
Top AI prompts for an Office Manager
Do you want to start using Artificial Intelligence (AI) in your role but don’t know where to start and how 
it can benefit you? AI prompting is giving specific instructions or questions to an AI to get relevant and 
accurate responses. It helps guide the AI to understand what you need and respond appropriately.

The CREATE formula is a great structured approach for crafting effective AI prompts to get the 
outcome you want, but in a simple way. 

C haracter: Define the persona or role the AI should assume. 
R equest: Clearly state the task or question. 
E xamples: Provide sample inputs and desired outputs. 
Adjustments: Specify modifications or constraints. 
T ype of output: Indicate the format and detail level of the response.
E xtras: Include additional context or instructions to refine the output.

Example:
(C) Assume you are an experienced Office Manager in a busy office environment. (R) Provide strategic 
advice on how to implement a new office software system. (E) Specifically, outline steps to ensure 
a smooth transition for all employees. (A) Focus on strategies that minimise disruption and promote 
efficiency. (T) Provide a detailed implementation plan, including immediate actions and long-term 
goals. (E) Consider current office workflows, potential challenges, and employee impact in your 
advice.

Here are fifty ideas for prompts that office managers can use to improve efficiency, 
productivity, and workplace morale:

Office Layout and Environment

How can we improve the office layout to enhance productivity and collaboration? 

What are the best practices for maintaining a clean and organised office environment? 

How can we improve our office’s sustainability practices? 

Develop a plan for regular office maintenance and repairs. 

How can we create a more flexible and adaptable office environment? 

How can we improve our office’s energy efficiency? 

How can we improve our office’s accessibility for employees with disabilities? 

How can we improve our office’s ergonomics to prevent employee injuries?

Metrics and Performance Tracking

What are the key metrics we should track to measure office performance?
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Health and Wellness

How can we improve our office’s health and wellness programmes?



Communication and Collaboration

How can we improve communication between different departments in the office? 

How can we create a more inclusive and diverse workplace culture? 

Develop a strategy for improving employee engagement and satisfaction. 

How can we better support employee professional development and training? 

What strategies can we use to foster teamwork and collaboration? 

How can we create a more transparent and open office environment? 

Develop a plan for fostering a positive and collaborative office culture.
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Conflict Management and Resolution

What are the best ways to manage office conflicts and disputes?

Office Management and Efficiency

Develop a plan for streamlining office supply management and procurement. 

What tools and software can we use to improve office management tasks? 

What are the best practices for managing remote and hybrid work arrangements? 

How can we implement a more efficient meeting scheduling system? 

Develop a process for managing office equipment and technology upgrades. 

How can we better manage office projects and initiatives? 

What tools and techniques can we use to improve office productivity? 

How can we ensure that office supplies and resources are used efficiently? 

Develop a plan for continuous improvement in office management practices.

Employee Support and Well-being

How can we ensure that new employees are onboarded smoothly and effectively? 

How can we improve our office’s customer service and reception area? 

What strategies can we implement to reduce employee stress and burnout? 

What strategies can we implement to encourage healthy work-life balance? 

How can we better manage our office budget and expenses? 

What are the best ways to celebrate and recognise employee achievements? 

Develop a plan for improving office morale and motivation.

Event Planning and Organisation

What are the best practices for organising office events and activities?



Safety and Emergency Preparedness

What are the key elements of an effective office safety plan? 

What are the key elements of an effective office emergency preparedness plan? 

How can we improve our office’s IT support and infrastructure? 

Develop a process for handling employee grievances and complaints. 

What are the best practices for handling confidential and sensitive information? 

How can we ensure that office policies and procedures are up to date and effective? 

Develop a strategy for ensuring compliance with workplace regulations and standards.

Documentation and Data Management

What are the best practices for organising and storing office documents? 

How can we improve our office’s data security and privacy practices? 

How can we improve our visitor management system?
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Contact us to discuss any of the above or to find out how we can help you more with our AI services.

Find out more

Iterative Prompting - refining and adjusting prompts based on the AI’s responses to gradually guide 
it towards your desired outcome. As an example, let’s create a travel itinerary for a trip to Japan.

Initial Prompt: Generate a rough outline for a week-long trip to Japan, focusing on major cities like 
Tokyo, Kyoto, and Osaka.
The AI will provide a basic itinerary including major tourist attractions in Tokyo, Kyoto, and Osaka.

First Iteration: Refine the itinerary by adding specific recommendations for culinary experiences in 
each city that are popular with locals, not just tourists.
The AI might then add local food recommendations in Tokyo, Kyoto, and Osaka.

Second Iteration: Further refine the itinerary by incorporating a day trip to a lesser known but 
culturally significant location near one of the cities, including how to get there and what to do.
The AI may suggest a day trip to Nara from Osaka, detailing transportation options and key activities.

Third Iteration: Finalise the itinerary by including tips for cultural etiquette that travellers should 
observe in the places mentioned, to enhance their experience and respect local customs.
The AI might then incorporate etiquette tips for visiting temples in Kyoto, dining in Tokyo, and 
interacting in Nara.

Innovation and Technology

How can we enhance our use of AI and automation in customer support? 

What strategies can we implement to reduce customer wait times? 

How can we improve our proactive support to prevent issues before they occur? 

How can we improve our voice support services? 

How can we ensure our support processes are compliant with industry regulations?


