
 
 

www.gsdcouncil.org                                                     1 
 

 
 
 
 
 
 
 

AI Prompt Templates Toolkit 
A Practical Guide to Writing Better AI Prompts 
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1. Introduction  

1.1 What is Prompt Engineering?  

Prompt engineering is the art and science of crafting effective inputs-known as prompts-

for artificial intelligence (AI) models, particularly those that generate text, images, or 

other content. It involves understanding how AI interprets instructions and designing 

prompts that elicit the desired results. For example, instead of simply asking, "Write a 

story," a prompt engineer might specify, "Write a short story about a fox and a hedgehog 

set in a British woodland, focusing on friendship and adventure."  

1.2 Why Prompt Quality Matters in Generative AI  

High-quality prompts are essential for obtaining accurate, relevant, and creative outputs 

from AI. Poorly written prompts can lead to vague, irrelevant, or misinterpreted 

responses. Consider the difference:  

 Low quality: "Tell me about dogs."  

 High quality: "List three unique characteristics of Border Collies and explain how 

these traits make them effective herding dogs."  

With clear and specific prompts, the AI delivers more targeted information, ultimately 

saving time and improving results.  

1.3 How Structured Prompts Improve AI Results  

Structured prompts provide clarity and context, guiding the AI toward a particular goal 

or format. They may include instructions, examples, or formatting requirements. For 

instance:  
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 "Summarise the main points of this article in three bullet points."  

 "Generate five British idioms related to weather and explain their meanings."  

Such structured prompts help the AI understand both the content and the desired output 

style.  
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2. How Prompt Engineering Works  

2.1 How AI Models Interpret Prompts  

AI models analyse prompts based on language patterns, context, and instructions. They 

rely on the prompt's wording to understand what is expected. For example, specifying 

"Write in British English" ensures spelling and phrasing align with UK norms.  

1. The model reads the prompt for explicit instructions (e.g., format, tone).  

2. It uses context clues to determine the subject and scope.  

3. It generates content based on its training and your guidance.  

Ambiguous or incomplete prompts can confuse the AI, leading to less useful results.  

2.2 The Importance of Context, Clarity, and Structure  

 Context: Providing relevant background helps the AI tailor its response. For 

instance, asking, "Write a letter of complaint to a train company about delays in 

Dublin" gives geographical and situational context.  

 Clarity: Clear, precise language reduces misunderstandings. Instead of "Describe 

the weather," use "Describe the weather in Dublin on 10/03/2026 using vivid 

imagery."  

 Structure: Outlining format requirements, such as "Respond in three 

paragraphs," guides the AI and ensures consistency.  

Combining these elements leads to better AI performance and more satisfactory outputs.  
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2.3 Common Mistakes Users Make When Prompting  

1. Being too vague: For example, "Write an email" leaves too much open to 

interpretation. Instead, specify the recipient, purpose, and tone.  

2. Overloading information: Including too many instructions at once can 

overwhelm the AI. Break complex requests into smaller steps.  

3. Ignoring formatting: Not specifying desired structure may result in inconsistent 

or poorly organised responses.  

4. Neglecting context: Failing to provide background or relevant details can lead to 

generic outputs.  

To avoid these pitfalls, always consider what information the AI needs and how best to 

convey it in your prompt.  

2.4 Examples of Improved Prompting  

 Poor: "Explain AI."  

 Better: "Explain the basics of artificial intelligence, including its main types and 

everyday applications, in British English, using bullet points."  

This toolkit offers a practical foundation for writing better AI prompts. By applying these 

principles, you can achieve clearer, more effective results in your AI interactions.  
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3. Core Prompt Engineering Principles  
 Be specific and clear: Ambiguity leads to unpredictable AI responses. State 

exactly what you want, including relevant details, to guide the model towards your 

intended outcome.  

 Provide context: The more background or situational information you include, 

the better the AI can tailor its response. Even a brief sentence on purpose or 

audience can make a significant difference.  

 Define the output format: Tell the AI how you want the answer presented-such 

as a list, a table, or a short paragraph. This helps ensure the output matches your 

needs.  

 Break complex tasks into steps: If your request is complicated, divide it into 

manageable parts. This reduces confusion and improves the quality of each 

response.  

 Use examples when needed: Providing a sample response or template gives the 

AI a model to follow, increasing accuracy and consistency.  
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4. Essential Prompt Engineering Techniques  

4.1 Zero-Shot Prompting  

Definition: Zero-shot prompting involves asking the AI to perform a task without giving 

it any examples. The prompt relies solely on clear instructions.  

When to use it: Use zero-shot prompting for straightforward tasks or when you want an 

unbiased, generic response. It is effective when the AI is likely to have sufficient 

background knowledge.  

Example prompt: “Summarise the main argument of this article in two sentences.”  

4.2 Few-Shot Prompting  

Definition: Few-shot prompting provides the AI with a small number of examples within 

the prompt, demonstrating the desired pattern or style.  

Benefits: This technique helps the AI better understand your expectations, especially for 

complex or nuanced tasks. It can improve output quality and consistency.  

Example prompt:  

 User: Translate the following sentences into French.  

 English: Good morning.  

 French: Bonjour.  

 English: How are you?  

 French: Comment ça va?  

 English: I would like a coffee.  
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 French:  

4.3 Role-Based Prompting  

Assigning expertise to AI: By asking the AI to assume a particular role or expertise, you 

can shape the tone, depth, and style of the response. This is useful for specialist or 

professional contexts.  

Example: “Act as a marketing strategist and outline a digital campaign to launch a new 

eco-friendly product in the UK.”  

4.4 Chain-of-Thought Prompting  

Encouraging step-by-step reasoning: This technique prompts the AI to break down its 

reasoning or problem-solving process into logical steps, leading to more robust and 

transparent answers.  

Example prompt: “Explain how photosynthesis works, step by step, as if teaching a 

secondary school student.”  

4.5 Instruction-Based Prompting  

Clearly defining tasks and outputs: Instruction-based prompting involves giving 

explicit directions about the task and the form the response should take. This minimises 

ambiguity and aligns output with your requirements.  

Example prompt: “List three advantages and three disadvantages of remote work in a 

table format.”  
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5. Ready-to-Use Prompt Templates  

5.1 Content Creation Prompts  

 Blog writing prompt: “Write a 500-word blog post on the benefits of mindfulness 

for busy professionals. Use a friendly and informative tone, include three practical 

tips, and conclude with a call to action.”  

 Social media post prompt: “Create a concise LinkedIn post (max 150 words) 

announcing our new remote work policy, highlighting its benefits for employees 

and inviting questions in the comments.”  

 Email drafting prompt: “Draft an email to a client introducing our new service 

package. Keep the tone professional and engaging, outline the key features, and 

offer to schedule a follow-up call.”  

5.2 Research & Analysis Prompts  

 Market research prompt: “Summarise the current trends in the UK renewable 

energy market, focusing on solar and wind sectors. Present your findings in bullet 

points with references to recent reports.”  

 Competitor analysis prompt: “Compare our product’s main features with those 

of two leading competitors in a table. Highlight any unique selling points and areas 

for improvement.”  

 Data summarisation prompt: “Review the attached sales data and provide a 

brief summary of the main performance trends over the last quarter, noting any 

significant increases or declines.”  
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5.3 Productivity Prompts  

 Meeting summary prompt: “Summarise the key decisions and action items from 

today’s project meeting in a clear, bullet-pointed list for team distribution.”  

 Task planning prompt: “List the top five tasks required to launch our new 

website, prioritise them by urgency, and include estimated deadlines.”  

 Idea generation prompt: “Generate five creative campaign ideas to promote our 

latest product on social media, considering our brand voice and target audience.”  
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6. Advanced Prompting Techniques  
 Multi-step prompting: For complex tasks, guide the AI through a sequence of 

prompts. Start with a broad request, then refine or extend the response step by 

step. For example: first ask for a market overview, then request a deep dive into a 

segment, and finally, generate actionable recommendations.  

 Structured prompt templates: Use a consistent template for recurring tasks to 

ensure clarity and repeatability. For instance, when requesting summaries, always 

specify length, format (e.g., bullet points), and intended audience.  

 Retrieval-augmented prompting: Combine your prompts with relevant data or 

documents to enrich the AI’s responses. For example, provide meeting notes or 

sales figures and ask the AI to extract insights or draft a summary based on that 

material.  
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7. Prompt Optimization Tips  
 Test and refine prompts: Experiment with different wording, structure, and 

length to see how the AI responds. Start with a clear initial prompt, then tweak 

instructions or add examples to improve results. Reviewing multiple outputs 

helps identify which phrasing yields the most accurate and relevant responses.  

 Adapt prompts for various AI tools: Each AI platform may interpret instructions 

differently. Adjust your prompts to match the capabilities and strengths of the tool 

you are using, whether it’s a chatbot, document assistant, or code generator. Refer 

to the tool’s documentation for best practices and supported formats.  

 Enhance accuracy and reliability: Specify requirements such as format, tone, 

and intended audience within your prompt. Provide context or supporting 

information when possible, and use feedback from previous outputs to further 

refine your instructions. For critical tasks, consider running prompts through 

multiple AI tools and comparing results.  
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8. Prompt Engineering Use Cases  
 Marketing: Craft prompts to generate campaign ideas, write engaging copy, or 

analyse competitor messaging. For example, ask the AI to suggest social media 

slogans tailored to your brand voice, or to review recent trends and provide 

actionable recommendations.  

 Business analysis: Use prompts to summarise market reports, extract key 

performance indicators, or compare products. You might request a bullet-point 

summary of quarterly sales data, or ask for a table contrasting your offerings with 

those of competitors.  

 Customer support: Develop prompts that help draft responses to common 

queries, generate troubleshooting guides, or summarise customer feedback. For 

instance, prompt the AI to create a FAQ section based on support ticket data, 

ensuring clarity and consistency.  

 Software development: Guide the AI to produce code snippets, explain 

programming concepts, or review technical documentation. Prompts can request 

examples in specific languages, outline best practices, or generate test cases for 

new features.  

 Research and learning: Employ prompts to summarise academic articles, clarify 

complex topics, or generate study materials. You might ask for step-by-step 

explanations, create revision questions, or request comparisons of theories or 

methodologies.  
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9. Career Opportunities in Prompt Engineering  

9.1 Emerging AI Roles  

As artificial intelligence becomes more integrated into business and society, new career 

paths are rapidly emerging. Prompt engineering is now recognised as a critical role in the 

development and deployment of AI systems. Organisations across sectors are seeking 

professionals who can optimise AI interactions, design effective prompts, and ensure 

outputs are accurate and relevant. Titles such as ‘Prompt Engineer’, ‘AI Interaction 

Designer’, and ‘Conversational AI Specialist’ are appearing in job listings, reflecting the 

growing demand for this expertise.  

9.2 Skills Required for Prompt Engineers  

Successful prompt engineers combine technical proficiency with strong 

communication skills. Key competencies include an understanding of AI models and their 

limitations, the ability to write clear and unambiguous instructions, and a user-focused 

approach to problem-solving. Familiarity with data analysis, critical thinking, and 

iterative testing are also valuable. In addition, adaptability and a willingness to learn are 

essential, as the field is evolving quickly and new tools and best practices are 

continually emerging.  

9.3 How Professionals Can Build Expertise  

Building a career in prompt engineering involves both formal and informal learning 

pathways. Professionals can start by experimenting with AI platforms, studying prompt 

design guides, and participating in online communities. Attending workshops, 

completing relevant courses, and collaborating on projects with AI teams will deepen 

practical knowledge. Regularly reviewing case studies and staying updated with industry 
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developments helps prompt engineers refine their approach and remain competitive in 

this dynamic field.  
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Conclusion  
Prompt engineering is rapidly becoming an essential skill set in the AI landscape. This 

guide has highlighted effective prompting strategies, advanced techniques, and practical 

use cases, equipping professionals and learners with the tools to maximise AI potential. 

As organisations increasingly rely on AI-driven solutions, the ability to craft clear, 

purposeful prompts will be a key differentiator. Investing in prompt engineering skills 

today will open up new career opportunities and ensure continued success in the 

evolving world of artificial intelligence.  
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