
Prompt Engineering for Business and Motor 
Industry Professionals 

The source outlines a professional training course on Prompt Engineering with 
ChatGPT for business and motor industry professionals, focusing on leveraging AI to 
streamline tasks across departments like HR, Finance, Operations, and Service. The 
curriculum covers foundational concepts, such as how language models work, 
advanced techniques like Chain-of-Thought and Few-Shot prompting, and practical 
applications using tools like ChatGPT, Microsoft Copilot, and Canva. A strong 
emphasis is placed on ethical AI use, including strict warnings against inputting 
confidential data, and the importance of human review to verify facts and ensure 
compliance. Ultimately, the course teaches participants to construct strong, highly 
specific prompts that control the AI's role, tone, format, and task to achieve 
professional-grade business outputs. 

 

Structured prompt design maximizes AI utility across diverse departments by ensuring 
that the outputs are not vague but are instead clear, structured, and reliable, 
transforming general AI capabilities into professional-grade instructions and specific 
business results. 

The maximization of utility is achieved through several core principles of structured 
prompting: 

1. Establishing Context and Constraints for Quality Output 

Structured prompts move beyond weak, vague requests by defining precise parameters, 
which is essential for maximizing quality and relevance. The quality of the AI output 
fundamentally depends on the clarity, context, and constraints provided in the prompt. 

Key elements of a structured business prompt that maximize utility include: 

• Role: Specifying who the AI should act as (e.g., HR Manager, CFO, Workshop 
Supervisor). This immediately aligns the AI's response with departmental expertise and 
appropriate terminology. 

• Task: Clearly defining what the AI must produce (e.g., a memo, a checklist, a 
summary). 

• Format: Dictating how the output should be presented (e.g., bullets, a two-column 
table, an email with a subject, greeting, and closing). 



• Tone & Style: Controlling the language (e.g., professional, empathetic, concise, 
technical, plain-language) to ensure consistency with corporate communication 
standards. 

• Context & Constraints: Providing necessary background and defining limitations 
such as length (e.g., 120 words, 150 words), audience, and mandatory inclusions (e.g., 
a rescheduling link or disclaimers). 

This structured approach ensures that AI is used as an effective decision-support 
partner, delivering faster documentation, clearer communication, and better 
summaries. 

2. Tailoring AI Functions to Departmental Needs 

Structured prompt design allows departments to apply AI to speed up everyday tasks by 
creating prompts tuned to specific real-world tasks like safety, compliance, and 
customer communications. 

Department 
Utility Maximized by Structured 
Prompts 

Prompt Example (Template) Source(s) 

HR (Human 
Resources) 

Generating job ads aligned to 
required skills, drafting screening 
emails, creating onboarding 
checklists, and rewriting policies 
in plain language. 

Role: HR Manager. Task: 
Draft a job ad for Service 
Technician.... 

 

Finance 

Summarizing reports, explaining 
variances, automating routine 
correspondence, generating 
monthly highlights, and drafting 
polite payment reminders. 

Role: CFO. Task: Summarise 
these expenses by 
category.... 

 

Operations 

Creating safety checklists, 
maintenance schedules, step-
by-step Standard Operating 
Procedures (SOPs), and drafting 
toolbox talk scripts. 

Role: Workshop Supervisor. 
Task: Create a 5-point safety 
checklist for mechanics 
handling high-voltage EV 
components, in clear, 
technical language. 

 

Sales & 
Service 

Drafting customer replies, 
crafting apology/recovery emails, 
designing service follow-up 

Role: Customer Care Lead. 
Task: Draft response to delay 
complaint. Format: Email 

 



messages, and generating social 
posts for marketing content. 

with subject, 120–150 words, 
empathetic tone. 

3. Leveraging Advanced Techniques for Consistency and Complexity 

Utility is further maximized across departments by selecting the appropriate prompting 
technique based on the task complexity: 

• Few-Shot Prompting: Providing 2–5 examples maximizes utility when consistent, 
high-quality outputs following a defined pattern are needed, such as creating 
templates across a team or replicating specific job ad styles. 

• One-Shot Prompting: Using a single example maximizes utility when a specific tone, 
voice, or layout is required, such as using a sample email tone to draft a sensitive 
follow-up message. 

• Chain-of-Thought Prompting: Asking the AI to reason step-by-step is critical for 
maximizing utility in tasks requiring logic and reasoning, such as troubleshooting 
technical issues or making complex policy decisions. 

• Prompt Chaining: This technique is used when the task is complex or multi-stage 
(e.g., analyzing complaints, grouping them by cause, and then drafting response 
templates for the top three issues), allowing the output from one step to serve as input 
for the next. 

By choosing the correct technique, businesses get accurate results faster and reduce 
the time spent on editing. 

4. Integration and Reusability 

Structured prompt design supports utility maximization by enabling the creation of 
reusable prompt templates that can be stored in a library, versioned as they improve, 
and shared across the team. 

These structured prompts serve as the input that is fed into specialized AI tools, turning 
instructions into tangible performance metrics, reports, and designs: 

• Text & Reasoning: Prompts used in tools like ChatGPT and Microsoft Copilot generate 
text summaries, reports, and rationale, supporting HR, Finance, and Operations. 

• Design & Layouts: Prompts directed at tools like Canva turn text descriptions into 
polished visuals, infographics, or posters needed for training or reports. 

Ultimately, structured prompting provides the context, structure, and clarity needed for 
these tools to deliver actual business results across all departments. 



Based on the sources, Notion AI is identified as a tool primarily used for Productivity & 
Workflow, specifically enabling structured note-taking, planning, and collaborative 
writing. 

It is listed alongside other productivity tools like Zapier and Trello, which are used for 
connecting AI tools to workflows and for team task management/project tracking, 
respectively. 

Notion AI is part of a broader category of tools that utilize prompts to generate business 
results. While other tools like ChatGPT and Microsoft Copilot are designated as "AI Text 
& Reasoning Tools" for summarizing and report generation, and Canva is used for 
"Design & Visual Creation", Notion AI focuses on supporting structured organizational 
tasks within a workflow context. 

 

The primary benefit of Few-Shot Prompting is that it is used to ensure consistent, high-
quality outputs that follow a defined pattern. 

Here is a breakdown of the benefits and applications of Few-Shot Prompting: 

1. Ensures Consistency and Quality 

• Guidance: Few-shot prompting works by providing the AI model with 2 to 5 examples 
to strongly guide the output. 

• Defined Pattern: It is the best technique to use when you need consistent outputs that 
adhere to a specific pattern. 

• Consistent Templates: It is particularly useful for creating consistent templates across 
a team. This ensures that documents, communications, or reports generated by the AI 
maintain a uniform style, structure, and quality, regardless of which team member uses 
the prompt. 

2. Practical Application 

Few-Shot Prompting is used in business contexts where replication of style or structure 
is necessary: 

• Example Use Case: "Here are 3 sample job ads — write one more for a Service 
Advisor, matching style and layout". 

3. Avoiding Vague Outputs 

By including examples for the AI to imitate, few-shot prompting is a method for fixing 
vague prompts. This moves the AI output away from being generic and ensures it 
matches the desired professional standard. 



When choosing which prompting technique to use, few-shot prompting is 
recommended when you want consistent quality across documents. By choosing the 
right technique, such as few-shot when consistency is needed, you get accurate results 
faster and spend less time editing. 

 

Based on the provided sources, the material focuses heavily on the benefits, 
requirements, and use cases of Few-Shot Prompting, but it does not explicitly detail any 
specific constraints or limitations inherent to the technique itself. 

The sources define the technique by its requirements, which could imply a limitation 
compared to Zero-Shot Prompting: 

1. Requirement of Examples: Few-Shot Prompting is defined by the necessity to provide 
2–5 examples to strongly guide the output. This implies that you must have 2–5 
examples prepared to use this technique effectively. 

2. Specific Purpose: The technique is recommended specifically when you need 
consistent, high-quality outputs following a defined pattern. It is used when you want 
consistent quality across documents. If a task is quick and generic, Zero-Shot 
Prompting is recommended instead, suggesting Few-Shot Prompting is generally 
reserved for tasks requiring higher structure or complexity. 

In summary, the sources describe Few-Shot Prompting as a positive method for fixing 
vague prompts by including examples to imitate, and they do not list specific 
constraints like increased processing time or potential overfitting based on the limited 
examples provided. 


