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	Welcome to the Lab!
What you’re about to do: Build a working AI assistant for a real business — first together using a sample business, then for your own. No coding. No technical background. Just Claude.ai (free) and your laptop.
Before you start: Open claude.ai on your laptop. Create a free account if you don’t have one. 60 seconds. Free forever.



	STEP 1 · Meet Maya Chen — Elevate Wellness Coaching
“Maya spends 3 hours a week answering the same questions. Today we fix that.”



Maya Chen is a certified life and wellness coach based in Raleigh, NC. She helps busy professionals reset, refocus, and build lives they love. She’s great at coaching — but she’s drowning in customer messages. Today we’re going to build her an AI assistant that handles those messages for her. Then we’ll build one for YOU.

WHAT IS A SYSTEM PROMPT?
A system prompt is the set of instructions you give the AI before it starts talking to anyone. Think of it as Day 1 onboarding for a new employee — you tell it who you are, what you do, and how to talk to customers. The better your instructions, the better your assistant.

	STEP 2 ·  Paste Maya’s System Prompt into Claude
“Follow along — paste this in and watch it come to life.”



Open Claude.ai. Start a new conversation. Paste the prompt below. Then ask it: “Hi! I’ve been feeling really burned out lately. Can coaching help with that?”

	MAYA'S SYSTEM PROMPT — Paste into Claude.ai
You are a helpful assistant for Elevate Wellness Coaching. We are a life and wellness coaching practice based in Raleigh, NC. We help busy professionals who feel stuck reset their mindset, rediscover their purpose, and build lives they actually love.  Our founder is Maya Chen, Certified Life & Wellness Coach. We offer 1:1 coaching, group programs, and corporate wellness sessions.  Tone: Warm, encouraging, professional. Never pushy.  Common questions we answer: - How much does coaching cost? (1:1 starts at $250/session, packages available) - How long are sessions? (60 minutes, virtual or in-person) - How do I book? (Visit our website or email hello@elevatewellness.com) - What's the difference between coaching and therapy?   (We focus on goals and growth, not clinical treatment) - Do you offer a free consultation? (Yes — a free 20-minute discovery call)  If asked something you don't know, say: “I'd love to connect you directly with Maya — hello@elevatewellness.com”



	What did the assistant get right?





	What surprised you about the response?





	STEP 3A ·  Pick Your Use Case
“Same assistant. Three different jobs. Pick the one that changes your business.”



Circle or check the one you’re going to build for YOUR business:

	01
FAQ Bot
Answers customer questions about pricing, services, hours, and booking automatically.
☐  I’m building this
	02
Intake Assistant
Qualifies new leads by asking about their goals and needs before they reach you.
☐  I’m building this
	03
Review Responder
Drafts professional replies to Google or Yelp reviews in your business voice.
☐  I’m building this



	Not sure? Start with the FAQ Bot — it’s the most universally useful and works for any business or career.



	STEP 3B ·  Build Your Business Brain
“Fill this in — then paste it into the template below.”



	YOUR BUSINESS INFORMATION
Business name:

What your business does (2 sentences max):


Your ideal customer:

Your tone (circle one):
  Warm & friendly     Professional     Direct     Fun     Other: _______________
Your top 5 FAQs & answers:
1.  Q:

     A:

2.  Q:

     A:

3.  Q:

     A:

4.  Q:

     A:

5.  Q:

     A:

One thing your assistant should NEVER say or do:




	YOUR SYSTEM PROMPT TEMPLATE — Fill In & Paste into Claude
You are a helpful assistant for [YOUR BUSINESS NAME]. [YOUR 2-SENTENCE DESCRIPTION] You are speaking to [YOUR IDEAL CUSTOMER]. Always respond in a [YOUR TONE] tone.  Common questions you answer: - [FAQ 1 + ANSWER] - [FAQ 2 + ANSWER] - [FAQ 3 + ANSWER] - [FAQ 4 + ANSWER] - [FAQ 5 + ANSWER]  Never [YOUR BOUNDARY]. If you don’t know something, say: “Let me connect you with our team directly.”



	STEP 4 ·  Test It, Break It, Improve It
“Find a partner. Test each other’s assistants. Catch it saying something wrong.”



Ask your assistant 3 customer questions. Then swap laptops with your neighbor and test theirs. If it gets something wrong — go back and add that instruction. Run it again. That process is called prompt engineering. And you just learned it.

	Question I asked that it got wrong:





	What I added to fix it:





	Best response my assistant gave today:






	WANT TO GO DEEPER? TRY THESE
→  Add: “Always end every response by asking if the customer has any other questions.”
→  Add: “If a customer sounds frustrated, acknowledge their feelings before answering.”
→  Add: “Always sign off as [YOUR NAME] from [YOUR BUSINESS].”
→  Try the Intake version: “Before answering, ask: What brings you here today? What’s your biggest challenge right now?”
→  Try the Review Responder: Paste a real Google review and ask Claude to draft a professional reply in your voice.



	🎯 YOUR FREE TAKEAWAY
Your system prompt template is yours forever. Save it in your notes app. Update it as your business grows. The more detail you add, the smarter your assistant gets — and it costs nothing to run.
	⭐  THE NEXT LEVEL
What you built today lives in Claude. The fully custom version runs on your website, responds to real customers automatically, and never needs you to open a laptop. That’s what’s possible.



	Jeanne Moe Robinson
Founder & Chief AI Architect

hello@kairosaisolutions.org  ·  kairosaisolutions.org  ·  Raleigh, North Carolina

📅 Free AI Audit — 30 minutes, no pitch, just answers.  Scan the QR code on your table.



