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HOW THIS WORKS (IN
REAL TERMS)




The Small Business HR Snapshot

WHAT THIS TOOL IS
REALLY FOR

Most small businesses don’t have an HR problem.
They have a clarity problem.

Different managers communicate differently. Onboarding looks
different depending on who's working. Training happens when
there’s time... not when it's needed.

And when the starting point is inconsistent... performance follows
that same pattern.

This tool fixes the starting point.

It gives Al a clear picture of your business so that everything it helps
you create is:

Faster
More consistent

@ Actually usable in your day-to-day operations
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The Small Business HR Snapshot

WHAT THIS TOOL HELPS
YOU DO

Use this one structure across your business to support:

e Hiring - Clear job descriptions, interview guides, candidate communication

e Onboarding - Welcome emails, first-day structure, onboarding checklists

e Training - Microlearning content, SOP explanations, coaching support

« Communication - Policies, expectations, team updates, clarification
messages

» Benefits - Simple explanations, enrollment communication, employee-

friendly summaries

+4This is not about creating more work.
It's about reducing how often you have to start from
scratch.
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The Small Business HR Snapshot

The 3 Parts HR Snapshot

__| COMPANY PROFILE (WHO YOU ARE)

This tells Al what kind of business it's supporting. Include:
 Industry
e Team size
o Key roles
o Work environment (fast-paced, shift-based, customer-facing,
etc.)
* Your tone (warm, direct, professional, supportive)

& Why it matters: If you don’t define this, Al will guess—and it
won’t guess the way you would.

_| OPERATIONAL CHALLENGE (WHAT’S REALLY HAPPENING)

This is the most important part. Describe the real situation inside
your business:

@ Where things are inconsistent @Where managers are doing
things differently @ Where communication is breaking down
@ Where time or resources are limited

& Why it matters: Al can only solve the problem you describe. If the
problem is unclear, the solution will be too.
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The Small Business HR Snapshot

The 3 Parts of the Snapshot Cont...

| DESIRED OUTPUT (WHAT YOU NEED)

Be clear about what you want created and how it should be
structured.

Include:

e What you need (email, checklist, SOP, script, etc.)
e What it should include
e Tone and usability expectations

AND add this instruction:

= “Before finalizing, ask 3-5 clarifying questions.”

& \Why it matters: Better questions lead to better output.

How To Use This (Step by Step)

__IStart in Word (or notes), write your full Snapshot before going into
Al

_|Paste into your Al tool (ChatGPT, Copilot, Gemini, Claude, etc.)
_|Add your task below it. Example: “Write a welcome email for a

new CNA starting Monday.”

_ IPause and review the questions. Answer them before expecting a
final result

_IRefine, don't restart. Use short follow-ups like: “Make this shorter,"
“Make this more direct,” “Adjust tone to feel more conversational.”
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The Small Business HR Snapshot

Quick Start Example

Instead of this:
Write a welcome email.”

You now have this:

A business context@A real operational challenge @ A clear output
expectation

That's the difference between generic output... and something you
can actually use.

3d Memory Jogger

If the output feels off...

Don’t rewrite it.

Ask yourself:
& Did | give enough context?
& Did | clearly describe the real problem?

& Did | guide the output?
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About This Tool...

Bring structure and consistency to your small business HR
with the RockstarBoss HR Snapshot.

This practical guide gives you a structured way to build
prompts that keep your HR clear, consistent, and easy to use,
while saving time and reducing rework.

Whether you're working through people, training, or benefits
challenges, this tool helps you create real-world HR solutions
you can actually use.

Because better systems build better workplaces.

#RockstarBoss™
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