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Build Your Personal Al Toolkit

Most people use Al the same way every time: open a tab, start from scratch, get something useful,

close the tab. The next conversation starts over.

A personal Al toolkit is the answer to that. It is your small capability library for working with Al: prompt
templates, skills, assistants, and knowledge files that you have built, personalized, tested, and
organized so you can reuse them. The goal is not a perfect system. It is a practice that compounds the

more you use it.

Think of it as the bridge between "l tried a useful prompt once"and "l have a reliable way to do this kind

of work again."

Download the Starter Pack

Download the Start Your Personal Al Toolkit Starter Pack

The pack is self-explanatory once you open it:

e Start Here.pdf at the root: the suggested order
¢ Build Your Personal Al Toolkit.pdf at the root: this guide

e Guides/: printable PDFs for Build Your Al Sidekick, Al Chat App Personalization, and How to Create
Your Own Al Writing Partner

e Example Toolkit: a filled-in reference library

e My Al Toolkit: empty folders and templates you build in

Browse the example, then work in your own copy. You do not need to complete every file at once.

Quickstart

Do not start by organizing the whole folder. Start by getting one useful rep.

Pick one real HR work moment where Al could help you be clearer, faster, safer, or more consistent.
Decide whether the asset is a prompt, skill, assistant, or knowledge note (see below). Use the First
Toolkit Rep promptin Example Toolkit/Prompts/Example Prompts.docx to get started, testthe draft
once in a fresh chat with safe, realistic information, then save the improved version in My Al Toolkit

where you will find it again.

That is a successful first pass. Add more whenever the next real moment comes up.
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https://video.aiforhrmastermind.com/public/default/start-your-personal-ai-toolkit-starter-pack.zip

Building with Al: copy an entire entry from Example Toolkit, paste it into a chat with your
sidekick, and ask Al to follow it as a model for structure and format when writing your version.

Test once in a fresh chat before you treat it as saved.

What Goes In a Toolkit

Your sidekick. The reusable prompt you paste when your role and context matter. It is not a workflow
tool. It is the assistant that helps you build everything else. Keep it in Assistants alongside workflow-
specific assistants. See Guides/Build Your Al Sidekick.pdf in this starter pack.

Prompt templates. Reusable conversation starters and follow-up questions. Keep the few you actually
reusein My Prompts.docx . D0 nottryto track every prompt you find. If a prompt is not useful enough

to save, leave it in your notes or chat history for now.

Skills. Repeatable procedures that need consistent execution: question order, checklists, tone rules,
and examples of what good output looks like. Extract them from conversations that already worked.
Keep each inits own folder when the procedure is long or needs accompanying files. A skill can be a
chat-ready procedure you paste into an approved Al chat, not only something you install in a tool. See
Al Skills: Save, Reuse, and Share (PDF).

Al assistants (custom Al assistants). Custom instructions for a dedicated assistant built around
recurring work. Built once, reused whenever that workflow family comes up. Open Al Assistants,

Agents, and Agentic Al in the Mastermind library (lesson link; paid membership required.

Knowledge. Context you keep re-explaining: writing preferences, project background, policies,

process docs. Attach or paste at session start when the topic comes up.

The rule of thumb: templates start the conversation, skills run the procedure, assistants
orchestrate the broader work, and knowledge carries the context. If you would search for it again,

save it. If you have already explained it twice this week, it belongs in knowledge.

Use approved tools and safe data. Do not paste confidential employee data, medical
information, compensation details, investigations, legal matters, or identifiable sensitive
information into a public Al tool. When in doubt, remove names and identifiers, use fake or

aggregated data, or work only inside an approved company tool.

The Add-to-Toolkit Habit

The most important practice is not building the toolkit. It is noticing when something is worth

keeping.
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https://video.aiforhrmastermind.com/public/ai-for-hr-mastermind/ai-skills-save-reuse-and-share.pdf
https://members.aiforhrmastermind.com/collection/Q29sbGVjdGlvbjozNjU1NA==?u=17abced4-3354-401c-9834-fedc2f447752

You will run into prompts in guides, from colleagues, and in community spaces that look useful. Before
saving them directly, take a moment to personalize. A generic prompt will work generically. A prompt
tuned to your role, your organization, and the way you like Al to respond will work the way you actually

need it to.

When you find a prompt worth saving: paste it into a chat with your sidekick and ask it to adapt

the prompt for your role and context. Test the adapted version once. If it works better, save it.

The same habit applies to assistants you build and conversations that go well. After a productive

session, ask Al to extract what worked:

That conversation worked really well. Extract the prompt pattern that made it work. If the useful
part is the opener, write it as a prompt template. If the useful part is the procedure, write it as a
reusable skill | can paste next time. Include any context from my role or goals that made the

output better.

Save the version that still works in a fresh chat, then keep iterating from there.

Organizing for Findability
The organizing principle is simple: find anything in 10 seconds.

The starter pack uses four folders inside My Al Toolkit: Prompts/ , skills/ , Assistants/ ,and

Knowledge/ . Use the toolkit overview only to help you find the few things you save.

Format does not matter. A notes app, a shared doc, the starter pack folder: what matters is that you

have one place and that you actually look there.

Keep the bar high. A small toolkit you trust beats a giant folder of prompts you never open.

Building With Al
You do not have to build your toolkit alone. Your sidekick is a useful prompt writer for it.

Once you have a sidekick that knows your role and context, use it to adapt prompts, write assistant
instructions, and systematize recurring work. See Guides/Build Your Al Sidekick.pdf in this starter

pack for the full hands-on walkthrough.
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I want to add a new prompt template to my personal Al toolkit. The task is: {{ describe the task }}.
I run this task {{ how often }}. The context that matters most is {{ your role, team, relevant
constraints }}. Write a prompt template | can save and reuse. Then give me one question to test

whether it works before | add it to My Prompts.

Keep It Growing

Your toolkit should get better the more you use it, not stay frozen.

After a great session: spend two minutes extracting what worked. One saved prompt is worth more

than a month of starting from scratch.

When your role or priorities shift: update your sidekick prompt and any skills, assistants, or

knowledge files that depend on context that has changed. Stale context produces stale output.

When something stops working: ask your sidekick to help you diagnose the prompt. What context is
missing? What has changed in how you do this task? Fixing a broken prompt is faster than building a

new one.

Where to Go Next

* Guides/Build Your Al Sidekick.pdf in this pack: foundation of your toolkit

e Al Skills: Save, Reuse, and Share (PDF): prompt templates, skills, and assistant instructions

e Creating Your Custom Al Assistant in the Mastermind library (lesson link): free account required;
includes video

¢ Build and Maintain Team and Organization Al Toolkits in the Mastermind library: paid membership

required
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