Structured Prompts Improve Results for Office Al
Users

United Ceres Workforce Learning has published guidance on generative Al prompting for
common office tasks. The material offers ten reusable prompting patterns that cover everyday
work such as writing emails, producing summaries and drafting reports. The guidance draws
on Anthropic's published prompting guidance for its Claude assistant and describes prompts
as clear instructions that tell an Al assistant what to do, for whom and in what form.

The page explains that clear context, examples and instructions can improve the results an Al
assistant produces. It recommends asking an assistant to answer only from supplied material
and to state when it cannot answer. The guidance also advises users to check Al-generated
output before sharing it with customers, managers or colleagues.

How Prompting Patterns Work

Prompting patterns give users a repeatable structure for interacting with Al assistants. A
pattern frames a request as a set of instructions that specify the task, the audience and the
desired format. For example, a user writing a customer email might start with a pattern that
asks the assistant to draft a polite message, address a specific concern and close with a call
to action. The assistant then produces a draft the user can review and edit before sending.

The patterns in the United Ceres Workforce Learning material follow this approach. Each
pattern isolates one type of office task and gives a template for phrasing the request. The
templates include placeholders for the user to fill in the details of their specific situation. This
structure helps users avoid vague or incomplete prompts that produce weak results.

Why Prompt Clarity Matters

Generative Al assistants respond to the text they receive. A prompt that lacks context,
examples or clear instructions often yields a reply that misses the mark. Users who give a
short request such as "write an email" get a generic output that may not suit their audience or
purpose. Adding context about the recipient, the tone and the key points changes the quality of
the output significantly.

The guidance stresses that the assistant should answer only from material the user supplies.
This constraint reduces the risk of the assistant inventing facts or drawing on outdated
information. When the assistant cannot answer from the supplied material, it should state that
directly. This practice keeps the output grounded in the user's own data and avoids the spread
of incorrect details.



Office Al Prompting in Practice

The field of office Al prompting has grown as more workers bring generative Al tools into their
daily routines. Early adopters discovered that a small investment in prompt design often
returned large gains in output quality. Over time, organisations began to collect and share
effective prompts, turning scattered tips into reusable patterns.

These patterns help users move beyond simple question-and-answer interactions. A well-
designed prompt can ask the assistant to adopt a specific role, follow a particular structure or
mimic a given style. The assistant then treats the request as a task with defined parameters
rather than an open-ended question. This shift makes the output more predictable and easier
to integrate into real work.

Checking Output Before Sharing

The guidance advises users to check Al-generated output before sharing it. This step matters
because even a well-prompted assistant can produce errors, awkward phrasing or content that
does not fit the intended audience. Users who review and edit the output catch these problems
before the material reaches customers, managers or colleagues.

Checking also builds the user's understanding of how the assistant responds to different
prompts. Over time, users learn which patterns produce the best results for each type of task.
They become more skilled at writing prompts that save time without sacrificing accuracy or
tone.

Common Prompting Patterns

e Write an email to a customer about a delayed order, using a polite tone and including
a specific apology and a revised delivery date.

e Summarise a meeting transcript into three bullet points that capture the main
decisions, action items and next steps.

e Draft a report introduction that states the problem, the method used to investigate it
and the key finding.

e Rephrase a paragraph so it uses simpler language suitable for a non-technical
audience.

e Format a list of tasks as a table with columns for priority, owner and deadline.

Each pattern gives the assistant enough context to produce a useful draft. The user then
adjusts the draft to match their exact needs.

Building on Published Guidance


https://workforcelearning.unitedceres.edu.sg/resources/prompting-patterns-office-work/

The United Ceres Workforce Learning page says its patterns draw on Anthropic's published
prompting guidance for Claude. This reference gives users a starting point that has already
been tested. Organisations that adapt these patterns to their own workflows can save time
that would otherwise go into trial and error.

The patterns also reflect a broader trend in the Al industry toward structured prompting.
Companies that build Al assistants increasingly publish advice on how to get the best results
from their systems. Users who follow this advice tend to produce more consistent output and
report higher satisfaction with the tools.

Limitations of Prompting Patterns

Prompting patterns are not a substitute for human judgment. An assistant cannot know the full
context of a user's situation, the relationships involved or the unspoken expectations of an
audience. The user must supply that context in the prompt or add it when editing the output.
Patterns help, but they do not remove the need for human oversight.

The guidance also notes that users should ask the assistant to state when it cannot answer
from supplied material. This rule prevents the assistant from guessing or making up
information. Users who skip this step may receive output that appears correct but contains
errors. Checking the output remains the final safeguard.

Outlook for Office Al Prompting

As generative Al tools become more common in office work, the demand for practical
prompting guidance will likely grow. Workers who learn to craft effective prompts gain a
productivity advantage over those who use the tools without structure. Organisations that
invest in training their staff on prompting patterns may see better returns from their Al
investments.

The United Ceres Workforce Learning page contributes to this effort by offering a set of
patterns that cover common tasks. Users can adopt the patterns as written or adapt them to
their own needs. The guidance provides a foundation that users can build on as they gain
experience with the tools.



