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How to Use This Prompt Library
Every prompt in this library follows a proven four-part structure designed to produce consistently 
high-quality outputs from ChatGPT. Rather than vague, open-ended questions, these prompts give 
the AI model a clear identity, a specific task, the right context, and an expected output format — 
the four ingredients that separate mediocre AI responses from genuinely useful, professional-
grade results.

The philosophy behind Role Prompting is simple: the more precisely you define who ChatGPT is and 
what you need it to do, the more reliably it performs. Think of it as briefing a highly capable 
consultant who needs clear direction before they can deliver their best work. These templates 
eliminate the guesswork and give you a repeatable system for every HR and L&D challenge you face.

To use any prompt, simply replace the bracketed or highlighted details with your own organization's 
specifics — team size, industry, role titles, or business goals. The structure stays the same; only the 
details change.

Role
Who ChatGPT should become — an expert 
persona with specific credentials and 
specializations.

Task
What needs to be done — a clear, action-
oriented directive with a measurable 
outcome.

Context
Background information — organization size, 
audience, constraints, and relevant details.

Format
How the response should be presented — 
tables, bullet lists, frameworks, or step-by-
step plans.
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SECTION 1 OF 5

Learning & Development
The following eight prompts cover the full spectrum of L&D work — from onboarding new hires to 

building certification curricula, conducting training needs analyses, and designing assessments. 
Each prompt positions ChatGPT as a seasoned learning professional, ensuring outputs are 

grounded in established instructional design frameworks and best practices. Use these 
templates to accelerate program design, reduce development time, and produce learning 
experiences that drive measurable behavior change.
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Prompt 1: Design an Employee 
Onboarding Program
Effective onboarding programs are one of the highest-leverage investments an organization 
can make — research consistently shows that structured onboarding improves new hire 
retention and time-to-productivity. Yet most organizations still rely on ad hoc checklists rather 
than intentional learning design. Use this prompt to build a rigorous, week-by-week onboarding 
experience grounded in proven instructional frameworks.

Role
You are a Senior Learning Architect with 15 
years of experience designing onboarding 
programs for global organizations. You 
specialize in ADDIE, Bloom's Taxonomy, and 
the 70-20-10 learning model.

Task
Design a 30-day onboarding program for 
new employees joining [department] at 
[company name].

Context
The organization has 500 employees and 
hires approximately 20 new team 
members every month across Sales, 
Operations, and Customer Success.

Format
Create a week-by-week onboarding plan 
with learning objectives, activities, and 
success metrics for each week.
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Prompt 2: Create a Leadership 
Development Program
Leadership transitions are among the most critical — and commonly underprepared — moments in 
any organization's talent lifecycle. First-time managers face an entirely new set of challenges with 
little formal preparation. This prompt generates a comprehensive 12-week program grounded in 
evidence-based leadership development methodology.

Role
You are a Leadership Development 
Consultant with 20 years of experience 
designing leadership academies for Fortune 
500 companies. You specialize in first-time 
manager transitions, psychological safety, 
and situational leadership.

Task
Design a 12-week leadership development 
program for first-time managers, covering 
core leadership competencies, team 
management skills, and performance 
coaching techniques.

Context
The audience consists of 30 newly 
promoted managers across 6 departments. 
Most have been individual contributors for 
3–5 years. The organization operates in a 
hybrid work model across 3 time zones.

Format
Include learning outcomes, weekly 
curriculum topics, facilitation methods (live 
workshop, e-learning, peer coaching), and a 
360° evaluation framework. Present as a 
structured curriculum table.
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Prompt 3: Build a Learning Path
Structured learning paths are essential for moving employees beyond surface-level exposure to 

genuine skill mastery. Unlike flat course lists, progression-based frameworks scaffold complexity 
in a way that mirrors how real capability development unfolds. This prompt generates a tailored 
three-stage learning journey grounded in competency-based design principles.

Role
You are a Senior Instructional Designer 
specializing in self-directed learning 
journeys and competency-based 

progression frameworks.

Task
Build a structured learning path for [role 
title] employees moving from foundational 
to advanced proficiency in [skill area].

Context
Learners are [experience level] 
professionals. The organization uses [LMS 

platform]. Average available learning time 
is [X hours per week].

Format
Present as a three-stage journey 
(Foundation → Application → Mastery) with 

resources, activities, and milestone 
checkpoints for each stage.
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Prompt 4: Build a Certification 
Curriculum
Certification curricula demand more than a list of topics — they must be rigorously structured to 

meet the standards set by regulatory bodies and professional credentialing organizations. A well-
designed certification program aligns every module, assessment, and outcome to a recognized 
framework, ensuring learners are genuinely prepared for credentialing. Getting this structure 

right from the start accelerates accreditation approval and builds learner trust in the program.

Role
You are a Curriculum Developer with deep 
expertise in professional certification 

programs and credentialing frameworks 
used in [industry].

Task
Design a certification curriculum for 
[certification name] that meets 

[regulatory/professional body] standards.

Context
Participants are [role type] professionals. 

The certification requires [X hours] of 
learning and a [final assessment / portfolio 
/ practical exam].

Format
Include modules, learning outcomes per 

module, assessment criteria, and a 
recommended study schedule. Align to 
[specific framework or standard].

Certified Generative AI in HR & L&D – GSDC

https://www.gsdcouncil.org/certified-generative-ai-in-hr-and-l-and-d


Prompt 5: Training Needs Analysis
In L&D, designing a solution before diagnosing the problem is one of the most common — and costly — 
mistakes. A rigorous Training Needs Analysis ensures that interventions target root causes rather 
than surface symptoms. Use this prompt to generate a structured, evidence-based TNA that 
connects directly to business outcomes.

Role
You are an Organizational Learning 
Consultant specializing in TNA 
methodologies, performance consulting, 
and evidence-based learning design.

Task
Conduct a comprehensive training needs 
analysis for [department/team] to identify 
the root causes of performance gaps and 
recommend targeted learning interventions.

Context
The department has [X] employees. Key 
performance issues include [issue 1] and 
[issue 2]. Business leaders have flagged 
[strategic priority] as critical for the next 12 
months.

Format
Deliver a gap analysis report with prioritized 
recommendations, business impact 
estimates, and a proposed intervention 
roadmap.
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Prompt 6: Skills Gap Analysis
A skills gap analysis gives L&D and HR leaders a precise, data-driven picture of where their 
workforce stands today versus where it needs to be. Without this diagnostic, training investments 
are often misallocated — addressing symptoms rather than the real capability shortfalls that limit 
performance. This prompt produces a structured heat map analysis that makes skill gaps visible, 
prioritized, and actionable.

Role
You are a Talent Intelligence Specialist with 
expertise in competency frameworks, 
workforce analytics, and skills-based talent 
strategy for organizations undergoing 
digital transformation or strategic growth.

Task
Identify critical skill gaps for 
[team/department] against the 
competencies required to achieve 
[strategic goal or business objective] over 
the next [timeframe].

Context
The team currently has [X] members across 
[Y] roles. A recent [performance review / 
business review / leadership assessment] 
flagged [specific capability concern]. The 
organization is moving toward [strategic 
direction, e.g., AI adoption, global 
expansion, new product line].

Format
Produce a heat map table showing current 
vs. required proficiency by role. Use a 1–5 
scale. Highlight critical gaps (score 
difference of 2+) and recommend priority 
interventions for each.
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Prompt 7: Learning Assessment Design
Assessments are the most underinvested element of most training programs — yet they are the 
only way to know whether learning has actually occurred. A well-designed assessment goes 
beyond knowledge recall to measure behavior transfer and on-the-job application. This prompt 
generates a rigorous, scenario-based assessment aligned to Kirkpatrick Levels 2 and 3.

Role
You are an Assessment Design Expert with 
expertise in Kirkpatrick Levels 2 and 3 
evaluation, scenario-based question 
design, and psychometric validity for 
corporate learning programs.

Task
Design a post-training assessment for 
[program name] that measures 
knowledge retention and behavior 
transfer among [audience] who 
completed the program.

Context
The program covered [key topics]. 
Learners are [role type] professionals. 
The assessment will be administered 
[immediately after / 30 days after] 
program completion via [platform]. Pass 
threshold must meet [regulatory / internal 
quality] requirements.

Format
Include 20 scenario-based questions, a 
scoring rubric, a pass/fail threshold 
recommendation, and a retake policy. Map 
each question to a specific learning 
objective and Kirkpatrick level.
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Prompt 8: Build an Annual Training 
Calendar
An annual training calendar transforms L&D from reactive delivery into a strategic function by 

aligning learning activity with business planning cycles, compliance deadlines, and budget 
rhythms. Without this structure, training efforts often feel scattered and disconnected from 
organizational priorities. Building the calendar proactively ensures every program has an owner, 

an audience, and a clear purpose tied to the year's goals.

Role
You are a Senior L&D Program Manager with 
expertise in annual learning planning, 

stakeholder management, and L&D 
operational delivery for organizations with 

1,000+ employees.

Task
Build a 12-month training calendar that 
covers mandatory compliance training, 

leadership development, technical 
upskilling, and soft skills programs across 

all departments.

Context
The organization has [X] employees across 
[Y] departments. Key business priorities for 
the year include [priority 1], [priority 2], and 

[priority 3]. Compliance deadlines are 
[month]. Budget cycle resets in [month].

Format
Present as a monthly calendar grid with 
training program names, audience, delivery 
mode (live/async/blended), duration, and 

owner for each item. Highlight mandatory 
vs. optional programs.
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SECTION 2 OF 5

Performance Management
Performance management is one of the most complex and high-stakes areas of HR practice. 
Done well, it aligns individual effort to organizational strategy, accelerates development, and 
creates the psychological conditions for people to do their best work. Done poorly, it generates 
anxiety, damages trust, and drives top performers toward the exit. The six prompts in this 
section give you AI-powered support across the full performance management cycle — from 
framework design to individual development planning and executive coaching.
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Prompt 9: Performance Review 
Framework
Structured performance review frameworks are essential for reducing bias and ensuring 
consistency across an organization. Without a defined process, ratings become subjective and 
development conversations are left to chance. By codifying criteria, scales, and calibration 
guidance, HR teams create a fair and repeatable system that builds employee trust.

Role
You are a Senior HR Strategist specializing 
in performance management systems for 
mid-to-large enterprises. You have deep 
expertise in OKR alignment, calibration 
processes, and bias-mitigating review 
design.

Task
Design a semi-annual performance review 
framework for a [industry] company with 
[X] employees across [Y] levels (Individual 
Contributor, Manager, Director, VP+).

Context
The current review process is [annual/ad 
hoc/no formal process]. Key challenges 
include [manager bias, inconsistent 
ratings, lack of development focus]. The 
organization values [value 1] and [value 2].

Format
Produce a complete framework including 
review criteria, rating scales, self-
assessment questions, manager review 
questions, calibration guidance, and a 
rollout timeline.
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Prompt 10: Design a Competency Matrix
A competency matrix is the backbone of any fair, consistent talent system — connecting hiring, 

performance, and development to a shared language of expected behaviors. Without one, career 
conversations become subjective and performance ratings drift. This prompt generates a 
structured, role-specific competency grid that HR teams can deploy immediately across multiple 

talent processes.

Role
You are an Organizational Effectiveness 
Consultant with expertise in competency-

based HR systems and career architecture 
design for technology and professional 

services firms.

Task
Build a competency matrix for [job family / 
department] that defines expected 

behaviors and skill levels across [X] career 
levels, from [entry level] to 

[senior/executive level].

Context
The organization currently lacks a 
structured competency framework, making 
performance reviews subjective and 

career progression unclear. The matrix will 
be used for hiring, performance 

management, and employee development 
conversations.

Format
Present as a grid with competencies as 
rows (technical + behavioral), career levels 
as columns, and behavioral descriptors in 

each cell. Include 5–8 core competencies 
and 3–5 technical competencies relevant 

to [job family].
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Prompt 11: Career Progression 
Framework
Clear career pathways are one of the most powerful retention tools an organization can offer. 
Without visible progression criteria, high performers often leave not for better pay, but for better 
clarity. A well-designed career framework builds internal mobility, motivates development, and 
signals that the organization is invested in its people's futures.

Role
You are a Talent Management Director with 
15 years of experience building career 
architecture and internal mobility programs 
for professional services firms.

Task
Design a career progression framework for 
[department/function] that defines clear 
pathways from [entry-level role] to [senior-
level role], including both specialist and 
management tracks.

Context
The department has [X] employees. 
Retention is a key challenge, with [Y]% of 
high performers citing limited career 
visibility as a reason for leaving in exit 
interviews.

Format
Include role titles, level descriptors, 
required competencies, typical time-in-role 
ranges, progression criteria, and key 
development activities. Present as a visual 
career ladder with accompanying narrative.
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Prompt 12: Individual Development 
Plan
An Individual Development Plan bridges the gap between where an employee is today and where 
they want to go — turning career ambition into a structured, time-bound action plan. Without a 
formal IDP, development conversations remain aspirational rather than actionable. This prompt 
generates a complete, SMART-formatted IDP template ready for manager and employee use.

Role
You are an Executive Coach and Talent 
Development Specialist with expertise in 
designing IDP frameworks used by Fortune 
500 HR teams to accelerate high-potential 
employee growth.

Task
Create an Individual Development Plan 
template for [role title] at [career stage] 
who wants to develop toward [target role 
or competency area] within the next 12 
months.

Context
The employee has [current strengths] and 
has received feedback that [development 
areas] need attention. Their manager 
supports this goal. Available development 
resources include [coaching budget, LMS, 
mentoring, stretch assignments].

Format
Include development goals (SMART 
format), learning activities, timelines, 
success measures, and a quarterly 
check-in structure. Present as a one-
page fillable template with clear sections 
for employee and manager input.
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Prompt 13: Create OKRs for Managers
Well-structured OKRs are one of the most powerful tools for aligning individual manager performance 
with broader company strategy. Without clear objectives and measurable key results, teams risk 
working hard on the wrong things — generating activity without impact. A rigorous OKR framework 
ensures every manager's priorities ladder up to what the organisation actually needs to achieve.

Role
You are an OKR Coach and Organizational 
Performance Consultant who has 
implemented OKR frameworks at 50+ 
companies across tech, finance, and 
healthcare.

Task
Write a set of Objectives and Key Results for 
a [Manager title] in [department] for Q[X] 
[Year].

Context
The team is responsible for [core function]. 
Company-level OKRs this quarter focus on 
[company objective 1] and [company 
objective 2]. The manager is struggling with 
[specific challenge, e.g., team velocity, 
quality metrics].

Format
Provide 3 Objectives with 3–4 Key Results 
each. Include a confidence score (1–10) for 
each KR and a brief rationale for why each KR 
measures the objective effectively.
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Prompt 14: Design a Coaching Plan
Coaching is one of the most powerful — and most underutilized — tools for developing managers 

who are struggling with real leadership challenges. A structured 90-day coaching plan moves 
beyond good intentions to create a clear framework of themes, sessions, and behavioral 
experiments that drive measurable change. This prompt generates a complete coaching plan 

grounded in ICF-aligned methodology.

Role
You are an ICF-certified Executive Coach 
and L&D specialist with expertise in 

performance-based coaching frameworks 
for managers experiencing their first 

significant leadership challenge.

Task
Design a 90-day coaching plan for a 
manager who is struggling with [specific 

challenge: e.g., managing conflict, 
delegating effectively, giving difficult 

feedback].

Context
The manager has been in role for [X 
months/years]. Their team has [X] direct 
reports. 360° feedback has highlighted [key 

themes]. Previous support attempts have 
included [prior interventions such as 

training, HR conversations, or peer 
mentoring].

Format
Produce a structured coaching plan with 
monthly themes, session agendas, 
reflection prompts, behavioural 

experiments, and progress markers. 
Include a coaching agreement template as 

an appendix.
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SECTION 3 OF 5

Recruitment & Hiring
Hiring decisions are among the highest-leverage choices any organization makes. A single strong 

hire can multiply team output; a poor one can cost multiples of the annual salary in lost 
productivity, management time, and cultural damage. Yet most organizations still rely on 

inconsistent interview processes, generic job descriptions, and gut-feel assessment. The six 
prompts in this section bring structure, rigor, and consistency to every stage of the talent 
acquisition process — from writing job descriptions that attract the right candidates to designing 

assessment centers that reliably predict performance.
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Prompt 15: Behavioral Interview 
Questions
Behavioral interview questions grounded in specific competencies transform interviews from 

casual conversations into structured, predictive assessments. By specifying competencies 
upfront and requesting green and red flag indicators, every interviewer knows exactly what they 
are listening for. The result is a consistent, bias-resistant process that separates candidates on 

the dimensions that actually predict success in the role.

Role
You are a Talent Acquisition Strategist and 
psychometric assessment expert who 

designs structured behavioral interview 
frameworks for reducing bias and 

predicting on-the-job performance.

Task
Write 20 behavioral interview questions for 
a [role title] position, targeting the 

competencies of [competency 1], 
[competency 2], [competency 3], and 

[competency 4].

Context
The role operates in a [fast-paced / 
collaborative / high-ambiguity] 
environment. Past hiring mistakes have 

involved [over-indexing on technical skills / 
cultural misalignment / poor 

communication].

Format
Group questions by competency (5 per 
competency). For each question, include: 
the competency being assessed, what a 

strong answer looks like (green flags), and 
what a weak answer looks like (red flags).
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Prompt 16: Build Interview Scorecards
Interview scorecards are the difference between a structured, defensible hiring decision and a 

gut-feel conversation that varies by interviewer. When every panel member uses the same 
criteria, behavioral anchors, and rating scale, the hiring process becomes consistent, 
comparable, and legally sound. This prompt generates a complete scorecard system ready for 

immediate deployment.

Role
You are an HR Systems Architect 
specializing in structured selection 

processes and legally defensible hiring 
documentation for enterprise 

organizations.

Task
Build a comprehensive interview scorecard 
for the [role title] position that 

standardizes evaluator scoring and 
enables consistent comparison across 

candidates.

Context
The interview panel consists of [X] 
interviewers across [functions]. Each 
interviewer conducts a [30/45/60]-minute 

competency-based interview. The 
organization needs a single document to 

consolidate panel feedback and support 
calibrated hiring decisions.

Format
Create a scorecard with competencies as 
rows, a 1–5 rating scale with behavioral 
anchors, space for evidence/notes, an 

overall recommendation section, and a 
debrief discussion guide for the hiring 

panel.
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Prompt 17: Write a Job Description
A well-crafted job description is often the first impression a candidate has of your organization 
— and it shapes who applies. By building inclusivity and employer brand specificity into the 
prompt, you can attract higher-quality candidates while actively reducing the unconscious bias 
that generic or exclusionary language tends to produce. The result is a job posting that speaks 
directly to the right people and reflects the culture they'll actually experience.

Role
You are an Employer Branding and Talent 
Acquisition Copywriter with expertise in 
writing inclusive, compelling job 
descriptions that attract high-quality 
candidates while reducing unconscious 
bias.

Task
Write a compelling, bias-free job 
description for [role title] that attracts 
[target candidate profile] and reflects the 
organization's employer brand.

Context
The role sits within [department]. The 
team culture is [descriptor]. The 
organization is known for [employer brand 
attribute]. Previous JDs have been 
criticized for being [too technical / too 
generic / exclusionary language].

Format
Include a headline, company pitch, 
responsibilities, requirements (must-have 
vs. nice-to-have), compensation range, 
and a DEI statement. Keep total length 
under 600 words.
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Prompt 18: Competency Mapping
Competency mapping translates the abstract requirements of a role into observable, assessable 
behaviors — making it possible to hire, develop, and evaluate people against a consistent standard. 
Without this foundation, talent decisions rely on intuition rather than evidence. This prompt 
generates a structured competency map aligned to a recognized framework, ready for use across 
HR processes.

Role
You are an Industrial-Organizational 
Psychologist and Competency Framework 
Specialist with expertise in role analysis, 
behavioral indicator design, and multi-level 
competency modeling for complex 
organizations.

Task
Map the core competencies required for 
[role title] against the 4 levels of the 
[framework name, e.g., SHL, Lominger, or 
custom] competency model.

Context
The role sits within [department]. Key 
performance outcomes include [outcome 1] 
and [outcome 2]. The competency map will 
be used for [hiring / performance reviews / 
L&D planning / succession planning].

Format
Present as a table with competency name, 
definition, observable behaviors per level, 
and recommended assessment method 
(e.g., interview, simulation, 360°). Cover both 
technical and behavioral competencies.
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Prompt 19: Hiring Strategy
A reactive hiring approach — posting roles as they open and hoping for the best — is one of the 
most expensive talent mistakes an organization can make. A proactive 6-month hiring strategy 
aligns sourcing, pipeline, and budget to business growth plans before the pressure hits. This 
prompt generates a structured, data-informed hiring roadmap ready for leadership sign-off.

Role
You are a Head of Talent Acquisition with 
expertise in workforce planning, sourcing 
strategy, and high-volume hiring for fast-
growing organizations across [industry].

Task
Develop a 6-month hiring strategy for 
[department] to fill [X] roles across [Y] 
locations, aligned to the business growth 
plan for [period].

Context
The organization is currently at 
[headcount]. Key growth drivers include 
[driver 1] and [driver 2]. Previous hiring 
cycles have struggled with [challenge, 
e.g., long time-to-fill, poor quality of hire, 
high offer decline rates].

Format
Include sourcing channels, candidate 
personas, pipeline targets by stage, 
budget allocation, diversity hiring goals, 
and a quarterly milestone plan with 
success metrics.
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Prompt 20: Assessment Centre Design
Assessment Centres remain the gold standard for high-stakes selection decisions — combining 
multiple exercises, multiple assessors, and multiple competencies to produce the most predictive 
hiring outcomes available. Designing one from scratch is complex and time-consuming. This prompt 
generates a complete, structured Assessment Centre blueprint ready for leadership and graduate 
hiring programmes.

Role
You are an Assessment Centre Design 
Specialist with expertise in multi-method 
selection for leadership and graduate 
hiring, including exercise design, assessor 
training, and psychometric integration.

Task
Design a one-day Assessment Centre for 
[role / programme name] that evaluates 
candidates against [X] core competencies 
using a range of exercises and assessment 
methods.

Context
The programme targets [candidate profile, 
e.g., graduate hires / senior managers / 
high-potentials]. Expected cohort size is [X] 
candidates per session. Assessors will 
include [HR / line managers / senior 
leaders]. The organization uses 
[psychometric tool, e.g., Hogan, SHL, Talent 
Q].

Format
Include a timed agenda, exercise types 
(case study, role play, group exercise, 
psychometric), a competency coverage 
grid, assessor guidance notes, and a 
scoring and calibration methodology.

     

  

Certified Generative AI in HR & L&D – GSDC     

https://www.gsdcouncil.org/certified-generative-ai-in-hr-and-l-and-d


SECTION 4 OF 5

Employee Engagement
Employee engagement is not a HR metric — it is a business outcome. Organizations with highly 
engaged workforces consistently outperform their peers on productivity, customer 
satisfaction, retention, and profitability. Yet engagement remains stubbornly difficult to move. It 
requires listening at scale, communicating with authenticity, recognizing people in ways that 
feel meaningful, and proactively managing the conditions that cause talented people to leave. 
The four prompts in this section give you AI-powered support across the full engagement 
lifecycle — from listening and communication to recognition and retention strategy.
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Prompt 21: Employee Engagement 
Survey
Most engagement surveys generate data that feels meaningful but drives no action — because the 
questions are too vague, the drivers too broad, and the reporting too shallow. A well-designed 
survey maps every question to a specific engagement driver, uses validated scale methodology, 
and produces a scoring framework that leadership can actually act on. The difference between a 
vanity metric and an actionable insight starts at the prompt level.

Role
You are an Organizational Psychologist 
specializing in employee experience 
measurement, survey design, and 
engagement analytics for mid-to-large 
enterprises.

Task
Design a 25-question employee 
engagement survey covering the 5 key 
drivers of engagement at [organization 
type].

Context
The last engagement survey was conducted 
[X months/years ago]. Response rate was 
[X]%. Key concerns from leadership include 
[concern 1] and [concern 2]. The survey will 
be administered via [platform].

Format
Group questions by driver, use a 5-point 
Likert scale, include 3 open-text questions, 
and provide a scoring and reporting 
methodology.
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Prompt 22: Change Management 
Communication Plan
Change fails not because of poor strategy, but because of poor communication. Employees who 
don't understand why change is happening, what it means for them, or what comes next will resist — 
even when the change is genuinely positive. This prompt generates a structured 12-week 
communication plan using the ADKAR model to move people from awareness to adoption.

Role
You are a Prosci-certified Change 
Management Consultant with expertise in 
ADKAR-based communication planning for 
organizational transformations in [industry].

Task
Create a 12-week communication plan for 
[change initiative, e.g., new HR system 
rollout, restructure, hybrid work policy] 
using the ADKAR model to guide employees 
through the change journey.

Context
The change affects [X] employees across 
[Y] departments. Key stakeholder groups 
include [group 1], [group 2], and [group 3]. 
Previous change initiatives have struggled 
with [challenge, e.g., low awareness, 
manager resistance, rumour management].

Format
Include stakeholder groups, key messages 
per ADKAR phase, communication channels, 
timing, sender, and success measures for 
each phase. Present as a week-by-week 
communication calendar.

Certified Generative AI in HR & L&D – GSDC

https://www.gsdcouncil.org/certified-generative-ai-in-hr-and-l-and-d


Prompt 23: Recognition Program
Recognition is one of the most cost-effective drivers of employee engagement — yet most 
recognition programs are either too informal to be consistent or too transactional to feel 
meaningful. A well-designed program creates a culture where great work is seen, celebrated, and 
reinforced at every level. This prompt generates a complete, scalable recognition program 
framework ready for launch.

Role
You are an Employee Experience Designer 
with expertise in peer recognition systems, 
total rewards strategy, and culture-building 
programs for distributed workforces.

Task
Design a company-wide recognition 
program for [X] employees across [Y] 
locations that reinforces [company values] 
and drives measurable improvements in 
engagement scores.

Context
Current recognition is [informal / manager-
dependent / non-existent]. Employee 
feedback has highlighted [feeling 
undervalued / lack of visibility for good 
work] as a key engagement concern. 
Budget available is approximately [$X per 
employee per year].

Format
Include recognition categories, nomination 
process, frequency, rewards menu 
(monetary and non-monetary), manager 
toolkit, and a launch communication plan. 
Specify how the program will be measured 
at 90 days and 12 months.
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Prompt 24: Employee Retention 
Strategy
Voluntary attrition is one of the most expensive and disruptive challenges an organization faces — 

yet most retention efforts are reactive, triggered only after a resignation letter lands. A data-
driven retention strategy identifies the root causes of attrition before they become exits, and 
deploys targeted interventions that address what employees actually need. This prompt 

generates a structured, evidence-based retention plan.

Role
You are a Workforce Strategist and People 
Analytics expert specializing in voluntary 

attrition analysis, retention program 
design, and employee lifecycle 

management for organizations with high-
value talent populations.

Task
Develop a data-driven retention strategy 
for [department/level/role group] where 

attrition is [X]% above the industry 
benchmark or internal target.

Context
Exit interview data highlights [theme 1] and 
[theme 2] as primary drivers of departure. 

The affected population includes [X] 
employees. Key business impact of 

attrition includes [cost, productivity loss, 
client relationship risk]. Previous retention 
efforts have included [prior initiatives].

Format
Include a root cause analysis framework, 
targeted interventions by attrition driver, 

an implementation timeline, a 90-day quick 
wins plan, and a measurement framework 

to track retention improvement over 6 and 
12 months.
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SECTION 5 OF 5

Learning Analytics
Learning Analytics is where L&D moves from cost center to strategic partner. When you can 
demonstrate the business impact of learning investment — in the language of revenue, 
retention, productivity, and capability — you earn a seat at the table where strategic decisions 
are made. The six prompts in this section equip you to measure learning ROI, apply the 
Kirkpatrick model with precision, design executive-ready dashboards, write compelling impact 
reports, and build quarterly strategy roadmaps that connect L&D to business results.
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Prompt 25: Measure Learning ROI
Demonstrating learning ROI is essential for L&D to move beyond being perceived as a cost center 
and earn recognition as a strategic business partner. When learning investment is connected to 
measurable business outcomes — in the language of revenue, retention, and productivity — leaders 
gain the financial justification needed to sustain and grow L&D programs. The following prompt is 
designed to produce a rigorous, defensible ROI measurement plan grounded in the Jack Phillips 
methodology.

Role
You are a Learning Measurement Specialist 
and certified ROI Methodology practitioner 
(Jack Phillips Institute) with expertise in 
connecting L&D investment to business 
performance indicators in [industry].

Task
Design a comprehensive ROI measurement 
approach for [training program name], a 
[duration] program delivered to [audience] 
with a total investment of [$X].

Context
The program aims to improve [business 
metric, e.g., sales conversion rate, time-to-
productivity, manager effectiveness 
scores]. The organization's leadership 
requires financial justification for continued 
L&D investment.

Format
Produce a measurement plan that includes: 
data collection methods at Levels 1–5, 
isolation techniques, benefit monetization 
formulas, anticipated ROI calculation, and a 
1-page executive summary template.
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Prompt 26: Kirkpatrick Evaluation 
Framework
The Kirkpatrick Model remains the most widely used framework for evaluating training 

effectiveness — yet most organizations only apply Level 1 (reaction surveys) and stop there. A full 
four-level evaluation plan connects learner experience all the way through to measurable 
business results, giving L&D the evidence it needs to demonstrate real impact. This prompt 

generates a complete Kirkpatrick evaluation plan for any program.

Role
You are a Learning Evaluation Expert with 
deep expertise in the Kirkpatrick New World 

Model and program evaluation design for 
corporate learning environments across 

[industry].

Task
Design a four-level Kirkpatrick evaluation 
plan for [program name] that measures 

impact from learner reaction through to 
business results.

Context
The program covers [topic] and is 
delivered to [audience] over [duration]. 
Expected behavior changes include 

[behavior 1] and [behavior 2]. The target 
business outcome is [outcome, e.g., 

reduced error rate, improved customer 
satisfaction, faster onboarding].

Format
Present as a table with one row per 
Kirkpatrick level (Reaction, Learning, 
Behavior, Results). For each level include: 

what to measure, how to measure it, when 
to measure it, who collects the data, and 

what success looks like.
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Prompt 27: Learning Dashboard
Real-time L&D dashboards transform the learning function from a reactive reporting unit into a 
proactive strategic partner. When leaders can see live data on engagement, completion, and 
business impact, they can make faster, evidence-based decisions on budget, programs, and 
talent development. This prompt helps you design a dashboard that connects learning activity 
directly to organizational outcomes.

Role
You are a People Analytics Architect with 
expertise in designing real-time learning 
dashboards for HR and L&D leaders in 
data-driven organizations.

Task
Design a real-time L&D dashboard for 
[LMS/platform] that tracks completion 
rates, learner engagement, assessment 
scores, and business impact KPIs.

Context
The L&D team currently reports manually 
via spreadsheets. Leadership wants a live 
dashboard accessible to [stakeholders]. 
Key decisions made from this data include 
[budget allocation / program continuation 
/ headcount planning].

Format
Define 10 core metrics with data sources, 
calculation methodology, target 
thresholds, and recommended 
visualization type for each metric.
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Prompt 28: Training Effectiveness 
Report
A quarterly training effectiveness report is how L&D moves from activity tracking to impact 
storytelling. When written well, it gives leadership a clear view of what was delivered, what 
changed as a result, and what should happen next — building the credibility and budget case for 
continued investment. This prompt generates a structured, executive-ready report framework 
for any program portfolio.

Role
You are an L&D Analyst and Business 
Report Writer with expertise in translating 
learning data into compelling executive 
narratives that connect training activity 
to business performance.

Task
Write a quarterly training effectiveness 
report for [program portfolio] covering 
the period [date range], suitable for 
presentation to [CHRO / senior leadership 
/ board].

Context
Programs delivered this quarter include 
[program 1], [program 2], and [program 3]. 
Total learners reached: [X]. Key metrics 
available include [completion rates, 
assessment scores, learner feedback, 
manager observations, business KPI data].

Format
Structure as: Executive Summary, Program 
Highlights, Completion & Engagement 
Data, Learner Feedback Themes, Behavior 
Change Evidence, Business Impact, and 
Recommendations. Maximum 4 pages. Use 
data visualizations where possible.
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Prompt 29: Executive Learning Report
The ability to communicate L&D impact in the language of the boardroom is what separates 
strategic L&D leaders from operational ones. An executive learning brief must be concise, data-led, 
and forward-looking — telling leaders what happened, what it achieved, and what the function 
recommends next. This prompt generates a one-page executive brief ready for C-suite or board 
presentation.

Role
You are a Chief Learning Officer Advisor with 
expertise in board-level communication, 
strategic narrative design, and translating 
L&D performance data into business 
language for executive audiences.

Task
Write a one-page executive learning brief 
for the [Board / CEO / CHRO] summarizing 
L&D performance this [quarter / year] and 
making a clear forward recommendation.

Context
Key programs delivered include [program 1] 
and [program 2]. Total investment was [$X]. 
Headline outcomes include [outcome 1] and 
[outcome 2]. The audience has [low / 
moderate] familiarity with L&D metrics and 
prefers [data-led / narrative-led] 
communication.

Format
Use a 3-section structure: What We Did 
(activity summary), What It Achieved 
(impact with data), What We Recommend 
(forward look with rationale). Data-led, 
jargon-free. Maximum 1 page or 300 words.
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Prompt 30: Quarterly L&D Strategy 
Roadmap
A quarterly L&D strategy roadmap is the document that transforms learning from a reactive 

service into a proactive business function. It aligns every program, resource, and stakeholder 
engagement to the organization's strategic priorities for the quarter — making L&D's contribution 
visible, measurable, and defensible. This prompt generates a one-page strategic plan ready for 

leadership review.

Role
You are an L&D Strategy Director with 
expertise in aligning learning investment to 

business strategy cycles, OKR frameworks, 
and executive stakeholder management 

for complex organizations.

Task
Build a Q[X] L&D strategy roadmap that 
aligns learning priorities, flagship 

programs, and resource allocation to the 
business objectives of [organization] for 

the quarter ahead.

Context
Company-level priorities this quarter 
include [priority 1], [priority 2], and [priority 
3]. The L&D team has [X] members and a 

quarterly budget of [$Y]. Key stakeholders 
include [CHRO / business unit heads / 

people managers]. Current L&D maturity is 
[reactive / developing / strategic].

Format
Include strategic priorities, flagship 
programs with owners, resource allocation 
breakdown, stakeholder engagement plan, 

key risk factors, and success milestones. 
Present as a one-page strategic plan with 

a visual roadmap timeline.
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Build Better Prompts Every Time
Every prompt in this library was designed around a single principle: direction beats length. A short, 
well-structured prompt with a clear role, precise task, relevant context, and defined format will 
consistently outperform a long, vague prompt that dumps everything at once. Before you click Enter 
on any ChatGPT prompt — whether from this library or one you write yourself — run it through this four-
question checklist.

Have I assigned the right role?
The role determines the persona, 
expertise level, and perspective ChatGPT 
adopts. A vague role like "HR professional" 
produces generic output. A specific role 
like "Senior Learning Architect specializing 
in ADDIE and the 70-20-10 model" produces 
expert-level output. The more specific the 
credentials, the more precise the 
response.

Is the task clearly defined?
Your task statement should describe a 
single, specific deliverable — not a broad 
theme. "Design a 30-day onboarding 
program" is a task. "Help with onboarding" 
is not. Use action verbs: design, write, 
build, analyze, create, evaluate. Vague 
tasks produce vague outputs.

Have I provided enough business 
context?
Context is the variable that turns a 
generic template into something your 
organization can actually use. Include 
team size, industry, current state, key 
challenges, and any constraints. The more 
your context reflects your real situation, 
the more directly applicable the output 
will be.

Have I specified the output format?
Format instructions tell ChatGPT how to 
package the response. Without them, you 
get unstructured prose when you needed 
a table, or a bullet list when you needed a 
narrative. Always specify: document type, 
structure, length, and any specific 
sections required.

Better prompts don't come from writing more. They come from providing better direction.
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