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10 admin jobs to hand to AI
Copy the prompt, swap in your details, and use your organisation's approved AI tool. Remove names
and personal details first.

0 1 · M EETI NG S

Meet ing minut es and act io ns

T r y: Turn these meeting notes into minutes with
decisions, actions, owners and deadlines in a
table.

0 2  · S C H EDU LI NG

First  draft  o f t he ro t a

T r y: Using this availability list and these shift rules,
draft next week's rota and flag any gaps.

0 3  · PO LI C I ES

What  changed in a po licy

T r y: Compare these two versions of our policy and
list every change in plain English for staff.

0 4 · S U PERVI S I O N

Supervisio n and o bservat io n t emplat es

T r y: Create a supervision notes template for a
[role] with prompts for wellbeing, practice and
goals.

0 5 · EM A I L

Replies t o  ro ut ine emails

T r y: Draft a friendly, clear reply to this email. Keep
it under 120 words and end with a next step.

0 6  · REC RU I TM ENT

Jo b advert s t hat  get  read

T r y: Write a job advert for a [role] from this job
description. Lead with what makes us a good
place to work.

0 7 · REPO RTI NG

Mo nt hly repo rt  summaries

T r y: Summarise these figures into a one-page
update: three headlines, what changed, and what
needs attention.

0 8 · M A RKETI NG

A mo nt h o f so cial po st s

T r y: Plan 8 LinkedIn posts for [audience] about
[topic]. Give a hook, the post and a call to action
for each.

0 9  · TRA I N I NG

Training and cert ificat e t racking

T r y: From this training matrix, list who has
certificates expiring in the next 60 days and draft
reminders.

10  · H A NDO VERS

Shift  o r t eam hando vers

T r y: Turn these shift notes into a handover
summary: priorities, open issues and follow-ups, in
bullet points.
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The AI Admin Cheat Sheet
Ten admin jobs you can hand to AI this week, the prompt formula that
makes it work, and the rules that keep it safe. No coding needed.
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The prompt formula
Vague prompts get vague answers. Give AI these five things and the first draft is usually close.

Ro le
Who should it act

as?

Task
What exactly do you

want?

Co nt ext
What does it need to

know?

Fo rmat
Table, bullets, email,

word count?

To ne
Warm, formal, plain

English?

Role: You're an office manager at a care provider. Task: Write a reminder to staff about completing supervision
notes. Context: Notes are due by Friday and three people are overdue. Format: A short email, under 100 words.
Tone: Friendly but clear.

Use AI safely
Non-negotiable when you handle personal or
sensitive information.

Where to start
Small, boring and repetitive wins first.

1 T ime one week of  admin
Note the jobs you do the same
way every time.

2 Pick one job
Choose the one that's most
repetitive and lowest risk.

3 T ry it  f or t wo weeks
Use the prompt formula, refine it,
and save the prompt that works.

4 Share it
Turn the prompt into a team
template so everyone gets the
time back.

Want someone on your team who
can do this properly?
The Level 4 AI & Automation Practitioner
apprenticeship trains existing staff to spot where
automation saves time, put AI in properly and do
it safely. It includes a real workplace project and
free subscriptions to key AI tools. Up to 95%
government-funded.
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Use the AI tools and accounts your
organisation has approved

✓

Anonymise first: remove names, dates of birth,
addresses and case details

✓

Check every output. AI can sound confident
and still be wrong.

✓

Keep a person responsible for anything that's
sent, signed or filed

✓

Follow your data protection (GDPR) and
confidentiality policies

✓

Never paste information about service users,
children or patients into a public AI tool

✕

Never let AI make decisions about people on
its own

✕
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