, you can 
unlock ChatGPT’s creative potential and come up 
with truly unique and unexpected responses. Put 
two things together that don’t naturally fit and see 
what it can do.

TIME
OUT
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Where to 
from here?

As new versions of AI become available, with larger repositories 
of data and more complex capabilities, the possibilities for using 
ChatGPT to help us take back time and be more productive 
are endless.

ChatGPT isn’t the only AI that’s making waves in the world 
right now. Have you heard of DALL- E?

DALL- E is an AI tool that can generate images from textual 
descriptions. I have found this to be particularly useful 
because, in the past, I have relied on stock images that haven’t 
always quite hit the mark. With DALL- E, you can describe 
a scene or concept and let the AI model generate images for 
whatever you need.

For example: Try DALL- E. Your OpenAI login that you use 
for ChatGPT will work.

Go to: https://openai.com/dall- e- 2/

Use your existing OpenAI login and password

https://openai.com/dall-e-2/
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Start playing with different prompts. Try asking it to create 
an image of a:

»» treehouse on a beach

»» teapot made entirely of chocolate

»» panda playing a guitar

»» hot air balloon made out of jellybeans

»» dragon flying over a city skyline

»» giant octopus playing basketball

»» beach scene with palm trees made entirely of pencils

»» spaceship landing on a rainbow

»» clown juggling with planets

»» coffee mug with a landscape scene inside of it.

These prompts should give you a starting point to experiment 
with DALL- E and explore the possibilities of generating 
unique and creative images. Have fun!

Wait: Who owns the image once it’s created?

According to the terms of use you agreed to when you 
opened your OpenAI account, OpenAI owns any images you 
create (which the terms of use call ‘generations’). OpenAI 
grants you the right to sell your DALL- E image, assuming 
you can persuade someone to pay you for an image they can 
get for free.

Right now, you can do anything commercially that you want 
with your DALL- E images, but the downside is that you can’t 
stop anyone else from doing the same with your images.

This is a situation where the law needs to catch up with the 
technology.
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What else is there?
It’s difficult to know where to stop when it comes to sharing 
possibilities and other technologies. The best way to figure 
out the right applications for your world is to go exploring 
for yourself.

Here are a few other applications, other than ChatGPT, that are 
using AI to help people with some of the more mundane tasks in 
their world, creating time and space for more enjoyable pursuits.

REAL- TIME PHOTO EDITING

ClipDrop is a real- time image and video editing application 
that allows users to extract objects from photos or videos in 
real- time using their smartphone camera. This technology 
has the potential to transform the way we edit and manipulate 
visual media, allowing us to create new and unique content 
quickly and on the fly.

Maybe you’re a food blogger and you’re at a restaurant taking 
pictures of your meal. With ClipDrop, you could easily 
extract the food from your photo and place it in a different 
background, creating an attention- grabbing image for your 
blog or social media. You could also add text or other elements 
to the image to make it even more engaging for your audience.

REPURPOSE OLD CONTENT

Lumen5 is an AI- powered video creation tool that allows 
users to create videos from existing content, such as blog 
posts, articles and social media posts. This makes it easy for 
businesses and content creators to turn their written content 
into engaging video content in no time.



The ChatGPT Revolution

144

I have been generating content and writing blog posts for years. 
With Lumen5, I can take an existing blog or article and turn 
it into engaging video content, adding in images, animations 
and other effects to create engaging and professional- looking 
outputs in a matter of minutes.

It seems as if the applications are endless. Here are five more 
apps where AI is being used in unusual ways, all of which 
have time- saving potential.

1. AI platform Symrise is creating custom fragrances 
based on data analysis of consumer preferences.

2. IMG Flip uses AI algorithms to generate custom 
memes that have never been seen before.

3. Companies like IBM and McCormick are using AI 
algorithms to generate new and unique recipe ideas 
based on user preferences.

4. Platforms like Interior Flow use AI algorithms to 
generate custom interior design recommendations 
based on user preferences and spatial constraints. It can 
generate virtual mock- ups and virtual staging, and is 
game-changing for selling and decorating homes.

5. Prefarabli uses AI algorithms to generate personalised 
wine recommendations based on user taste preferences. 
(One of my personal favourites.)

Overall, these AI tools offer exciting possibilities for creative 
expression and personalisation. As AI technology continues to  
evolve, we can expect to see even more innovative and exciting 
tools that will help us unlock our creativity and potential. From 
visual media and logos to voice effects and video creation, 
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these tools offer endless possibilities for enhancing our lives 
and bringing our ideas to life.

Even as I was finishing up the manuscript for this book, 
extensions for ChatGPT in Google Chrome were becoming 
popular. Things like:

»» WebChatGPT -  allows ChatGPT to search the web 
for the latest information and present it alongside 
its regular responses. You can even use filters to get 
specific results.

»» ChatGPT for Google -  displays ChatGPT’s response 
alongside your Google search results, so you don’t have 
to switch between tabs.

»» YouTube Summary with ChatGPT -  provides a quick 
summary of the YouTube video transcript using 
ChatGPT, saving you time.

»» tweetGPT -  integrates ChatGPT into Twitter and 
generates tweets based on your chosen mood.

Just as we were about to go to print, we had a ‘stop the presses’ 
moment because Open AI announced plugins for ChatGPT 
(using GPT4) to enable real- time access to the internet and to 
leverage the functionality of existing apps such as OpenTable 
(for restaurants) and Expedia (for travel). This improves the 
quality, accuracy and practicality of your results, by asking 
for things like:

Example prompt: I’m staying at XXX Hotel in 
Melbourne. Find me 3 restaurants nearby that 
are upmarket and have availability for Friday 
night for a table of 2 at 7.00pm.
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At the time of printing, there were over 120 different plugins, 
including:

»» Instacart – ask about recipes, meal plans and more.

»» Expedia – bring your travel plans to life.

»» OpenTable – search restaurants and availability.

»» Speak – learn how to say anything in another 
language.

»» Playlist – Create Spotify playlists for any prompt.

But wait, that’s not all! There is now a ChatGPT phone app, 
which incorporate speech- to- text. This is a game changer 
as it means you can speak your prompts directly in the app, 
saving even more time!

Now that you know the basics, looking into these might be 
the next step in your AI/ChatGPT productivity journey, as 
these are all designed to reduce steps and get you closer to the 
right answer, quickly.

All of these extensions and apps are easy to install and use, 
and they’ll take your ChatGPT experience to the next level.

So, as you move forward in your journey of creative discovery, 
keep ChatGPT in your toolbox. Keep up with changes and 
new ways it’s being applied. Experiment with its various 
features, and see how it can help you unlock new levels of 
creativity and productivity. Who knows?

ChatGPT means no longer having to be chained to your desk 
for long hours each day, feeling stressed and burnt out. Instead, 
you have found a way to balance your work and personal life, 
giving yourself the gift of more time, and the ability to truly 
savour life’s simple pleasures.
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In some ways, it will remove all your ‘I’m too busy’ excuses. 
You finally have the time to prioritise your health and well- 
being, make time for self- care, and pursue your dreams 
without sacrificing your work commitments.

So why wait? If you haven’t already, dive into ChatGPT and 
take the first step towards reducing your working hours and 
making space for the things that truly matter.
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A word of advice
A number of years ago, I was working for a telecommunications 
company. At the time, we were a leading e- commerce organ-
isation, and it was a pretty exciting, high- tech environment.

Each morning when I would arrive at the office, I would 
hit the ‘on’ switch of my computer and then go and make 
a cup of tea. Typically, I would return to my desk in time 
to see the booting-up sequence finishing. I’d then enter my 
password, and have time to check my voicemail and say hello 
to colleagues before accessing my email.

I reckon this all took around 10 minutes. Could you imagine 
waiting that long now for a computer to start up? The Mac 
I’m using to write this book takes less than a minute to be up 
and good to go, and sometimes I still find myself tapping my 
fingernails on the desk with impatience.

Our relationship with time has undergone a drastic change in 
recent years. With the growth of technology and the increasing 
pace of life, we have become more and more impatient and 
intolerant of delays. What used to be considered a reasonable 
wait time has now been reduced to a matter of minutes, if 
not seconds.
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In the past, waiting in line for a meal at a restaurant or for a 
movie ticket was commonplace. We were content to spend 
half an hour or more in line, engaging in conversation or 
simply enjoying the atmosphere.

Today fast- food chains and online ticketing mean that waiting 
for even a few minutes can seem like an eternity. We have 
become accustomed to instant gratification, and anything less 
than that seems unacceptable.

I believe ChatGPT and AI are going to elevate our expec-
tations of speed to a whole other level. Now, instead of taking 
an hour or two to craft a well- worded email, it can be done 
in minutes.

Even writing this book took a lot less time than my previous 
books, which could lead to impatience from my publisher 
and shorter deadlines in the future.

It still begs the question I asked at the beginning of this book: 
‘What will you do with this time?’

Will you just fill it with more work, activities and things 
that mean —  despite tasks that used to take hours, taking 
minutes —  your days are even more full?

The post- pandemic era has already shown us that there are 
alternative models of work: working from home, working 
overseas and all the hybrid models in between. Now let’s 
throw in reduced working weeks, like nine- day fortnights 
or four- day work weeks, and we truly have a tool that can 
help us get things done quicker, allowing us that extra day 
of leisure.
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This is why we need to consider this a revolution of how we 
work. Don’t miss the opportunity to take back time to spend 
more wisely. Don’t let this be yet another tool that helps you 
fill your day with even more meetings.

Use it to help you make time for the people, things and 
activities that are most important to you.
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The elephant 
in the room

I’m sure as you have been reading this book, you’ve been 
asking yourself: Did she use ChatGPT to write a book 
about ChatGPT?

The answer is yes … kind of.

Now before you jump to any conclusions, let me explain a 
few things.

First and foremost, ChatGPT did not write this book for 
me. While it is true that it was a helpful tool throughout the 
writing process, it was only one of many. In fact, the bulk 
of the work involved a great deal of editing, revising and 
reworking of the text that ChatGPT helped me generate.

When I first began the project, I was given a four- week 
deadline. Previously, my books would have taken 12 weeks 
to generate this quantity and quality, so I knew I needed help 
to generate ideas and content. Using prompts that I crafted 
myself, I was able to generate a wealth of content that formed 
the framework of the book.
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But, just like a house, you can’t live in the frame! It’s not until 
the walls, floors, ceiling and the finishing touches happen 
that you get a final product.

It wasn’t as simple as just pressing a button and watching the 
words flow out onto the page while I filed my nails. I spent 
a lot of time tweaking and refining the suggested content 
that was generated making sure that that my voice and style 
were fully present. I had to replace certain words and phrases 
that didn’t quite fit, and I added my own personal touches to 
ensure that the finished product was truly my own.

And, of course, there was the work of editing and revising. 
No matter how good a tool like ChatGPT is, there’s no 
substitute for human intervention when it comes to crafting a 
truly engaging and readable book.

I poured (and sometimes agonised) over the manuscript, 
refining the language, tightening up the pacing, and 
ensuring that the narrative flowed smoothly from one chapter 
to the next.

All of these efforts combined to produce a book that I’m 
extremely proud of, and I can say with complete honesty that 
I could not have done it without the help of ChatGPT. But it’s 
important to remember that, while ChatGPT is a powerful 
tool, it is only that —  a tool.

In many ways, working with ChatGPT was like collaborating 
with an incredibly talented writing partner. It provided me 
with a wealth of ideas and inspiration, and allowed me to 
approach the writing process in a whole new way. But just 
like any good partnership, it was a give- and- take relationship. 
While ChatGPT provided me with a great deal of support, 
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I also had to put in a lot of work to shape and refine the 
content it generated.

At the end of the day, it was the creativity, vision and hard 
work of an entire team of human beings that brought this 
project to life. From the inception of the idea from a human 
to the structure by a human, to the editing by quite a few 
humans, to the human legal eagles running their eye over it, 
to the human who designed the cover and the humans who 
created the marketing plan for it.

So, if you’re thinking of using a tool like ChatGPT to help 
you with your writing, my advice would be to go for it —  but 
don’t rely on it too heavily. Remember that no matter how 
good a writing tool may be, it can never replace the creativity, 
passion and hard work that you bring to the table.

Hope I was able to help.

Cheers,
Donna
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