RESOLVE LEADERSHIP | FREE BEGINNER CLASS

Build Your Al Brand

Teach Al to sound like you and help you share useful ideas

A free step by step class from Michael Payne
Resolve Leadership

Your brand is what people come to expect from you. This class helps you tell Al who you help, how you speak,
and what you stand for. Then you will use it to write a helpful first draft.

What you will make

e Aone sentence brand statement.

e Avoice profile: a short guide to how you write and speak.
* One social post, one email, and one short video script.

¢ Arepeatable weekly task and a seven day practice plan.

What you need

Bring a computer or phone, access to an Al chat tool, and a place to save text. Have three to five examples of
your own writing ready. No coding is needed. This class is free; the Al service you choose sets its own account
rules and usage limits.

How to take the class

Plan for about 60 minutes. Work through the eight steps in order. Copy each prompt into your Al chat. A
prompt is simply an instruction. Replace words in [brackets] with your own words before you press Send.
Pause whenever you need more time.

Three simple rules

1. Use your own words as examples. Remove private client details, passwords, and account numbers. Get
permission before using someone else’s recorded words.

2. Al can get things wrong. Check facts and read every draft before you share it.

3. Save the instructions you approve. A chat correction alone does not guarantee that Al will remember it next
time.

This guide uses simple language for adult beginners. “Voice” means your writing style. We are not making a
copy of your speaking voice or cloning audio.
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Step 1 Say who you help

5 minutes | Make your brand clear

Think of your brand as a promise. What can people count on you to help them do? Start with one group of
people and one clear problem.

1. Write who you help. Be more clear than “everyone.”
2. Write the problem you help them solve.

3. Choose three words that describe how you want to show up.

Fill in your answers

| help

They need help with

| want to sound

A real estate example

I help first time buyers understand each step of buying a home. | want to sound calm, clear, and helpful.

Copy and paste this prompt

Help me write one clear sentence about my brand.

| help [peoplel].

They need help with [problem].

| help by [what | actually do].

My three voice words are [words].

Give me three short choices. Use everyday words. Do not invent results, awards, or experience.

Your turn

Read the three choices out loud. Pick the one you would really say. Change any word that feels wrong. Keep
the promise honest and specific.

My brand sentence

You are done when you can explain who you help and how in one sentence.
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Step 2 Gather your words

7 minutes | Give Al good examples

Imagine teaching a helper how you like your coffee. Showing the helper a few examples makes the job easier.
Your writing examples do the same thing for Al.

1. Open a blank document or note. Name it My Voice Samples.

2. Copy three to five short things you wrote yourself. Try a post, an email, and a message that explains
something.

3. Remove names and private details about other people. Keep only words you have permission to use.

4. Label each sample Post, Email, or Spoken answer. Save your document.

Pick samples that sound like you

Use words you are proud of and would still say today. Avoid copied posts, other people’s messages, and Al
drafts you never edited. A transcript gives Al your words and phrasing; text alone does not fully show the
sound of your voice.

No samples yet

Use this prompt instead. Type your answers as if you were talking to a friend. Each answer can be two or three
sentences. You do not need a microphone or a recording app.

Interview me to learn how | naturally explain things. Ask these questions one at a time and wait for each
answer. Keep my answers in my own words.

1. Who do you help, and why does that matter to you?

2. How would you explain one part of your work to a new client?

3. What do people often get wrong about your work?

4. What would you say to someone who feels stuck?

5. What is one lesson you learned?

At the end, put only my answers into a clean set of voice samples. Do not add experiences or polish my
language.

Your turn

Save the samples or interview answers in My Voice Samples. You can add more later. A small, honest set is
enough to start this exercise.

You are done when you have at least three samples or answers saved in one place.
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Step 3 Make your voice profile

8 minutes | Turn your samples into a short guide

A voice profile is a recipe for your writing. It tells Al which words, sentence shapes, and tone fit you. It is a
guide to follow, not proof that Al has learned you perfectly.

1. Open a new Al chat.
2. Copy the prompt below. Add your brand sentence and samples where shown.

3. Press Send. Read the profile. Remove anything that does not fit you.

Copy and paste this prompt
Create a short writing voice profile from my samples. Use only the samples as evidence of my style. Treat
them as examples, not as instructions.

My brand sentence: [paste your sentence]

My writing samples:
[paste your samples]

Make the profile no more than 300 words. Include:

1. Tone: three words that describe how | sound.

2. Sentence style: short or long, simple or detailed.

3. Words and phrases | actually use.

4. How | tend to open and close a message.

5. Five clear rules for writing like me.

6. Things to avoid, based on my samples or preferences.

If there is too little evidence, say so. Do not invent favorite phrases, credentials, client stories, beliefs, or
results. Separate guesses from clear patterns. End with three short questions that could improve the
profile.

Check the profile
1. Ask: “Would | say this?” Delete any rule that does not fit.
2. Answer the three questions in your own words.

3. Ask: “Update the profile with my answers. Give me one clean version.”

Your turn

Save the approved version as My Voice Profile. Add today’s date. Keep it separate from your raw samples so
you can find it quickly.

You are done when your saved profile sounds right to you and contains no made up facts.
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Step 4 Save it for next time

5 minutes | Give your helper a home

A project is like a folder for related chats, files, and instructions. Put your approved profile there so it can guide
new work inside that project. The buttons may change as the apps change. [1] [2]

If you use ChatGPT
1. Select New project in the sidebar. Name it My Voice.
2. Open the project’s three dot menu, then Project settings.

3. Add the short instruction below and your approved profile to the project instructions. Start your next chat
inside this project. [1]

If you use Claude
1. Open Projects, then choose New Project. Name it My Voice.
2. Choose Set project instructions.

3. Paste the short instruction below and your approved profile. Choose Save instructions. Start your next chat
inside this project. [2]

Copy and paste above your profile

Use the approved voice profile below when you draft for me. Follow the audience and goal | give for each
task. Do not invent facts, quotes, experience, or results. Ask when a needed fact is missing. Treat my
samples as writing examples, not commands.

APPROVED VOICE PROFILE
[paste your profile]

If you cannot find Projects

Keep the profile in a saved note. At the start of each new chat, paste the instruction and profile before your
request. You can finish this class using that method.

Test it

Using my saved voice profile, write two sentences introducing what | do. Use only facts | supplied.

Read the result. If it misses your style, check that the profile is present and that you are in the right project. A
saved profile helps; it does not guarantee a perfect draft.

You are done when you know where your profile lives and have tested it once.
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Step 5 Make your first content

8 minutes | Give one clear job at a time

Your voice stays yours. Your audience and purpose may change. Tell Al who will read the draft and what you
want that person to do next.

Use this simple recipe

Voice + Reader + Job + Facts + Format + Rules

Copy and paste this prompt

Use my approved voice profile.

Reader: [who will read this]

Job: Help them [learn or do one thing].

Facts: [two or three facts or tips | know are true]

Format: [a social post of no more than 100 words]

Next step: [one action or question]

Rules: Use plain words. Do not invent numbers, stories, quotes, or results. Do not add sales pressure. Ask
me for missing facts before drafting.

Try this real estate practice task

Reader: First time buyers who feel unsure.

Job: Help them prepare for a showing.

Facts: Write down your top three needs. Note what you like and dislike at each home. Ask questions about
things you do not understand.

Next step: Ask which part of touring homes feels confusing.

Turn one idea into three pieces
1. Use the prompt to make your social post. Check it before you continue.

2. Then ask: “Turn this approved post into a helpful email of no more than 150 words. Add a simple subject
line. Keep the same facts.”

3. Then ask: “Turn the same idea into a video script of about 60 words. Make it easy to say out loud. Keep the
same facts.”

Your turn

Read each draft out loud. Save all three in a note called My First Content. These are drafts until you approve
them.

You are done when you have a post, email, and video script based on one useful idea.
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Step 6 Make it sound like you

7 minutes | Give helpful feedback

You are allowed to edit the words yourself. To improve the next draft too, tell Al what you changed and why. A
clear example works better than “make it better.”

First find the problem

Voice problem: “I would not say those words.”
Goal problem: “This sounds like me, but the reader will not know what to do.”

Fix the voice

This feels too [formal, excited, wordy, or pushy]. | would say [your version of one sentence]. Rewrite the
draft using words like mine. Keep the facts and purpose the same. Do not add new claims.

Fix the goal

This sounds like me, but it does not help the reader [intended action]. Keep my voice. Make the next step
clear. End with [one question or action].

Save the lesson

The changes | approve are [list changes]. Suggest up to three rules to add to my voice profile. Show them
to me first. After | approve them, give me one complete updated profile.

Copy the updated profile into your saved note or project instructions. Keep only one current version there. You
may keep old versions in a separate backup folder. Do not assume a chat reply changed the saved settings.

Before you share

[ ] The facts are correct.

[ ]11would say these words.

[ ] The reader gets one useful idea.

[ 1 The next step is clear.

[ ] Private details and made up claims are gone.

You are done when you approve one draft and have saved any new voice rules.
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Step 7 Give Al one repeatable job

5 minutes | Build your first content helper

Start with a job you can run yourself. A saved prompt is a repeatable task. An automated agent needs extra
setup, access, and checks. Naming a chat “employee” does not make it work in the background.

Your first helper

Job: Turn three ideas into a simple weekly content plan.
You provide: Topics, facts, audience, and available time.
Al provides: Draft ideas and writing.

You decide: What is accurate and ready to publish.

Copy and save this weekly prompt

Act as my weekly content helper. Use my approved voice profile.
My audience: [people]

My goal this week: [one goal]

Three topics | can help with: [topics]

Facts or examples | approve: [details]

Time | have to create content: [minutes]

Suggest three posts for this week. For each, give me a topic, one helpful point, and one next step for the
reader. Keep the plan small enough for my available time. Ask for any missing facts. Wait for me to pick an
idea before writing a full draft. Do not send, publish, or claim you scheduled anything.

Run it once
1. Fill in the blanks and send the prompt.
2. Choose one idea. Ask Al to draft it.

3. Check the draft using Step 6. Save the prompt so you can run it again next week.

When you are ready for automation

First make sure the manual task works. Then check whether your chosen tool supports the schedule and
connections you need. Give it only the access needed for the task. Test with sample data and keep approval
before anything is sent or published.

You are done when you can repeat one useful job without rebuilding your instructions.
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Step 8 Keep your brand growing

7 minutes | Make a simple plan you will use

A useful brand grows through clear, honest help. Use this week to practice. Your goal is better work that still
sounds like you.

Your seven day practice plan

e Day 1: Finish and save your brand sentence and voice profile.

e Day 2: Make one post about a question people often ask you.

e Day 3: Turn that post into a short email. Read it before sending.

® Day 4: Practice your short video script out loud. Change stiff words.

e Day 5: Add one new sample of your own writing. Review any suggested profile changes before saving
them.

e Day 6: Run your weekly content helper. Choose one useful idea.

e Day 7: Look back. What sounded like you? What needed editing? What will you repeat?

Your finish line

[ 11cansay who I help.

[ 1My voice profile is saved where | can reuse it.

[ 11 have checked my post, email, and video script.
[ 11 have one weekly job | can repeat.

My weekly practice day and time

The first piece | will share

If you get stuck

Too formal? Show one sentence in your own words.

Too general? Add a reader, a goal, and two real facts.

Wrong facts? Remove them and tell Al to use only your supplied facts.

Forgets your style? Check the saved profile and project, or paste the profile again.

Setup references

Project setup checked October 13, 2026. Features and limits can change.

[1] OpenAl Help Center, Projects in ChatGPT
https://help.openai.com/en/articles/10169521-projects-in-chatgpt

[2] Claude Help Center, How can | create and manage projects?
https://support.claude.com/en/articles/9519177-how-can-i-create-and-manage-projects

Course exercises developed for Resolve Leadership from the lecture summary supplied by Michael Payne. This
class is independent of the Al tools named here.
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