How to Write Better Prompts for Generative Al
Tools

Generative Al tools have become a regular part of office work, but many people still find the
results unpredictable. A vague request often leads to a vague answer, and a detailed request
can produce something closer to what you actually need. The difference usually comes down
to how you frame the instruction. Writing a clear prompt is not about technical expertise. It is
about communication, and like any communication skill, it improves with practice and a few
reliable techniques.

Understanding What a Prompt Actually Does

A prompt is the text you send to a large language model to get a response. The model has
been trained on a vast amount of human-written text, so it tries to continue the pattern you
start. If you give it a short, open-ended sentence, it will guess what you want based on the
most common patterns in its training data. That is why a prompt like "Write a memo" might
return a generic template that does not fit your situation. The model is not being difficult. It is
simply following the pattern of the thousands of memos it has seen.

When you add context, tone, format, and a clear goal, the pattern becomes much more
specific. The model can then produce text that matches your expectations more closely. This is
the core idea behind what some people call Al prompting_skills. The term simply refers to the
ability to structure a request so that the model understands exactly what kind of output you

want. It is not a secret technique. It is a practical habit that anyone can learn.

Start with a Clear Role and Goal

The most common mistake in prompting is being too brief. A single sentence rarely gives
enough context. Instead, begin by telling the model what role it should take. For example, "You
are an experienced project manager reviewing a timeline" is much more useful than "Review
this timeline." The role sets the tone and the level of detail. Then state what you want the
output to do. Do you need a summary, a list of risks, a rewritten version, or a step-by-step plan?
Being explicit about the goal prevents the model from guessing wrong.

View the location on Google Maps

Consider this example. Instead of writing "Summarize this report,’ you might write: "You are a
busy executive who needs a one-paragraph summary of this report. Focus only on the key
findings and the recommended actions. Omit background details." The model now knows the
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audience, the length, the content focus, and what to leave out. The result will be far more
useful than a generic summary.

Provide Examples When You Need a Specific Format

If you want the output in a particular structure, show the model what you mean. This is called
few-shot prompting. For instance, if you need a list of pros and cons in a table, give the model
one example row. Then ask it to fill in the rest. The model is very good at matching the pattern
you demonstrate. Without an example, it might return a paragraph, a bullet list, or a table with
different columns than you intended.

This technique works well for routine office tasks like drafting emails, creating meeting
agendas, or formatting data. Spend a minute crafting a clear example, and the model will
follow it reliably. Over time, you can build a small library of prompt templates for common
tasks. That saves even more time on future requests.

Break Down Complex Requests into Steps

Asking the model to do several things at once often leads to confusion. If you need a long
document, ask for it in stages. First, ask for an outline. Review it. Then ask for a draft of each
section. This step-by-step approach gives you control and lets you correct any
misunderstandings early. It also keeps each prompt simple, which reduces the chance of the
model forgetting part of your instruction.

For example, if you need a client proposal, start with: "List the sections that a standard IT
consulting proposal should include." Once you have that list, move to: "Write the executive
summary section for a proposal to a mid-sized retail company that wants to improve its
inventory tracking." Each prompt is focused, so the model can do a better job on that piece.

Be Specific About Constraints

Generative Al tends to produce verbose or overly formal text unless you tell it otherwise. If you
want a short, direct answer, say so. If you want a conversational tone, specify that. If you want
the output to avoid jargon, mention it. You can also set constraints on length, such as "in under
150 words" or "three bullet points maximum." The model will respect these limits most of the
time, especially if you are firm in your wording.

Constraints also help with sensitive topics. If you are writing something that needs to be
neutral or diplomatic, tell the model to avoid strong opinions or emotional language. You can
even say "Write this as a neutral third-party observer." The more guidance you give, the more
the output will match your intent.



Refine Your Prompts Through Iteration

Rarely does the first prompt produce perfect results. Treat prompting as an iterative process.
Look at the output and ask yourself what went wrong. Was the tone off? Did it include
irrelevant details? Did it miss a key point? Then adjust the prompt and try again. This is not a
failure of the tool. It is a normal part of working with generative Al. Over time, you will learn
which phrasings work best for which tasks.

One practical method is to keep a running document of prompts that worked well. When you
find a formulation that consistently gives good results, save it. You can reuse and adapt it later.
This builds your personal library of effective prompts and makes future tasks faster.

Common Pitfalls to Watch For

Even with good prompts, the model can still make mistakes. It may invent facts, especially if
you ask for specific numbers or cite sources. Always verify critical information. The model also
struggles with very long contexts. If you include a large document in the prompt, the model
may lose track of details near the beginning. Keep the context focused and as short as
possible.

Another common issue is over-relying on a single prompt. If the output does not improve after
two or three tries, consider rewriting the prompt from scratch. Sometimes a simpler, more
direct instruction works better than a long, detailed one. Experiment with different phrasings to
see what the model responds to.

Developing strong Al prompting skills is not about memorizing a formula. It is about
understanding that the model follows patterns, and you can guide those patterns with clear,
structured language. The more you practice, the more natural it becomes. You will start to
notice when a prompt is likely to fail and how to fix it before you even press enter.

For those who want to learn this in a structured environment, United Ceres College offers
practical training on this topic. You can reach them at 37 Middle Rd, #05-00, Singapore 188946,
+65 8699 3609 for more information.



