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How to Use Al to Enhance Strategic Execution at
Work

A Practical Playbook for Working Professionals Who Want to Move Faster, Think Sharper, and Execute with Confidence
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(1] INTRODUCTION

Why Al + Strategic Execution Is the Skill
Combination of the Decade

Most professionals are not failing because they lack ideas. They are failing to What You Will Gain

execute consistently, at speed, and at scale — because execution has always

been the hard part. Priorities shift, stakeholders misalign, timelines compress, A clear model for where Al fits in your
and cognitive overload sets in. The result? Plans that look brilliant in meetings execution workflow

but stall in reality. Step-by-step prompts you can use today
Checklists, templates, and reflection tools

A real-world case example you can

benchmark against

Confidence to integrate Al without overwhelm

Al changes this equation dramatically. Not because it replaces your judgment —
but because it amplifies your capacity to act. It reduces the friction between
thinking and doing. It surfaces insights buried in data. It drafts the first version
so you can focus on the tenth. And it keeps your execution loop tight, even

when your calendar is in chaos.

This playbook is built for working professionals — people with real deliverables,
real teams, and real time pressure. Whether you are a consultant managing
multiple client engagements, a manager driving a cross-functional initiative, or
a career switcher trying to move faster in a new role, the frameworks and tools

in this guide are designed to give you an immediate, practical advantage.

(@  How to use this resource: Skim the section headings for a quick orientation. Then deep-read the modules most relevant to your
current challenge. Return to the checklists and worksheets as reference tools throughout your week.
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(I PLAYBOOK STRUCTURE

Your Roadmap Through This Playbook

This guide is structured in three phases — Before (planning and prioritisation), During (active execution and decision-making), and After

(review, learning, and communication). Each phase contains specific Al tools, prompts, and action elements you can plug directly into

your work.

4

Phase 1 — Strategic Clarity Phase 2 — Aclive Execution

Define what matters most. Use Al to sharpen goals, diagnose Use Al to draft, decide, prioritise, and communicate in real time.
blockers, and map stakeholders before execution begins. Keep momentum through the messy middle.

2 pAe

Phase 3 — Review and Scale Action Toolkit

Analyse outcomes, extract insights, and build reusable systems so Checklists, prompts, worksheets, and a real-world case study

you execute smarter next time. bundled for immediate application.

https://www.planetspark.in/resources 2
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Understanding Al as a Strategic Execution

Partner

Before you build workflows, you need a clear mental model. Al — specifically large language models like ChatGPT, Claude, Gemini, and

Copilot — is best understood not as an automation tool, but as a thinking and drafting partner that works at the speed of your intent.

The clearer your intent, the better your output.

Where Al Excels in Execution

% First-draft generation — plans, emails, reports, agendas

Summarisation — distilling long documents into

decisions

% Prioritisation frameworks — running structured analysis

on competing tasks

% Stakeholder communication — tailoring messages for

different audiences

% Scenario planning — pressure-testing assumptions

before committing

Where Human Judgment Remains Essential

%

Final decisions — especially those with ethical or

political dimensions

Relationship management — building trust and reading

room dynamics

Cultural context — understanding unspoken norms and

sensitivities

Creative vision — setting the direction Al will help you

execute

Accountability — owning outcomes and leading with

integrity

(). The Golden Rule: Al raises the floor of your output dramatically. Your expertise raises the ceiling. Together, you are formidable.
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&2 THE CORE MODEL

The PACE Framework — Your Al Execution
Model

Strategic execution with Al works best when you apply a consistent model. The PACE Framework gives you a repeatable structure for
every project, initiative, or deliverable you work on. It prevents ad-hoc Al use and builds a discipline of high-leverage, intentional

application.

Al summarizes, \ Al drafts Critically

high-value data, context, plans, review Al
goals. Al map surfaces communica- output,
competing blind spots. cations, refine,
priorities. presentations measure.

Before any execution, use Al Feed Al your raw data, Use Al to generate first drafts Always review Al output with
to clarify which activities meeting notes, or research. of everything: project plans, your professional judgment.
have the highest strategic Ask it to surface patterns, stakeholder updates, risk Use it as a thinking partner,
leverage. Avoid the trap of contradictions, and decision- registers, and executive not an oracle. Refine, adjust,
busy work masquerading as relevant insights — faster summaries. Start at 70%, and own the final product.
progress. than manual review. refine to 100%.

https://www.planetspark.in/resources 4
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Strategic Clarity — Before You Execute, Get Sharp

The biggest execution failure is not laziness — it is misaligned effort. Professionals spend enormous energy on tasks that are not actually

tied to strategic outcomes. Phase 1 uses Al to eliminate this before you begin. Think of this phase as your pre-flight checklist: you would

not take off without it.

The most powerful thing you can do before launching any initiative is to articulate the outcome with precision. Al can help you stress-test

your goal definition, identify stakeholders who will be affected, anticipate objections, and map the dependencies that could derail you.

This is not busywork — it is the fastest path to effective action.

2

Define the Strategic Outcome

Use this prompt: " am working on [initiative]. The intended
outcome is [X]. Help me rewrite this as a SMART goal and

identify the top 3 risks to achieving it."

Prioritise Your Activities

Use this prompt: "Here are 10 tasks | need to complete this
week: [list]. Using an impact-effort matrix, help me rank these

and identify which 3 to focus on first."

Map Your Stakeholders

Use this prompt: "My project involves [brief description]. Who
are the likely stakeholders? For each, what do they care about

most and what objections might they raise?"

Anticipate Blockers

Use this prompt: "What are the most common reasons that
[type of initiative] fails? Map these to my context: [brief

description]. What should | proactively address in week one?"

https://www.planetspark.in/resources 5
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Phase 1 Worksheet — Strategic Clarity Planner

Complete this worksheet before launching any significant initiative. Use Al to fill in the gaps where your thinking is unclear. Return to this
sheet at the mid-point of your project to recalibrate.

Initiative Name Write the name of your project or initiative here

Strategic Outcome (SMART) What does success look like in specific, measurable terms?
Key Stakeholders List 3-5 people whose buy-in or input is essential

Top 3 Risks What could derail this? (Use Al to pressure-test your list)
Week 1 Priority Actions The 3 highest-impact tasks you will complete this week
Potential Blockers Internal or external factors that could slow progress

Your Al Support Plan Which parts of this project will you use Al for? List them here.

@  Pro Tip: Copy this table into a document and ask Al to help you fill in the "Top 3 Risks" and "Potential Blockers" rows based on
your initiative description. You will be surprised by what it surfaces.

https://www.planetspark.in/resources 6
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% PHASE 2

Active Execution — Using Al in the Messy Middle

The "messy middle" is where most execution plans collapse. Priorities shift. Stakeholders go silent. Decisions stall. New information
surfaces that contradicts your original assumptions. This is where Al becomes most valuable — not as a planner, but as a real-time

execution partner that keeps you moving with clarity and confidence.

During active execution, you will use Al primarily for four activities: drafting communications, making faster decisions, solving problems
creatively, and keeping your team aligned. Each of these has a specific set of prompts and techniques that dramatically reduce the

cognitive load of execution while improving the quality of your outputs.

E = Decide with Structure

When facing a complex decision, prompt Al to present
pros/cons, analogous cases, or decision matrices. This
externalises your thinking and prevents analysis paralysis.

2 s Align Stakeholders

Use Al to tailor the same core message for different audiences

— a CEO summary, a team briefing, and a client update —

each in the right tone and format.

https://www.planetspark.in/resources 7
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High-Impact Prompts for Active Execution

The quality of your Al output is directly tied to the quality of your prompt. Below are battle-tested prompt templates for the most

common execution challenges. Adapt the bracketed sections to your specific context. Save these to a notes app for quick access.

For Stakeholder
Communication

"Write a [email / Slack message /
executive update] to [audience]
about [topic]. Tone should be
[confident / empathetic / urgent]. Key
message: [X]. They care most about
[Y]. Length: [short / medium]."

For Decision-Making

"I need to decide between [Option A]
and [Option BJ. Here is my context:
[brief description]. Build a decision
matrix comparing both options
across these criteria: [list criteria].
Then give me your recommendation

and the top risk of each."”

For Problem Solving

"l am stuck on [problem]. Here is
what | have already tried: [list]. What
are 5 alternative approaches | may
not have considered? For each, tell
me the first concrete step | should

take."

For Meeting Preparation
"I have a [type of meeting] with

[stakeholder/team] in [timeframe].
The goal of the meeting is [X].
Generate an agenda, 3 key questions |
should ask, and a one-paragraph pre-

read | can send in advance.”

For Risk Management

"My project is [description]. We are
currently in [phase]. Identify the top 5
risks we should be monitoring right
now, the likelihood of each, and a

mitigation action for each risk."

https://www.planetspark.in/resources
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The Execution Velocity Checklist

Use this checklist every Monday morning to set up your week for maximum execution velocity. It takes under 10 minutes and will save
you hours of misdirected effort. Pair each item with a quick Al prompt to accelerate the process.

~ 1 Weekly Planning Checklist Daily Execution Checklist

[] Review last week's outcomes — what moved, what stalled? [] Start with the highest-leverage task — not your inbox

[] Identify your top 3 strategic priorities for this week [] Use Al to draft any writing before starting from scratch

[] UseAlto build a draft weekly plan aligned to your goals [[] Before each meeting: use Al to prep questions and agenda
[[]J Map which tasks can be Al-assisted vs. require full attention [] After each meeting: use Al to summarise notes and next steps
[J Identify one decision you've been avoiding — schedule it [J] Review your priority list at 3 PM — recalibrate if needed

[] Draft the most important communication you need to send [J End-of-day: log 3 wins and 1 learning in your execution

[] Block deep work time — minimum 90 minutes, uninterrupted journal

[] Prep tomorrow's top 3 tasks the night before

(& These checklists are designed to be reused weekly. Consider copying them into Notion, Obsidian, or any note-taking tool and

checking off items as you go. Consistency over perfection.

https://www.planetspark.in/resources 9
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AlI-Powered Stakeholder Communication That

Actually Lands

One of the most underrated execution skills is communication — and it is where most professionals lose time, goodwill, and momentum.

Poorly worded updates create confusion. Generic emails fail to move stakeholders. Delayed responses signal disengagement. Al can help

you communicate with precision, speed, and strategic intent — every single time.

The key insight is this: different stakeholders need the same information packaged differently. A CEO needs a 3-sentence summary

with a recommendation. A technical team needs specifics. A client needs confidence and next steps. Al can generate all three versions

from one core briefing — in under two minutes.

Executives

NEED: decision, /
recommendation,
risk. FORMAT:

3-5 sentences,
no jargon. ——

Clients

NEED: confidence,
progress, next steps.
FORMAT: warm,
professional,
concise.

Team Members

NEED: clarity on
tasks, timeline,
support.
FORMAT: bullet
points, action-
oriented.

Cross-functional Partners

NEED: context,
request, dependency.
FORMAT: direct,
collaborative,
specific.

[ Power Prompt: "I need to communicate [key message] to four different audiences: my manager, my team, a client, and a cross-

functional partner. Write a tailored version for each. Keep each under 100 words."

https://www.planetspark.in/resources 10
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ol PHASE 3

Review and Scale — Learning Faster Than
Everyone Else

Most professionals complete a project and immediately move to the next one. This is the single biggest missed opportunity in
professional growth. The difference between professionals who plateau and those who compound their capabilities is what happens

after execution: structured reflection, learning extraction, and system building.

Al makes retrospectives faster, more honest, and more actionable. Instead of a vague "lessons learned" conversation, you can use Al to
analyse your project data, identify patterns, and generate reusable templates from your experience. Over time, you build a personal

execution library that makes every subsequent project easier than the last.

Week After Completion Build Your Prompt Library
Run a structured Al-assisted retrospective. Save the prompts that generated your best
Document what worked, what did not, and the outputs. Build a personal library of 10-20 go-to
single biggest lesson. prompts for your most common execution
tasks.
2
Extract Templates Share Your Learning
Ask Al to convert your project artefacts — plans, Write a brief "execution note" for your team or
emails, decks — into reusable templates manager. Use Al to draft it. Sharing insights
stripped of confidential detail. builds your reputation as a strategic thinker.

Use this retrospective prompt: "Here is a summary of a project | just completed: [description]. What worked well? What could have been

done better? What 3 systems or habits would have made this 20% more efficient? Suggest a reusable process for next time."

https://www.planetspark.in/resources 11
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Building Your Personal Al Execution System

Ad-hoc Al use is 10x less effective than a personal system. The professionals who extract the most value from Al are those who have

invested 2-3 hours in building a consistent, repeatable setup. This section shows you exactly how to do that — without being a

technologist.

Step 1 — Choose Your Al Tool Stack

Select 1-2 primary Al tools and become expert in them.
Recommended combination: ChatGPT or Claude for thinking
and drafting; Copilot for Microsoft 365 integration; Gemini for
Google Workspace. Do not spread yourself thin across five

tools.

Step 3 — Establish Daily Al Rituals

Start your day with a 5-minute Al planning session: paste your
task list and ask for prioritisation. End your day with a 5-
minute Al reflection: summarise your wins and set up
tomorrow. These two rituals alone will compound significantly

over a month.

Step 2 — Build Your Prompt Library

Create a dedicated note in Notion, Obsidian, or Google Docs
titled "My Al Prompt Library." Organise by category:
Communication, Planning, Analysis, Problem-Solving. Add to

it every time you find a prompt that generates great output.

[—

Step 4 — Maintain a Learning Journal

Once a week, paste your best Al conversations into a "Wins"
folder. Review monthly. This builds meta-awareness of where
Al is most valuable for your specific role and working style — a

competitive advantage most people never develop.

https://www.planetspark.in/resources 12
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Real-World Application — Meet Kavya

The Profile

Name: Kavya Menon

Role: Project Manager, mid-sized

consulting firm
Experience: 6 years

Challenge: Leading a cross-functional
digital transformation project with a 90-
day deadline, limited budget, and 8

stakeholders across 3 departments

Al Tools Used: ChatGPT, Copilot

40%

Time Saved on Communication

Freed up for higher-leverage strategic work

90

Days to Delivery

On time, within budget — a first for this team

What Kavya Did — and What Changed

Before discovering the PACE Framework, Kavya spent the first two weeks of every
project in reactive mode — endless meetings, misaligned priorities, and last-minute

stakeholder surprises. On this project, she applied Al strategically from day one.

Phase 1 (Prioritise + Analyse): She used ChatGPT to build a stakeholder map, identify
the top 5 risks to her 90-day plan, and generate a prioritised task list using an impact-

effort matrix. What previously took 3 hours of whiteboarding took 40 minutes.

Phase 2 (Create + Communicate): Every stakeholder update was drafted by Al and
refined by Kavya. She saved approximately 4 hours per week on communication alone.

Her manager noticed the improvement in clarity and consistency.

Phase 3 (Evaluate): At the close of the project, she ran an Al-assisted retrospective and
extracted 6 reusable templates — a project kickoff template, a stakeholder
communication matrix, a risk register, and three email formats she now uses across all

engagements.

6

Reusable Templates Created

Reducing future project setup time by 60%

3

Stakeholders Aligned

Across 3 departments with zero major escalations

https://www.planetspark.in/resources 13
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Al Ethics Basics

As Al increasingly integrates into strategic execution, understanding its ethical dimensions becomes paramount. Ethical Al isn't just about
compliance; it's about building trust, ensuring responsible innovation, and mitigating potential harms that could derail even the best-laid
strategies. A solid grasp of Al ethics empowers leaders to leverage Al's full potential while safeguarding organisational values and

stakeholder interests.

Navigating the ethical landscape of Al is crucial for sustainable and impactful strategic execution. Here are some foundational principles

to consider:
Transparency & Explainability Fairness & Bias Mitigation
Understand how Al reaches its conclusions. Strategic Ensure Al does not perpetuate or amplify existing biases. Al
decisions influenced by Al must be explainable to models trained on skewed data can lead to inequitable
stakeholders, fostering trust and enabling informed outcomes in resource allocation or market analysis. Regular
adjustments. Opacity can lead to distrust and hinder audits and diverse datasets are crucial to prevent unintended
effective course correction. discrimination.
Accountability & Governance Privacy & Data Security
Clearly define who is responsible for Al-driven decisions and Protect sensitive data processed by Al systems. Adhere to
their consequences. Establish robust governance data protection regulations and implement strong
frameworks that outline oversight mechanisms, legal cybersecurity measures to prevent breaches. Ethical Al
liabilities, and processes for redress when Al systems err. respects individual privacy and data sovereignty.

By integrating these ethical considerations into your Al-powered strategic execution, you not only minimise risks but also enhance the

credibility and long-term success of your initiatives. Ethical Al is an enabler of truly responsible and impactful leadership.

https://www.planetspark.in/resources 14
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Common Mistakes — and How to Fix Them Fast

Even well-intentioned professionals undermine their Al-assisted execution through a handful of predictable patterns. Awareness of these

mistakes is the first step to avoiding them. Each one has a clear, immediate fix.

Vague Prompts

Mistake: "Help me with my project." Fix:
Always include context, role, goal,
audience, and format. The more specific
your prompt, the more actionable the
output. Use the templates in this guide

as your starting point.

No System for Prompts

Mistake: Recreating prompts from
scratch every time. Fix: Build and
maintain a prompt library. This is a 2-
hour investment that will save you 2
hours every week for the rest of your

career.

Accepting First Output

Mistake: Using Al's first response
without refinement. Fix: Always iterate.
Ask Al to "make this more concise,"
"adjust the tone to be more assertive,"
or "add a specific example." The second

and third drafts are dramatically better.

SKkipping the Review Step

Mistake: Sending Al-generated content
without careful review. Fix: Always read
Al output as if you are a critical editor.
Check for accuracy, tone, and alignment
with your professional standards. You

are accountable for what you send.

https://www.planetspark.in/resources

Al for Everything

Mistake: Defaulting to Al for tasks that
require genuine human presence,
empathy, or political judgment. Fix: Use
the PACE model to identify which tasks
benefit from Al and which require your

full, unmediated attention.

One-and-Done Mindset

Mistake: Using Al for one project and
then reverting to old habits. Fix:
Commit to 30 days of intentional Al
practice. Track your time savings. The
habit compounds — but only if you give

it time to become automatic.
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Quick Reference — Al Tools for Strategic

Execution

You do not need to master every Al tool. Focus on the right tools for your most common execution tasks. Here is a curated, opinionated

guide for working professionals in corporate or consulting environments.

Tool

ChatGPT (GPT-40)

Claude (Anthropic)

Microsoft Copilot

Gemini (Google)

Perplexity Al

Notion Al

Best For

Drafting, planning,

brainstorming

Long-document analysis,

nuanced writing

Integrated into Word, Excel,

Teams, Outlook

Integrated into Docs, Sheets,

Gmail

Real-time research with

citations

Project documentation and

knowledge management

Standout Feature

Custom instructions + memory;

broad capability

Handles very long context;

thoughtful tone

Works inside your existing workflow

Seamless Google Workspace

integration

Answers grounded in current web

sources

Al inside your project management

system

Ideal User

Anyone — the most versatile

starting point

Consultants, analysts,

writers

Corporate professionals in

Microsoft environments

Professionals in Google

Workspace environments

Researchers, consultants

needing current data

Project managers, team

leads

(@ Recommendation for most professionals: Start with ChatGPT or Claude as your primary thinking partner. Add your workplace-

integrated tool (Copilot or Gemini) for document and email workflows. That's all you need to see transformative results.

https://www.planetspark.in/resources
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(7 SELF-EVALUATION

Self-Evaluation — Where Are You on the Al
Execution Spectrum?

Use this self-evaluation to honestly assess your current Al capability and identify your highest-priority development area. Score yourself

on each dimension from 1 (not yet started) to 5 (consistently excellent). Total your score and read the corresponding guidance below.

Dimension 1 2 3 4 5

| use Al regularly as part of my work routine m m m O O

| write specific, contextual prompts (not vague requests) O O O O m

| use Al to prioritise and plan — not just draft m O O O m

| tailor Al-generated content before using or sending it m m m m O

| have a personal prompt library | actively maintain | O i O m

| use Al for retrospectives and learning extraction m m m m O

| know when NOT to use Al and apply human judgment instead m m m m O
Score 7-17: Explorer Score 28-35: Strategist
You're at the beginning of your Al You're using Al but haven't systematised it You're operating at a high level. Your next
journey. Focus on establishing one daily yet. Build your prompt library this week. move is to share your system with your
Al ritual and completing your first 10 Identify the 3 execution tasks where Al team and begin building organisational
prompts this week. Consistency beats would save you the most time. Al capability — a leadership
perfection. differentiator.

https://www.planetspark.in/resources 17
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> REFLECTION

Reflection Questions — Deepen Your Strategic
Application

These questions are designed to be visited once a month — ideally in a quiet 30-minute session. They will help you move from using Al

tactically to applying it as a genuine strategic capability. Consider journaling your answers or discussing them with a mentor or peer.

| 2
Where am I still avoiding AI? What has Al freed me up to do?
What tasks do you default to doing manually even though Al Have you reinvested the time Al saves into higher-leverage
could help? What is the real reason — habit, trust, fear, or activities? Or has it simply been absorbed by other busyness?
something else? Be honest.

| | +
Where has Al made me look more strategic? What is the one Al skill gap I need to close

9
Think of a specific instance where an Al-assisted output next:
impressed a stakeholder or improved an outcome. What can Based on your self-evaluation and daily experience, what is
you replicate? the single most valuable Al capability you could develop in
the next 30 days?

The professionals who compound fastest are those who reflect with the same rigour they execute with. Use Al to help you reflect —

paste your answers into a chat and ask for patterns, blind spots, and a recommended next action.

https://www.planetspark.in/resources 18
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©) KEY TAKEAWAYS

Summary — What You Now Know and Can Do

You have covered a lot of ground. Here is your rapid-recall summary — the seven ideas most worth holding onto and acting on

immediately. Pin this page. Return to it weekly until these ideas become instincts.

Al amplifies execution — it does not replace judgment

The most effective professionals use Al to raise the floor of their output while their expertise raises the ceiling. You are the

strategic layer; Al is the acceleration layer.

The PACE Framework is your repeatable execution model

Prioritise > Analyse > Create > Evaluate. Apply this to every significant project and watch your execution consistency improve

within weeks.

Specificity is the superpower — vague prompts get vague results

Every prompt you write should include context, goal, audience, and format. The 30 extra seconds you spend on a better prompt
saves 30 minutes of rework.

Communication is your highest-leverage Al use case

Tailoring messages for different stakeholders is where Al saves the most time and generates the most visible impact. Start here if

you are unsure where to begin.

Build your system — rituals, prompt library, and templates

Ad-hoc Al use is a fraction as effective as a personal system. Two hours of setup will save you hundreds of hours over the next

year.

Review and learn with the same rigour you plan with

The professionals who grow fastest use Al to accelerate their learning loop, not just their output loop. Run retrospectives, extract
templates, build your library.

Start today — imperfect action beats perfect planning

You do not need to master all of this before you begin. Pick one prompt from this guide, apply it to a real task in the next 24 hours,

and let momentum build from there.

https://www.planetspark.in/resources 19
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Your Next Steps — Start Here

You have the framework. You have the prompts. You have the tools. What you do in the next 48 hours determines whether this remains an

interesting read or becomes a genuine career advantage.

© In the Next 24 Hours

Use one prompt from this guide on a real task. It does not
need to be perfect. Just run the experiment and notice the

output. Write down what surprised you.

July

In the Next 7 Days

Apply the PACE Framework to your most important current
project. Complete the Strategic Clarity Worksheet. Run one Al-
assisted stakeholder communication. Measure the time you

saved.

/

~ In the Next 3 Days

Create your prompt library. Start a new note titled "My Al
Prompts" and paste in the 5 prompts most relevant to your
current role. Add one new prompt every time you find

something that works.

_/

. In the Next 30 Days

Establish your daily Al rituals. Complete your self-evaluation

again. Share what you have learned with one colleague or

your team. By day 30, Al-enhanced execution will feel natural

— not effortful.

better. The question is: will you let it?

Strategic execution has always been the hardest part of professional life. Now, for the first time, you have a thinking partner that is

available at every hour, endlessly patient, and exponentially capable. The question is no longer whether Al can help you execute

You now have everything you need. Go execute.

7% PLANETSPARK PROFESSIONAL SERIES
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