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How to Use This Guide

Artificial Intelligence can help you write, learn, research, plan, brainstorm, solve problems, create
content, develop business ideas, and become more productive. The key is learning how to give clear
instructions.

The quality of your Al output often depends on the quality of your
instructions.

You do not need to be a programmer or technology expert to use Al effectively. Use the prompts in
this guide as templates: copy them, replace the bracketed placeholders with your own information,
run them in your preferred Al assistant, then refine the result through follow-up instructions.

The Simple Prompt Formula
ROLE + TASK + CONTEXT + REQUIREMENTS + OUTPUT

Role: Who should the Al act as?

Task: What exactly should it do?

Context: What background information matters?
Requirements: What rules or constraints should it follow?
Output: How should the final answer be presented?

Beginner Rule

Do not worry about writing a 'perfect' prompt on your first attempt. Start clearly, review the answer,
then ask Al to improve, expand, simplify, restructure, or challenge the result.
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LEARNING & EDUCATION

Copy, customize, practise.

Use this when: You are completely new to a subject.

Prompt:

Act as an expert teacher. Teach me [TOPIC] from absolute beginner level. Assume | have no previous
knowledge. Start with the basic concepts, explain important terms in simple language, use practical
examples, and gradually introduce more advanced ideas. At the end, give me five questions to test my
understanding.

Use this when: A topic feels too technical or complicated.

Prompt:

Explain [TOPIC] to me as if | were a complete beginner. Avoid unnecessary technical language. Use
simple examples, comparisons, and everyday situations to help me understand it. Then summarize the
entire explanation in five key points.

Use this when: You want a structured learning routine.

Prompt:

Act as a learning strategist. | want to learn [SKILL/TOPIC] within [TIME PERIOD]. | can study for
[NUMBER] hours per day/week. Create a realistic step-by-step learning plan. Divide it into stages and
tell me what | should learn, practise, and accomplish at each stage.

Use this when: You want interactive teaching.

Prompt:

Be my personal tutor for [SUBJECT]. Teach me one concept at a time. After explaining each concept, ask
me a question to check my understanding. Do not move to the next concept until | respond. If my
answer is incorrect, explain the mistake simply before continuing.

Use this when: You need exercises to reinforce learning.

Prompt:

Create 20 practice questions about [TOPIC] for a beginner. Include easy, intermediate, and challenging
questions. Do not show me the answers immediately. After the questions, create a separate answer
section with explanations.

50 Powerful Al Prompts for Beginners | 3


https://davekaacademy.com

‘,,. 4l DAVEKA ACADEMY

Use this when: You have long notes or reading material.

Prompt:

Summarize the following material for a beginner. Identify the main ideas, important facts, key terms,
and conclusions. Remove unnecessary repetition while keeping important information. End with a
section titled 'What You Should Remember.' [PASTE MATERIAL]

Use this when: You want to memorize key facts.

Prompt:

Turn the following information into study flashcards. Each flashcard should contain a clear question on
one side and a short, accurate answer on the other. Focus on the information most important for
remembering and understanding the topic. [PASTE MATERIAL]

Use this when: You want Al to quiz you.

Prompt:

Act as my examiner on [TOPIC]. Ask me 10 questions one at a time. Wait for my response before asking
the next question. After every answer, tell me whether | am correct, explain why, and give me a score.
At the end, calculate my total score and tell me which areas | need to study again.

Use this when: You need to understand differences clearly.

Prompt:

Compare [CONCEPT A] and [CONCEPT B] for a beginner. Explain what each one means, their
similarities, differences, advantages, disadvantages, and when each should be used. Finish with a
simple real-world example.

Use this when: You want to progress from beginner to advanced.

Prompt:

| want to become highly competent in [SKILL]. Create a roadmap from beginner to advanced level.
Divide the roadmap into Beginner, Intermediate, and Advanced stages. For each stage, list what |
should learn, what | should practise, and a practical project | can complete to demonstrate my ability.
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WRITING & COMMUNICATION

Copy, customize, practise.

Use this when: You want clearer, more professional writing.

Prompt:

Act as a professional editor. Improve the text below for grammar, clarity, structure, readability, and
professionalism while preserving my original meaning. After rewriting it, briefly explain the most
important improvements you made. [PASTE TEXT]

Use this when: You need a polished business email.

Prompt:

Write a professional email about [PURPOSE]. The recipient is [PERSON/ROLE]. The goal of the email is
[DESIRED RESULT]. Keep the message clear, polite, confident, and concise. Include an appropriate
subject line and call to action.

Use this when: You need the same message in a different tone.

Prompt:
Rewrite the text below using a [PROFESSIONAL/FRIENDLY/PERSUASIVE/CONFIDENT/WARM] tone.
Preserve the original meaning while improving clarity and flow. [PASTE TEXT]

Use this when: You want clean, error-free writing.

Prompt:
Proofread the text below. Correct grammar, spelling, punctuation, sentence structure, and awkward
wording. Do not change the intended meaning or add unnecessary information. [PASTE TEXT]

Use this when: Your draft is too long or repetitive.

Prompt:
Rewrite the following text to make it shorter, clearer, and more direct. Remove repetition and
unnecessary words without removing important information. [PASTE TEXT]
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Use this when: You need a structured business-style report.

Prompt:

Act as a professional report writer. Create a structured report about [TOPIC]. Include an executive
summary, background, key findings, analysis, recommendations, and conclusion. Use professional but
easy-to-understand language.

Use this when: You have rough points that need structure.

Prompt:

Convert the rough notes below into clear, professional writing. Organize the ideas logically, improve
sentence structure, and make the final version easy to read without changing the intended meaning.
[PASTE NOTES]

Use this when: You want readers to take action.

Prompt:

Write a persuasive message encouraging [TARGET AUDIENCE] to [DESIRED ACTION]. Focus on their
likely needs, problems, motivations, and benefits. Keep the message credible and avoid exaggerated
claims. End with a clear call to action.

Use this when: You need to plan a presentation quickly.

Prompt:

Create a professional presentation outline about [TOPIC] for [AUDIENCE]. The presentation should
contain approximately [NUMBER] slides. For each slide, provide a title, the main message, key
supporting points, and a suggestion for an appropriate visual.

Use this when: You need a well-structured speech.

Prompt:

Write a [NUMBER]-minute speech about [TOPIC] for [AUDIENCE]. Begin with an attention-grabbing
opening, organize the main points logically, include relatable examples, and finish with a memorable
conclusion and call to action.
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PRODUCTIVITY & PLANNING

Copy, customize, practise.

Use this when: You have many tasks and need priorities.

Prompt:

Act as a productivity coach. Help me organize my day using the tasks below. Prioritize them based on
urgency and importance, suggest a realistic order for completing them, include appropriate breaks, and
identify tasks that could be postponed or delegated. Tasks: [LIST TASKS]

Use this when: You need a balanced weekly routine.

Prompt:

Create a realistic weekly schedule for me based on these responsibilities: [RESPONSIBILITIES]. My
available hours are [AVAILABLE TIME]. Prioritize important work while including time for breaks,
learning, personal responsibilities, and unexpected tasks.

Use this when: A goal feels too large to start.

Prompt:
My goal is to [GOAL]. Break this goal into smaller, manageable milestones. For each milestone, identify
the key actions, suggested deadline, resources needed, and a simple way to measure progress.

Use this when: You need to decide what deserves attention first.

Prompt:

Analyze the following task list and organize it into four categories: urgent and important, important but
not urgent, urgent but less important, and low priority. Explain briefly why each task belongs in its
category. [TASK LIST]

Use this when: You want a reliable process for a project.

Prompt:
Create a comprehensive but practical checklist for [ACTIVITY/PROJECT]. Organize the checklist into
preparation, execution, review, and completion stages. Keep each action clear and specific.
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Use this when: You want to enter a meeting prepared.

Prompt:

Help me prepare for a meeting about [TOPIC]. The participants are [PEOPLE/ROLES]. My objective is
[OBJECTIVE]. Create a meeting agenda, important questions to ask, key points | should prepare,
potential objections, and desired next steps.

Use this when: You need clear follow-up after a meeting.

Prompt:

Analyze these meeting notes and extract the important decisions, action items, responsible persons,
deadlines, unresolved questions, and follow-up requirements. Present everything clearly. [PASTE
NOTES]

Use this when: You need structured problem-solving.

Prompt:

Help me analyze this problem: [DESCRIBE PROBLEM]. Identify possible root causes, assumptions | may
be making, possible solutions, advantages and disadvantages of each solution, and the most practical
next step.

Use this when: You are choosing between alternatives.

Prompt:

Help me decide between [OPTION A] and [OPTION B]. My priorities are [PRIORITIES]. Compare both
options based on cost, benefits, risks, short-term impact, long-term impact, and any important factors |
may have overlooked. Do not make assumptions without clearly identifying them.

Use this when: You need a month-long execution plan.

Prompt:

Create a practical 30-day action plan to help me achieve [GOAL]. Divide it into four weekly phases. Give
me specific actions for each week, expected outcomes, and simple metrics | can use to measure
progress.
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CAREER & PROFESSIONAL
DEVELOPMENT

Copy, customize, practise.

Use this when: You want a stronger CV for a target role.

Prompt:

Act as a professional CV writer and recruiter. Review the CV information below for a [TARGET JOB]
position. Improve weak descriptions, highlight measurable achievements, strengthen action verbs, and
suggest relevant skills or keywords that may be missing. Do not invent experience or achievements.
[PASTE CV]

Use this when: You want to anticipate interview questions.

Prompt:

Act as an experienced recruiter interviewing someone for a [JOB TITLE] position. Give me 15 likely
interview questions, explain what the interviewer is assessing with each question, and provide a strong
example of how a candidate could structure the answer.

Use this when: You want realistic interview practice.

Prompt:

Conduct a realistic mock interview with me for a [JOB TITLE] position. Ask one question at a time and
wait for my answer. After each answer, evaluate it, identify strengths and weaknesses, and suggest a
better way to respond.

Use this when: You need a tailored application letter.

Prompt:

Write a tailored cover letter for a [JOB TITLE] position at [COMPANY]. My relevant experience includes
[EXPERIENCE]. My strongest skills are [SKILLS]. Explain how my background could contribute to the
organization without inventing information.
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Use this when: You want to enter or grow in a career field.

Prompt:

I want to build a career in [CAREER FIELD]. Identify the most important technical skills, soft skills, tools,
and industry knowledge | should develop. Rank them from highest to lowest priority and create a
suggested learning sequence for a beginner.

Use this when: You need a concise professional introduction.

Prompt:

Write a professional biography based on the information below. Make it suitable for LinkedIn, a
company website, portfolio, or professional event. Highlight expertise, experience, achievements, and
professional interests without sounding exaggerated. [YOUR INFORMATION]

Use this when: You want stronger professional positioning.

Prompt:

Act as a LinkedIn profile strategist. Help me improve my profile for opportunities in [INDUSTRY/ROLE].
Suggest a stronger headline, About section, skills, profile keywords, and improvements to my
experience descriptions.

Use this when: You want a structured path to a future role.

Prompt:

My current role is [CURRENT ROLE], and | want to progress toward [TARGET ROLE]. Create a 12-month
professional development plan identifying skills to develop, projects to undertake, relationships to build,
learning activities, and measurable milestones.
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BUSINESS & ENTREPRENEURSHIP

Copy, customize, practise.

Use this when: You want realistic ideas matched to your resources.

Prompt:

Act as a business strategist. Generate 10 realistic business ideas for someone with skills in [SKILLS], a
starting budget of [BUDGET], and an interest in [INDUSTRY/AREA]. For each idea, explain the target
customer, problem being solved, potential revenue model, startup requirements, and major risks.

Use this when: You want to test an idea before investing.

Prompt:

Evaluate this business idea objectively: [BUSINESS IDEA]. Analyze the target market, customer problem,
value proposition, competition, revenue opportunities, startup requirements, risks, and assumptions
that need to be validated before investing money.

Use this when: You need a clearer picture of your ideal customer.

Prompt:

Help me define the ideal target audience for [PRODUCT/SERVICE]. Describe their likely demographics,
needs, frustrations, motivations, buying behavior, objections, and factors that could influence their
purchasing decision.

Use this when: You need an actionable route to market.

Prompt:

Act as a marketing strategist. Create a practical marketing strategy for [BUSINESS/PRODUCT]. The
target audience is [AUDIENCE], the primary objective is [OBJECTIVE], and the available budget is
[BUDGET]. Recommend positioning, channels, content themes, customer acquisition tactics, and key
performance indicators.

Use this when: You want a framework for competitive research.

Prompt:

Help me conduct a competitor analysis for [BUSINESS/INDUSTRY]. Identify the main areas | should
investigate, including products, pricing, positioning, customer experience, marketing channels,
strengths, weaknesses, and potential market gaps. Clearly separate known information from
assumptions requiring further research.
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44. Create a Customer Persona
Use this when: You want a practical representation of your buyer.

Prompt:

Create a detailed customer persona for [PRODUCT/SERVICE]. Include a fictional name, general profile,
goals, challenges, frustrations, motivations, buying triggers, common objections, preferred
communication channels, and what would make this person trust a brand.
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CONTENT & CREATIVITY

Copy, customize, practise.

Use this when: You need a bank of useful content topics.

Prompt:

Act as a content strategist. Generate 30 content ideas about [TOPIC] for [PLATFORM]. My target
audience is [AUDIENCE], and my goal is [EDUCATE/SELL/BUILD AUTHORITY/GENERATE LEADS].
Organize the ideas into educational, entertaining, authority-building, engagement, and promotional
content.

Use this when: You need consistent content for a month.

Prompt:

Create a 30-day social media content calendar for [BRAND/BUSINESS] targeting [AUDIENCE]. For each
day, suggest the content topic, format, main message, hook, and call to action. Balance educational,
engaging, promotional, and trust-building content.

Use this when: You need stronger openings.

Prompt:

Generate 20 attention-grabbing opening hooks for content about [TOPIC]. Make them suitable for
[PLATFORM]. Use different approaches such as questions, surprising facts, mistakes, curiosity,
problems, benefits, and contrarian viewpoints. Avoid misleading clickbait.

Use this when: You want more value from one original asset.

Prompt:

Repurpose the content below into multiple formats: a LinkedIn post, Instagram caption, short video
script, five-post thread, email newsletter introduction, and three short quotes. Adapt each version to the
communication style of its platform instead of simply shortening the original. [PASTE CONTENT]
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MASTER Al PROMPTS

Copy, customize, practise.

Use this when: You have a rough prompt and want a stronger version.

Prompt:

Act as an expert prompt engineer. Improve the prompt below so that an Al assistant can understand my
objective clearly and produce a more accurate, useful, and well-structured result. Identify any important
information that is missing. If necessary, ask me questions before producing the final improved prompt.
My prompt: [PASTE YOUR PROMPT]

Use this when: You know your goal but do not know how to prompt Al.

Prompt:

| want to use Al to accomplish the following task: [DESCRIBE YOUR GOAL]. Act as an expert prompt
engineer and create a powerful prompt for me. The final prompt should clearly define: the Al's role, the
task, relevant context, important requirements and constraints, the desired output format, and quality
standards. If essential information is missing, ask me the minimum number of questions necessary
before creating the final prompt.
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THE 5-STEP PROMPT METHOD

The goal is not to memorize 50 prompts. The goal is to understand how to create your own.

1. ROLE - Who should the Al be?

Examples: teacher, marketing strategist, recruiter, business analyst, copywriter, research assistant,
career coach, financial analyst.

2. TASK - What exactly should it do?

Avoid vague instructions. Replace 'Help me with marketing' with a specific task such as 'Create a
30-day marketing plan for my small fashion business.'

3. CONTEXT - What does Al need to know?

Provide relevant background: your audience, business, level of experience, available resources,
objective, or situation.

4. REQUIREMENTS - What rules should it follow?

Examples: use beginner-friendly language; stay within a stated budget; do not invent statistics; keep
the response under a word limit; explain assumptions.

5. OUTPUT - How should the answer look?

Ask for a step-by-step plan, table, checklist, numbered list, report, script, lesson, or another format
that makes the result useful.

Practice Template

Act as a [ROLE]. Your task is to [TASK]. Here is the context: [CONTEXT]. Follow these requirements:
[REQUIREMENTS]. Present the final result as [OUTPUT].
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COMMON BEGINNER MISTAKES

1. Giving extremely short instructions. Add purpose, context, constraints, and an output format.
2. Providing no context. Al cannot automatically know every important detail about your situation.

3. Accepting the first answer. Ask follow-up questions such as: Make this simpler. Give me another
version. Explain point three. Give me examples. Challenge your assumptions.

4. Treating Al as always correct. Verify important legal, medical, financial, academic, statistical,
current-event, and technical information.

5. Sharing sensitive information. Avoid entering passwords, authentication codes, banking
credentials, confidential client information, or unnecessary private data.

7-DAY BEGINNER Al CHALLENGE

Day 1: Learn something new.

Day 2: Improve a piece of writing.

Day 3: Plan your day or week.

Day 4: Research a business or career idea.

Day 5: Create content.

Day 6: Solve a real problem.

Day 7: Create your own prompt using the five-step method.

Keep learning. Keep experimenting. Use Al as a tool to expand what you can learn, create, and
accomplish.
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