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A SIMPLE GUIDE FOR SMALL BUSINESS OWNERS 


Build Your First AI Employee
Add a tireless team member to your business — one that writes, follows up, and creates content, so you get your time back.
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THE IDEA 
What If You Had Another Employee?
 
Imagine a team member who never needs benefits, never calls in sick, and never needs re-training every month. One that simply shows up and does the work — quietly, consistently, and on demand.
Picture a teammate who could handle the tasks that quietly eat your week: [image: ] Write social media posts	[image: ] Draft your emails
[image: ]  Answer customer questions	[image: ] Create polished proposals
[image: ] Build checklists & systems	[image: ]  Organize your scattered ideas
 (
So,
 
what
 
is
 
an
 
AI
 
Employee?
That is exactly what an AI Employee is — a trained assistant that knows your business 
and helps you carry the load.
)
START SMART 
First Things First
 
Most business owners stumble because they try to automate everything at once. Don’t. The secret is focus.
 (
The
 
one
 
rule
 
that
 
makes
 
this
 
work
Pick
 
ONE
 
thing
 
you
 
do
 
every
 
single
 
week
 
that
 
drives
 
you
 
crazy
 
—
 
then
 
let
 
your
 
AI 
Employee take it off your plate.
)
It might be something like:
Writing Facebook posts week after week Following up with leads you don’t want to lose Creating proposals from scratch every time
Answering the same customer questions on repeat
Start there. One task is all it takes to begin.
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A REAL EXAMPLE 
Example: A Marketing Assistant
 
Say Hartley Resources wanted an AI Employee for marketing. We’d create a single, focused assistant — the Hartley Resources Marketing Assistant — and give it one clear job.
 (
Its
 
job
 
description
Create
 
Facebook
 
posts
 
·
 
Create
 
LinkedIn
 
posts
 
·
 
Write
 
emails
 
·
 
Turn
 
workshops
 
into content
 
·
 
Generate lead-magnet ideas
)
That’s it. One job, done well.
 (
“
Don’t
 
build
 
a
 
robot
 
army.
 
Build
 
one
 
good
 
employee, then teach it your business.
THE
 
HARTLEY
 
METHOD 
)

 (
1
)STEP 1
Train Your Employee
Open a Google Doc and title it “Your Business — AI Employee Training Manual.” This becomes the brain of your assistant. Fill it with four short sections:
 (
1
 
·
 
Who
 
We
 
Are
Hartley
 
Resources
 
helps
 
small
 
businesses
 
and
 
nonprofits
 
use
 
AI
 
and
 
automation
 
to 
save time and grow.
) (
2
 
·
 
Who
 
We
 
Help
Business
 
owners
 
who
 
feel
 
overwhelmed
 
and
 
don’t
 
know
 
where
 
to
 
start
 
with
 
AI.
)
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 (
3
 
·
 
Our
 
Personality
Relaxed,
 
beach
 
vibes,
 
a
 
breath
 
of
 
fresh
 
air.
 
Calm,
 
simple,
 
and
 
easy
 
to
 
understand.
) (
4
 
·
 
Our
 
Core
 
Message
AI
 
won’t
 
replace
 
you.
 
It
 
will
 
give
 
you
 
your
 
time
 
back.
)


 (
2
)STEP 2
Teach It About Your Services
Give your assistant the details of what you offer, so it can speak about your work accurately. For example:
 (
AI
 
Business
 
Jumpstart
A hands-on session where we set up AI tools, create a brand voice, build templates, 
and identify automation opportunities.
Outcome:
 
clients
 
save
 
5–10
 
hours
 
every
 
week.
)

 (
3
)STEP 3
Give It a Job
Now open ChatGPT, Claude, or Gemini and hand over the role:
 (
“You
 
are
 
my
 
Marketing
 
Assistant.
 
Your
 
job
 
is
 
to
 
create
 
social
 
media
 
content,
 
write marketing
 
emails,
 
generate
 
workshop
 
ideas,
 
and
 
repurpose
 
content
 
—
 
always
 
in
 
a friendly, practical, easy-to-understand tone.”
)

SEE IT WORK 
Let’s Test It
 
Watch how one small idea multiplies into a week’s worth of content:
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 (
Ask
“Create
 
a
 
Facebook
 
post
 
promoting
 
my
 
AI
 
Business
 
Jumpstart.”
The
 
AI
 
writes
 
the
 
post.
) (
Ask
 
Again
“Turn
 
that
 
Facebook
 
post
 
into
 
a
 
LinkedIn
 
article.”
The
 
AI
 
repurposes
 
it
 
instantly.
) (
Keep
 
Going
“Now turn
 
that
 
article into
 
a
 
workshop 
outline.”
New
 
content.
 
One
 
idea
 
becomes
 
ten.
)



GO FURTHER 
The Five AI Employees Every Business Should Build
Once your first assistant is working, these five roles cover almost everything a small business needs.
 (
EMPLOYEE 
#1
Marketing
 
Assistant
CREATES 
Social
 
media 
Blogs
 
&
 
articles Newsletters 
Lead
 
magnets
Example
 
A
 
plumber
 
records
 
a
 
3-minute
 
video.
 
AI
 
turns
 
it
 
into
 
a
 Facebook
 
post,
 
a
 
blog
 
article,
 
an
 
email
 
newsletter,
 
and
 
a
 
YouTube
description.
)
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 (
EMPLOYEE 
#2
Sales
 
Assistant
CREATES 
Proposals
Follow-up
 
emails Sales
 
scripts
Example
 
A
 
realtor
 
gets
 
a
 
new
 
lead.
 
AI
 
writes
 
a
 
welcome
 
email,
 
a
follow-up
 
sequence,
 
and
 
an
 
appointment
 
reminder.
) (
EMPLOYEE 
#3
Customer
 
Service
 
Assistant
ANSWERS 
FAQs
Pricing
 
questions Service
 
questions
Example
 
A
 
bakery
 
is
 
asked,
 
“Do
 
you
 
offer
 
gluten-free
 
options?”
 
AI
provides
 
a
 
consistent,
 
on-brand
 
answer
 
instantly.
) (
EMPLOYEE 
#4
Operations
 
Assistant
CREATES 
SOPs
Checklists Workflows
Example
 
A
 
nonprofit
 
needs
 
an
 
event
 
checklist.
 
AI
 
builds
 
a
 
complete
one
 
in
 
seconds.
) (
EMPLOYEE 
#5
Executive
 
Assistant
HELPS
 
WITH 
Meeting
 
notes Task
 
lists 
Planning
Example
 
Upload
 
your
 
meeting
 
notes
 
and
 
ask,
 
“What
 
are
 
the
 
next
three
 
priorities?”
 
AI
 
returns
 
a
 
clear
 
action
 
plan.
)
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YOUR HOMEWORK 
Start With One.


 (
1
) (
2
) (
3
) (
4
)Choose ONE task Build ONE AI Employee Use it for ONE week
Track the time you save




HOW HARTLEY RESOURCES CAN HELP 

[image: ] Build AI Employees	[image: ]  Automate repetitive work
[image: ] Create content faster	[image: ] Save time every week

AI isn’t replacing great businesses — it’s helping them get their time back.


 (
READY
 
FOR
 
HELP
 
THAT
 
FEELS
 
LIGHTER? 
Schedule
 
a
 
Free
 
Discovery
 
Call
www.hartleyresources.com 
)
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