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Welcome
Human Resources sits at the centre of every South African business. HR managers carry responsibility for hiring the right people, keeping the workplace fair and compliant, developing talent, and supporting employees through some of the most sensitive moments in their working lives. This guide was created to help HR managers use AI as a practical productivity tool, not as a theoretical concept.
The prompts in this guide are designed for everyday HR use. They can help you draft faster, think more clearly, prepare for difficult conversations and produce more consistent, professional documents. They do not replace your judgement, your knowledge of your people, or professional legal advice. They help you organise your thinking and produce useful first drafts, plans, checklists and reports.
	Important mindset
AI works best when you treat it like a capable assistant that needs clear instructions. Vague instructions produce vague answers. Clear goals, useful context, relevant source information and clear expectations produce far better results.





What Is the GCSE Framework?
The GCSE Framework is a simple prompt structure that helps you explain what you want from an AI tool. It stands for Goal, Context, Source and Expectation.
	Element
	Meaning
	Why It Matters

	G
	Goal
	What do you want the AI tool to do?

	C
	Context
	What background information does it need?

	S
	Source
	What information, data, notes, documents or examples should it use?

	E
	Expectation
	What should the final answer look like?



Why the GCSE Framework Works
1. Goal: gives the AI tool a clear task instead of leaving it to guess what you want.
1. Context: makes the answer relevant to your company, your people, your industry and your constraints.
1. Source: tells the AI what information to use, which reduces generic answers and improves accuracy.
1. Expectation: clarifies the format, tone, level of detail and practical output you need.


How to Use This Prompt Library
1. Choose the prompt that matches the HR task you are working on.
1. Copy the prompt into your AI tool.
1. Edit the placeholders in square brackets so the prompt reflects your company and situation.
1. Add any relevant source information, such as notes, policies, data or examples.
1. Check the response carefully. AI can make mistakes and may miss important context.
1. Ask follow-up questions to improve the answer, make it more practical or change the format.
1. Save the prompts and versions that work best for your business.

	Practical reminder
Do not paste confidential employee information, ID numbers, medical information, disciplinary records or salary details into an AI tool unless you are certain your organisation allows it and you understand the privacy settings of the tool you are using.




Tips for Better AI Results
1. Be specific about your company, industry, team size and the employee or role involved.
1. Use facts and examples where possible: dates, specific behaviours, figures or documented incidents.
1. Ask for tables, checklists, scripts or templates when you need practical outputs.
1. Ask the AI to challenge your assumptions, identify risks and suggest practical next steps.
1. Refine weak answers by saying what is missing, what is too general, or what needs to be more specific to South Africa.
1. Use your judgement. AI is a support tool, not a substitute for accountable HR decision-making.
Tips for Safe and Effective AI Use
AI can be a powerful HR tool, but it works best inside sensible guardrails. Keep these principles in mind every time you or your team use an AI tool for HR tasks.
Protect confidential employee information
1. Never paste employee ID numbers, banking details, medical information, disciplinary records or passwords into a public AI tool.
1. If in doubt about what is confidential, treat it as confidential and leave it out of the prompt.
Check every output before you use it
1. AI can produce confident-sounding answers that are inaccurate, outdated or legally incorrect. Always verify facts, figures, policies and legislation.
1. Treat AI output as a first draft. Read it critically, correct it, and add your own knowledge of the business and the employee before it is used or sent.
Keep a human, and where needed a specialist, in charge of decisions
1. Use AI to organise your thinking and speed up drafting, not to make final disciplinary, dismissal, retrenchment or legal decisions on its own.
1. For anything with labour law, CCMA, or compliance implications, confirm the output with a qualified labour law specialist or attorney.
Protect fairness and avoid bias
1. Review AI-generated screening criteria, interview questions and performance language for anything that could unintentionally disadvantage a group of candidates or employees.
1. Keep a human decision-maker accountable for hiring, promotion and disciplinary outcomes, not the AI tool.
Manage access and accountability
1. Agree with your team which AI tools are approved for HR use and what information may or may not be shared with them.
1. Keep a record of prompts and outputs used for important HR decisions, in case you need to explain your reasoning later.

	Golden rule
AI produces a first draft. You produce the final output. Your name, and your employees' trust, go on it. Always own the result.




The HR Manager Prompt Library
The following 50 prompts are grouped into 10 practical HR functions. They are written for South African HR managers and can be adapted to almost any sector, company size and stage of the employee lifecycle.
	How to customise the prompts
Replace the words in square brackets with your own information. Add more context whenever possible: your company, your industry, the role or employee involved, current facts and desired outcome. After the first answer, ask follow-up questions until the output is useful enough to act on.




Prompt Library 1: Recruitment and Hiring
Use these prompts to write clearer job adverts, screen candidates faster and run more structured, fair interviews.
Prompt 1: Write a Job Advertisement
	COPY, EDIT AND PASTE PROMPT: Prompt 1: Write a Job Advertisement
Use this when: you need to advertise a vacancy and attract the right candidates quickly.
Goal: Write a clear, attractive job advertisement for an open role.
Context: We are hiring a [job title] for our [department] in [location]. The role reports to [role]. Key responsibilities include [list]. Our company culture is [describe].
Source: Use the role details above and this existing job description or notes: [paste notes].
Expectation: Write a job advertisement with a compelling opening, key responsibilities, requirements, what we offer and a clear call to action. Keep the tone professional and inclusive.


Useful follow-up prompts:
1. Create a shorter version for LinkedIn or Indeed.
1. Suggest inclusive language improvements.
1. Create matching screening questions for applicants.

Prompt 2: Build a Candidate Screening Scorecard
	COPY, EDIT AND PASTE PROMPT: Prompt 2: Build a Candidate Screening Scorecard
Use this when: you are reviewing multiple CVs and need a consistent way to shortlist fairly.
Goal: Create a candidate screening scorecard for shortlisting applicants.
Context: We are hiring for [job title]. The must-have requirements are [list]. The nice-to-have requirements are [list]. We received [number] applications.
Source: Use the job requirements above and these CV notes or summaries: [paste notes].
Expectation: Create a scorecard with weighted criteria, a rating scale, red flags to watch for and a recommended shortlist size. Keep it objective and free of bias-prone language.


Useful follow-up prompts:
1. Apply this scorecard to the CVs I paste in.
1. Suggest questions to clarify gaps in a CV.
1. Create a rejection email template for unsuccessful applicants.

Prompt 3: Prepare Structured Interview Questions
	COPY, EDIT AND PASTE PROMPT: Prompt 3: Prepare Structured Interview Questions
Use this when: you want consistent, legally sound interview questions for a role.
Goal: Create a structured interview guide for a specific role.
Context: The role is [job title] in [department]. Key competencies required are [list competencies]. The interview will be [panel/one-on-one] and last [duration].
Source: Use the role requirements above and these notes on past hiring challenges: [paste notes].
Expectation: Create behavioural and situational interview questions mapped to each competency, a scoring rubric, and a note on which questions to avoid for compliance with South African labour and equality law.


Useful follow-up prompts:
1. Create follow-up probing questions for vague answers.
1. Create a scorecard template for panel interviewers.
1. Suggest questions to assess cultural fit without bias.

Prompt 4: Draft an Offer Letter Summary
	COPY, EDIT AND PASTE PROMPT: Prompt 4: Draft an Offer Letter Summary
Use this when: you need to communicate an offer clearly before HR or legal finalises the formal contract.
Goal: Draft a clear summary of a job offer to send to a successful candidate.
Context: The candidate is [name] applying for [job title]. The offer includes salary of R[amount], start date of [date], benefits of [list], and reporting line to [role].
Source: Use the offer details above and these company policies to reference: [paste notes].
Expectation: Write a warm, professional offer summary email with key terms, next steps, documents required and a deadline to respond. Note that the formal employment contract will follow separately.


Useful follow-up prompts:
1. Create a version for a verbal offer call script.
1. Draft the new-hire welcome email.
1. Create a checklist of documents to request from the candidate.

Prompt 5: Improve Time-to-Hire
	COPY, EDIT AND PASTE PROMPT: Prompt 5: Improve Time-to-Hire
Use this when: your recruitment process is taking too long and losing good candidates.
Goal: Identify practical ways to reduce time-to-hire without lowering quality.
Context: Our current hiring process for [role type] takes about [number] days from advert to offer. The main delays happen at [stage]. We hire about [number] roles per year.
Source: Use these notes on our current recruitment steps and bottlenecks: [paste notes].
Expectation: Identify bottlenecks, suggest process improvements, recommend which steps can run in parallel, and propose a realistic target time-to-hire with a simple tracking method.


Useful follow-up prompts:
1. Create a recruitment process flow diagram in words.
1. Create a weekly recruitment pipeline tracker.
1. Suggest which steps could be delegated or automated.



Prompt Library 2: Onboarding and Induction
Use these prompts to help new employees settle in quickly, understand expectations and become productive sooner.
Prompt 6: Create a 30-Day Onboarding Plan
	COPY, EDIT AND PASTE PROMPT: Prompt 6: Create a 30-Day Onboarding Plan
Use this when: a new employee is starting and needs a structured induction.
Goal: Create a practical 30-day onboarding plan for a new employee.
Context: The new employee will work as [job title] in [department]. They need to learn [systems, products, processes, people, culture]. Their manager is [role].
Source: Use these notes about the role and team: [paste notes].
Expectation: Create a week-by-week onboarding plan with activities, training topics, check-ins, documents required and success measures for day 30, 60 and 90.


Useful follow-up prompts:
1. Create a first-day checklist for the manager.
1. Create a buddy programme outline.
1. Create a 30-day check-in feedback form.

Prompt 7: Draft a Welcome and Induction Pack
	COPY, EDIT AND PASTE PROMPT: Prompt 7: Draft a Welcome and Induction Pack
Use this when: you want new hires to receive consistent, clear information on their first day.
Goal: Draft the content for a new-employee welcome and induction pack.
Context: Our company is a [industry] business based in [location] with [number] staff. New employees need to know about [policies, benefits, systems, culture, key contacts].
Source: Use these company facts and policy notes: [paste notes].
Expectation: Create a welcome pack outline with a welcome message, company overview, key policies summary, who's who list, first-week schedule and FAQ section.


Useful follow-up prompts:
1. Write the welcome message from the CEO.
1. Create a one-page culture and values summary.
1. Create a new-hire IT and systems checklist.

Prompt 8: Design a Buddy or Mentor Programme
	COPY, EDIT AND PASTE PROMPT: Prompt 8: Design a Buddy or Mentor Programme
Use this when: you want new employees supported by an experienced colleague during onboarding.
Goal: Design a simple buddy or mentor programme for new employees.
Context: Our company has [number] staff across [departments]. New hires currently feel [describe current experience]. We want mentors to help with [social integration, role clarity, culture].
Source: Use these notes about our team structure and past onboarding feedback: [paste notes].
Expectation: Create a buddy programme structure with matching criteria, buddy responsibilities, suggested check-in schedule, conversation starters and a way to measure success.


Useful follow-up prompts:
1. Create buddy guidelines and dos and don'ts.
1. Create a matching questionnaire for new hires.
1. Create a feedback survey for the buddy programme.

Prompt 9: Reduce Early Turnover
	COPY, EDIT AND PASTE PROMPT: Prompt 9: Reduce Early Turnover
Use this when: new employees are leaving within the first few months and you want to understand why.
Goal: Identify likely causes of early employee turnover and suggest fixes.
Context: Over the past [period], [number] employees left within [timeframe] of starting. Roles affected include [roles]. Exit feedback mentioned [themes, if known].
Source: Use these exit interview notes, onboarding feedback or manager comments: [paste notes].
Expectation: Identify likely root causes across recruitment, onboarding, management and role clarity. Suggest practical fixes ranked by impact and a plan to track early turnover going forward.


Useful follow-up prompts:
1. Create an exit interview question set.
1. Create a 90-day retention risk checklist for managers.
1. Draft a stay-interview question guide for new hires.

Prompt 10: Set Clear 90-Day Expectations
	COPY, EDIT AND PASTE PROMPT: Prompt 10: Set Clear 90-Day Expectations
Use this when: a new employee needs clarity on what success looks like in their first quarter.
Goal: Create a clear 90-day expectations and goals document for a new employee.
Context: The employee is starting as [job title] reporting to [manager role]. Key deliverables for the role include [list]. Success in this role looks like [describe].
Source: Use these notes on the role, team goals and priorities: [paste notes].
Expectation: Create a 90-day expectations document with goals for 30, 60 and 90 days, key relationships to build, learning priorities and how progress will be reviewed.


Useful follow-up prompts:
1. Create a manager's checklist for 30/60/90 check-ins.
1. Turn this into a one-page document for the employee.
1. Create interview questions to assess progress at day 90.



Prompt Library 3: Employee Relations and Conflict Resolution
Use these prompts to handle workplace conflict, grievances and difficult conversations fairly and professionally.
Prompt 11: Prepare for a Difficult Conversation
	COPY, EDIT AND PASTE PROMPT: Prompt 11: Prepare for a Difficult Conversation
Use this when: you need to raise a sensitive issue with an employee.
Goal: Help me prepare for a difficult conversation with an employee.
Context: The employee is [role]. The issue is [describe issue]. The impact on the team or business is [impact]. I want the conversation to be firm but fair.
Source: Use these facts, examples or incidents: [paste notes].
Expectation: Create a conversation structure with opening lines, key points to raise, questions to ask, likely reactions and how to respond, and agreed next steps. Recommend when to involve HR or a labour specialist.


Useful follow-up prompts:
1. Make the tone more supportive.
1. Create a written summary template for after the meeting.
1. Suggest what to document for the employee file.

Prompt 12: Draft a Grievance Response Process
	COPY, EDIT AND PASTE PROMPT: Prompt 12: Draft a Grievance Response Process
Use this when: an employee has raised a formal grievance and you need a fair process.
Goal: Create a fair and structured process for handling an employee grievance.
Context: The grievance relates to [describe general nature, e.g. conduct, treatment, workload]. The company has [number] staff and [describe existing grievance policy, if any].
Source: Use these notes about the situation and any existing grievance policy: [paste notes].
Expectation: Create a grievance-handling process with intake, investigation steps, timelines, confidentiality principles, possible outcomes and communication templates. Recommend involving a labour law specialist for serious matters.


Useful follow-up prompts:
1. Draft an acknowledgement letter to the employee.
1. Create investigation interview questions.
1. Draft an outcome letter template.

Prompt 13: Mediate a Conflict Between Colleagues
	COPY, EDIT AND PASTE PROMPT: Prompt 13: Mediate a Conflict Between Colleagues
Use this when: two employees are in conflict and it is affecting the team.
Goal: Help me plan a mediation session between two employees in conflict.
Context: The employees are [role A] and [role B]. The conflict is about [describe]. It has been going on for [time period] and is affecting [team morale, productivity, customers].
Source: Use these notes about the conflict and each person's perspective: [paste notes].
Expectation: Create a mediation plan with ground rules, opening statement, questions for each party, a structure for finding common ground and a follow-up plan to monitor progress.


Useful follow-up prompts:
1. Create a neutral summary of both perspectives.
1. Draft a working agreement for both employees to sign.
1. Create a 30-day follow-up check-in plan.

Prompt 14: Prepare Disciplinary Documentation
	COPY, EDIT AND PASTE PROMPT: Prompt 14: Prepare Disciplinary Documentation
Use this when: you need to document a disciplinary matter fairly and clearly.
Goal: Help me prepare documentation for a disciplinary matter.
Context: The employee is [role]. The alleged issue is [describe conduct or performance concern]. This is [first/repeat] occurrence. Previous warnings or discussions include [list, if any].
Source: Use these facts, dates and evidence notes: [paste notes].
Expectation: Create a factual incident summary, a notice of a disciplinary hearing, suggested questions for the hearing, and a note on fair procedure under South African labour law. Recommend confirming the process with a labour law specialist before proceeding.


Useful follow-up prompts:
1. Draft the notice to attend a disciplinary hearing.
1. Create a hearing outcome letter template.
1. Suggest what evidence should be gathered beforehand.

Prompt 15: Support a Manager Handling Team Conflict
	COPY, EDIT AND PASTE PROMPT: Prompt 15: Support a Manager Handling Team Conflict
Use this when: a line manager is struggling to manage tension within their team.
Goal: Help me coach a manager on handling conflict within their team.
Context: The manager leads a team of [number] in [department]. The conflict involves [describe]. The manager has tried [actions already taken].
Source: Use these notes about the team dynamics and manager's account: [paste notes].
Expectation: Create coaching talking points for the manager, questions to help them diagnose the root cause, practical intervention options and signs that HR should step in directly.


Useful follow-up prompts:
1. Create a team-reset meeting agenda.
1. Draft ground rules for team behaviour.
1. Create a manager checklist for spotting early conflict signs.



Prompt Library 4: Performance Management
Use these prompts to set clear expectations, run fair performance reviews and manage underperformance constructively.
Prompt 16: Create a Performance Review Template
	COPY, EDIT AND PASTE PROMPT: Prompt 16: Create a Performance Review Template
Use this when: you want a consistent, fair performance review process across the business.
Goal: Create a practical annual or bi-annual performance review template.
Context: Our company has [number] staff across [departments/roles]. We currently review performance [frequency, or 'not consistently']. Key competencies we value are [list].
Source: Use these notes on our roles and current review approach: [paste notes].
Expectation: Create a review template with self-assessment section, manager assessment, competency ratings, achievements, development areas, goals for next period and a rating scale definition.


Useful follow-up prompts:
1. Create manager guidance notes for completing reviews.
1. Create a calibration process to keep ratings fair across managers.
1. Draft an employee-facing explanation of the process.

Prompt 17: Prepare for a Performance Improvement Conversation
	COPY, EDIT AND PASTE PROMPT: Prompt 17: Prepare for a Performance Improvement Conversation
Use this when: an employee is underperforming and needs a structured improvement plan.
Goal: Help me prepare for a performance improvement conversation with an employee.
Context: The employee is in the role of [role]. The performance concerns are [describe facts, not assumptions]. The impact on the business is [impact].
Source: Use these specific examples or incidents: [paste notes].
Expectation: Create a meeting structure, talking points, questions to understand root causes, support options, and a draft performance improvement plan with clear timelines and measures. Recommend legal or labour specialist input for formal processes.


Useful follow-up prompts:
1. Create the formal performance improvement plan document.
1. Make the conversation script more supportive.
1. Create a follow-up check-in schedule.

Prompt 18: Write Constructive Performance Feedback
	COPY, EDIT AND PASTE PROMPT: Prompt 18: Write Constructive Performance Feedback
Use this when: you need to give feedback that is honest but motivating.
Goal: Help me write constructive performance feedback for an employee.
Context: The employee is [role]. Their strengths are [list]. The areas needing improvement are [list]. The review period covered [timeframe].
Source: Use these specific examples of good and poor performance: [paste notes].
Expectation: Write feedback that is specific, balanced and forward-looking, using concrete examples, avoiding vague language, and ending with clear next steps and support offered.


Useful follow-up prompts:
1. Create a shorter verbal talking-points version.
1. Suggest development goals linked to this feedback.
1. Create a self-reflection question set for the employee.

Prompt 19: Design a Goal-Setting Framework
	COPY, EDIT AND PASTE PROMPT: Prompt 19: Design a Goal-Setting Framework
Use this when: you want employees and managers to set clearer, more measurable goals.
Goal: Design a simple goal-setting framework for employee performance.
Context: Our company operates in [industry]. Teams include [list departments]. We currently set goals [describe current approach, if any].
Source: Use these notes about our business priorities and team structures: [paste notes].
Expectation: Create a goal-setting framework with a simple structure, example goals for different roles, a cascading process from company to team to individual, and a review rhythm.


Useful follow-up prompts:
1. Create example goals for a specific role I name.
1. Create a quarterly goal review meeting agenda.
1. Suggest how to link goals to recognition or rewards.

Prompt 20: Identify High Potential Employees
	COPY, EDIT AND PASTE PROMPT: Prompt 20: Identify High Potential Employees
Use this when: you want to identify and support employees ready for growth.
Goal: Help me identify criteria and a process for spotting high-potential employees.
Context: Our company has [number] employees across [departments]. We want to build a pipeline for [leadership roles, technical roles, key positions].
Source: Use these notes on performance history, skills and manager feedback: [paste notes].
Expectation: Create criteria for identifying high-potential employees, a simple assessment process, development actions for those identified, and a way to keep the process fair and transparent.


Useful follow-up prompts:
1. Create a talent review meeting agenda.
1. Create an individual development plan template.
1. Suggest how to communicate this process fairly to all staff.



Prompt Library 5: Policy, Compliance and Labour Law
Use these prompts to draft policies, prepare for compliance requirements and understand South African labour law obligations in plain language. Always confirm legal matters with a qualified labour law specialist.
Prompt 21: Draft an HR Policy
	COPY, EDIT AND PASTE PROMPT: Prompt 21: Draft an HR Policy
Use this when: you need a new or updated workplace policy.
Goal: Draft a clear, practical HR policy for our company.
Context: The policy topic is [e.g. leave, remote work, social media, dress code, harassment]. Our company has [number] staff in [location]. Current practice is [describe, if any].
Source: Use these notes on our current practice and any relevant legislation: [paste notes].
Expectation: Draft a policy with purpose, scope, definitions, rules, responsibilities, and a process for exceptions or queries. Flag anything that should be checked against the BCEA, LRA or Employment Equity Act by a legal specialist.


Useful follow-up prompts:
1. Create a one-page staff summary of this policy.
1. Create a manager FAQ for enforcing the policy.
1. Suggest how to roll out this policy to staff.

Prompt 22: Prepare for a CCMA Referral
	COPY, EDIT AND PASTE PROMPT: Prompt 22: Prepare for a CCMA Referral
Use this when: an employee has referred a dispute to the CCMA and you need to prepare.
Goal: Help me organise our position and documentation ahead of a CCMA process.
Context: The dispute relates to [describe nature, e.g. unfair dismissal, unfair labour practice]. The employee was [role] for [tenure]. Key events include [describe timeline of facts].
Source: Use this timeline of events and any documentation we have: [paste notes].
Expectation: Organise the facts into a clear timeline, identify supporting documents needed, list likely questions from the commissioner, and flag gaps in our process. Strongly recommend engaging a labour law specialist or attorney before the hearing.


Useful follow-up prompts:
1. Create a document checklist to prepare for the hearing.
1. Summarise our position in plain language.
1. Identify weaknesses in our process that need addressing.

Prompt 23: Explain a Labour Law Requirement in Plain English
	COPY, EDIT AND PASTE PROMPT: Prompt 23: Explain a Labour Law Requirement in Plain English
Use this when: you need to understand what a specific labour law requirement means for your business.
Goal: Explain a South African labour law requirement in plain, practical language.
Context: I need to understand [the requirement, e.g. notice periods, retrenchment procedure, maternity leave, sick leave cycles] as it applies to a business with [number] employees in [sector].
Source: Use this description of our situation: [paste notes].
Expectation: Explain the requirement in plain English, what it means practically for our business, common mistakes employers make, and a recommendation to confirm details with a labour law professional before acting.


Useful follow-up prompts:
1. Create a one-page summary for managers.
1. Create a compliance checklist based on this requirement.
1. Suggest questions to ask our labour law advisor.

Prompt 24: Build an Employment Equity Action Plan Outline
	COPY, EDIT AND PASTE PROMPT: Prompt 24: Build an Employment Equity Action Plan Outline
Use this when: you need to structure your approach to employment equity planning.
Goal: Help me outline a practical employment equity action plan.
Context: Our company has [number] employees and [is/is not] a designated employer under the Employment Equity Act. Our current workforce profile is [describe general composition]. Our goals are [list].
Source: Use these workforce notes and any past EE reports: [paste notes].
Expectation: Outline an action plan structure with numerical goals, timeframes, barriers to address, responsible parties and monitoring measures. Recommend confirming statutory reporting requirements with a compliance specialist.


Useful follow-up prompts:
1. Create a consultation forum agenda for this plan.
1. Draft a staff communication about our EE commitments.
1. Create a tracking template for progress against goals.

Prompt 25: Create a Workplace Policy Communication Plan
	COPY, EDIT AND PASTE PROMPT: Prompt 25: Create a Workplace Policy Communication Plan
Use this when: you are rolling out a new or updated policy and need staff to understand it.
Goal: Create a communication plan to roll out a new HR policy to staff.
Context: The policy is [policy name]. It affects [all staff/specific group]. It takes effect on [date]. Key changes from current practice are [list].
Source: Use the policy summary and these notes on our communication channels: [paste notes].
Expectation: Create a communication plan with key messages, channels, timing, a manager briefing note, an FAQ, and a way to confirm staff have understood the changes.


Useful follow-up prompts:
1. Draft the staff-wide email announcement.
1. Create talking points for team meetings.
1. Create a short quiz to confirm understanding.



Prompt Library 6: Compensation, Benefits and Payroll Support
Use these prompts to support fair pay decisions, benefits communication and payroll-related questions. Always verify calculations with your payroll provider or accountant.
Prompt 26: Review Pay Equity Across a Team
	COPY, EDIT AND PASTE PROMPT: Prompt 26: Review Pay Equity Across a Team
Use this when: you want to check whether pay is fair and consistent across similar roles.
Goal: Help me review pay equity across a team or role group.
Context: The role group is [job title/level]. We have [number] employees in this group with salaries ranging from R[amount] to R[amount]. Tenure and experience vary from [range].
Source: Use this anonymised salary and experience data: [paste data].
Expectation: Analyse the pay spread for unexplained gaps, identify possible risk areas, and suggest questions to investigate before making changes. Recommend involving a remuneration specialist for formal pay equity audits.


Useful follow-up prompts:
1. Create a simple pay band structure for this role group.
1. Suggest how to communicate a pay adjustment to affected employees.
1. Create a pay equity review checklist for other role groups.

Prompt 27: Design a Simple Benefits Communication
	COPY, EDIT AND PASTE PROMPT: Prompt 27: Design a Simple Benefits Communication
Use this when: employees do not fully understand or appreciate their benefits package.
Goal: Create clear communication explaining our employee benefits package.
Context: Our benefits include [list, e.g. medical aid contribution, retirement fund, leave, wellness programme]. Employees currently seem [unaware/confused/underwhelmed] about these benefits.
Source: Use this list of our actual benefits and their value: [paste notes].
Expectation: Create a simple, engaging benefits summary that explains what each benefit is, why it matters, how to access it and who to contact with questions.


Useful follow-up prompts:
1. Create a total rewards statement template.
1. Create a benefits FAQ for new hires.
1. Suggest ways to increase benefits awareness and appreciation.

Prompt 28: Prepare a Salary Increase Recommendation
	COPY, EDIT AND PASTE PROMPT: Prompt 28: Prepare a Salary Increase Recommendation
Use this when: you need to motivate a salary increase decision to management.
Goal: Help me prepare a well-reasoned salary increase recommendation.
Context: The employee is [role] with [tenure] and current salary of R[amount]. Performance has been [describe]. Market rates for this role are approximately [range, if known].
Source: Use these performance notes, market data and budget constraints: [paste notes].
Expectation: Create a recommendation with justification, proposed amount or range, budget impact, risks of not increasing, and a communication plan for the outcome either way.


Useful follow-up prompts:
1. Draft the message to communicate the increase to the employee.
1. Draft a message to communicate a declined increase respectfully.
1. Create a template to standardise future increase requests.

Prompt 29: Answer Common Payroll Queries
	COPY, EDIT AND PASTE PROMPT: Prompt 29: Answer Common Payroll Queries
Use this when: employees frequently ask the same questions about pay, deductions or leave balances.
Goal: Create a plain-English FAQ answering common payroll and pay-related questions.
Context: Our employees often ask about [e.g. deductions, UIF, tax, overtime, leave pay, payslip items]. Our pay cycle is [weekly/monthly] and payday is [date].
Source: Use these actual questions employees have asked: [paste questions].
Expectation: Create a payroll FAQ with clear, simple explanations, noting which questions should be referred to payroll or a tax practitioner rather than answered informally.


Useful follow-up prompts:
1. Create a one-page payslip explainer graphic description.
1. Create a new-hire payroll orientation script.
1. Identify which FAQ answers need legal or tax verification.

Prompt 30: Build a Total Rewards Overview
	COPY, EDIT AND PASTE PROMPT: Prompt 30: Build a Total Rewards Overview
Use this when: you want to show employees or candidates the full value of working for the company.
Goal: Create a total rewards overview showing the full value of employment beyond salary.
Context: Our offering includes [salary, benefits, leave, bonuses, development, flexibility, culture]. We want to use this for [recruitment/retention/annual communication].
Source: Use these details about our actual offering: [paste notes].
Expectation: Create a total rewards summary structure covering financial and non-financial value, with a simple one-page layout suitable for candidates or existing staff.


Useful follow-up prompts:
1. Create a version tailored for recruitment adverts.
1. Create a version tailored for existing employees.
1. Suggest how to keep this updated annually.



Prompt Library 7: Training and Development
Use these prompts to identify skills gaps, design training plans and support career development across your business.
Prompt 31: Conduct a Training Needs Analysis
	COPY, EDIT AND PASTE PROMPT: Prompt 31: Conduct a Training Needs Analysis
Use this when: you want to identify what training the business actually needs.
Goal: Help me conduct a practical training needs analysis.
Context: Our company has [number] staff across [departments]. Known skills gaps include [list, if known]. Business priorities for the next year are [list].
Source: Use these notes on performance reviews, manager feedback and business goals: [paste notes].
Expectation: Create a training needs analysis approach with data sources to check, a simple survey or interview question set, and a way to prioritise training investment by impact and urgency.


Useful follow-up prompts:
1. Create the staff survey to identify skills gaps.
1. Create a training priority matrix.
1. Suggest quick wins that need minimal budget.

Prompt 32: Design a Departmental Training Plan
	COPY, EDIT AND PASTE PROMPT: Prompt 32: Design a Departmental Training Plan
Use this when: you need a structured training plan for a specific team.
Goal: Create a training plan for a specific department or team.
Context: The department is [department]. Staff need to improve in [list skills, e.g. customer service, systems, compliance, leadership]. Budget and time available are [describe constraints].
Source: Use these identified skills gaps and constraints: [paste notes].
Expectation: Create a 60-90 day training plan with topics, learning outcomes, delivery method, responsible person, practice tasks and success measures.


Useful follow-up prompts:
1. Create a training session outline for the first topic.
1. Create a skills matrix to track progress.
1. Create a short assessment to test understanding.

Prompt 33: Create an Individual Development Plan
	COPY, EDIT AND PASTE PROMPT: Prompt 33: Create an Individual Development Plan
Use this when: an employee wants to grow their career and needs a structured plan.
Goal: Create an individual development plan for an employee.
Context: The employee is [role] with career interest in [direction, e.g. management, technical specialism, cross-functional move]. Their current strengths are [list]. Development areas are [list].
Source: Use these performance notes and career conversation notes: [paste notes].
Expectation: Create a development plan with goals, recommended learning activities, stretch assignments, mentoring suggestions, timelines and how progress will be reviewed.


Useful follow-up prompts:
1. Create talking points for the development conversation.
1. Suggest internal stretch projects that could help.
1. Create a 6-month progress review template.

Prompt 34: Build a Leadership Development Programme Outline
	COPY, EDIT AND PASTE PROMPT: Prompt 34: Build a Leadership Development Programme Outline
Use this when: you want to grow leadership capability among managers or high-potential staff.
Goal: Outline a practical leadership development programme.
Context: Our company has [number] managers or high-potential employees who need development in [list areas, e.g. people management, decision-making, communication]. Budget is [describe].
Source: Use these notes on current leadership gaps and business needs: [paste notes].
Expectation: Outline a leadership development programme with modules, delivery format, duration, practical application activities and how success will be measured.


Useful follow-up prompts:
1. Create the content outline for the first module.
1. Create a participant selection criteria list.
1. Create a programme evaluation survey.

Prompt 35: Measure Training Effectiveness
	COPY, EDIT AND PASTE PROMPT: Prompt 35: Measure Training Effectiveness
Use this when: you want to know whether training investment is actually working.
Goal: Help me design a way to measure the effectiveness of a training programme.
Context: We recently ran or plan to run training on [topic] for [group]. We want to know whether it improved [skills, performance, engagement, retention].
Source: Use these notes on the training content and business goals it was meant to support: [paste notes].
Expectation: Suggest evaluation methods at multiple levels (reaction, learning, behaviour, results), simple metrics to track, timing for follow-up measurement, and how to report findings to management.


Useful follow-up prompts:
1. Create a post-training feedback survey.
1. Create a 90-day behaviour change check-in.
1. Create a one-page training ROI summary template.



Prompt Library 8: Employee Engagement and Retention
Use these prompts to understand how employees feel, strengthen culture and reduce unwanted turnover.
Prompt 36: Design an Employee Engagement Survey
	COPY, EDIT AND PASTE PROMPT: Prompt 36: Design an Employee Engagement Survey
Use this when: you want to understand how employees really feel about working at the company.
Goal: Design a practical employee engagement survey.
Context: Our company has [number] employees across [departments]. We want to understand engagement around [e.g. leadership, communication, growth, workload, recognition]. We have [not] surveyed staff before.
Source: Use these notes on known concerns or past feedback: [paste notes].
Expectation: Create a survey with a manageable number of questions, a mix of rating and open-ended questions, and a plan for how results will be shared and acted on.


Useful follow-up prompts:
1. Create a communication announcing the survey.
1. Create a template for sharing results with staff.
1. Suggest how to turn results into an action plan.

Prompt 37: Analyse Engagement Survey Results
	COPY, EDIT AND PASTE PROMPT: Prompt 37: Analyse Engagement Survey Results
Use this when: you have survey results and need to understand what they mean.
Goal: Help me interpret employee engagement survey results and identify priorities.
Context: Our survey covered [topics]. Overall engagement score was [score/percentage]. The lowest-scoring areas were [list]. Response rate was [percentage].
Source: Use this summary of survey results and comments: [paste data].
Expectation: Identify likely root causes behind the lowest scores, prioritise 3-5 focus areas, and suggest practical actions for each, along with how to communicate findings to staff.


Useful follow-up prompts:
1. Create an action plan template for the top 3 priorities.
1. Draft a staff communication sharing key results.
1. Create manager talking points for team-level discussions.

Prompt 38: Create a Recognition Programme
	COPY, EDIT AND PASTE PROMPT: Prompt 38: Create a Recognition Programme
Use this when: you want to build a culture of appreciation without a large budget.
Goal: Design a simple, low-cost employee recognition programme.
Context: Our company has [number] employees. Current recognition practices are [describe, or 'informal/none']. Budget available is [describe, e.g. limited].
Source: Use these notes on our culture and what has worked before: [paste notes].
Expectation: Create a recognition programme with formal and informal recognition ideas, criteria, frequency, and simple ways for managers and peers to participate.


Useful follow-up prompts:
1. Create manager guidance on giving meaningful recognition.
1. Create a peer nomination form.
1. Suggest low-cost reward ideas suited to our budget.

Prompt 39: Conduct a Stay Interview
	COPY, EDIT AND PASTE PROMPT: Prompt 39: Conduct a Stay Interview
Use this when: you want to understand why your best people stay, before they consider leaving.
Goal: Help me prepare and conduct a stay interview with a valued employee.
Context: The employee is [role] with [tenure]. They are considered [high performer/key talent]. I want to understand what keeps them here and what might push them to leave.
Source: Use these notes about the employee and their history with us: [paste notes].
Expectation: Create a stay interview question set, guidance on how to conduct the conversation, and a way to capture and act on the insights gathered.


Useful follow-up prompts:
1. Create a summary template to capture key insights.
1. Suggest retention actions based on common answers.
1. Create a stay interview schedule for other key employees.

Prompt 40: Build a Retention Risk Watchlist
	COPY, EDIT AND PASTE PROMPT: Prompt 40: Build a Retention Risk Watchlist
Use this when: you want to proactively identify employees at risk of leaving.
Goal: Help me build a simple approach to identify retention risk among staff.
Context: Our company has [number] employees. Warning signs we have noticed include [list, e.g. reduced engagement, market demand for their skills, recent changes]. Key roles to protect are [list].
Source: Use these notes on team observations and known risk indicators: [paste notes].
Expectation: Create a simple retention risk framework with warning signs to monitor, a way to flag at-risk employees respectfully, and suggested retention actions for managers.


Useful follow-up prompts:
1. Create a manager checklist for spotting retention risk.
1. Create talking points for a retention conversation.
1. Suggest how often this review should happen.



Prompt Library 9: HR Reporting and People Analytics
Use these prompts to turn HR data into clear reports and insights that support better business decisions.
Prompt 41: Create a Monthly HR Dashboard
	COPY, EDIT AND PASTE PROMPT: Prompt 41: Create a Monthly HR Dashboard
Use this when: you want a clear, consistent monthly view of key HR metrics.
Goal: Design a simple monthly HR dashboard for management.
Context: I want to track headcount, turnover, absenteeism, time-to-hire, training completion and any other relevant metrics for our [business type]. The audience is [owner/exco/board].
Source: Use these available figures: [paste figures or metric names].
Expectation: Create a dashboard layout with each metric, definition, why it matters, current trend, target and recommended action if the number is concerning.


Useful follow-up prompts:
1. Create a spreadsheet layout for this dashboard.
1. Explain each metric in plain English for non-HR managers.
1. Create a monthly HR review meeting agenda based on this dashboard.

Prompt 42: Analyse Turnover Trends
	COPY, EDIT AND PASTE PROMPT: Prompt 42: Analyse Turnover Trends
Use this when: you want to understand why people are leaving and where the risk is concentrated.
Goal: Analyse employee turnover trends and identify likely causes.
Context: Over the past [period], turnover was [percentage or number]. It is concentrated in [department/role/tenure group]. Exit reasons given include [list].
Source: Use this turnover data and exit interview themes: [paste data].
Expectation: Analyse patterns in the data, identify likely root causes, distinguish controllable from uncontrollable factors, and recommend priority actions with expected impact.


Useful follow-up prompts:
1. Create a turnover trend summary for management.
1. Create a cost-of-turnover estimate structure.
1. Suggest which department needs the most urgent attention.

Prompt 43: Write a Quarterly HR Report for Management
	COPY, EDIT AND PASTE PROMPT: Prompt 43: Write a Quarterly HR Report for Management
Use this when: you need to summarise HR activity and priorities for leadership.
Goal: Create a clear quarterly HR report for management or the board.
Context: This quarter covered [key HR activities, e.g. hiring, training, policy changes, engagement survey]. Headcount is [number], changing by [amount] from last quarter.
Source: Use these notes and figures from the quarter: [paste notes].
Expectation: Create a report with an executive summary, key metrics, wins, concerns, risks, and priorities for next quarter, in a format suitable for non-HR executives.


Useful follow-up prompts:
1. Create a slide outline for presenting this report.
1. Shorten this into a one-page executive summary.
1. Add a traffic-light status section for key risk areas.

Prompt 44: Build a Headcount and Workforce Planning Summary
	COPY, EDIT AND PASTE PROMPT: Prompt 44: Build a Headcount and Workforce Planning Summary
Use this when: you need to plan staffing levels against business growth or budget.
Goal: Create a workforce planning summary to support headcount decisions.
Context: Our current headcount is [number] across [departments]. Business plans include [growth, new projects, cost pressures]. Budget constraints are [describe].
Source: Use these notes on current staffing, business plans and constraints: [paste notes].
Expectation: Create a workforce planning summary with current state, projected needs, gaps, options (hire, redeploy, upskill, contract), risks and a recommended approach.


Useful follow-up prompts:
1. Create a hiring plan by quarter.
1. Identify roles that could be filled internally.
1. Create a summary for finance to support budget approval.

Prompt 45: Interpret Absenteeism Data
	COPY, EDIT AND PASTE PROMPT: Prompt 45: Interpret Absenteeism Data
Use this when: absenteeism seems high and you want to understand what is driving it.
Goal: Help me interpret absenteeism data and identify patterns worth investigating.
Context: Absenteeism this period was [percentage/days]. It is concentrated in [department/team/day of week, if known]. Reasons recorded include [list, if known].
Source: Use this absenteeism data and any manager observations: [paste data].
Expectation: Identify patterns, likely contributing factors (workload, engagement, health, management), and recommend a fair, practical response including when to involve occupational health support.


Useful follow-up prompts:
1. Create an absenteeism policy reminder for staff.
1. Create a manager guide for addressing frequent absence fairly.
1. Suggest a monitoring approach going forward.



Prompt Library 10: HR Strategy and Organisational Development
Use these prompts to align HR with business strategy, plan organisational change and strengthen culture over the longer term.
Prompt 46: Build an Annual HR Strategy Outline
	COPY, EDIT AND PASTE PROMPT: Prompt 46: Build an Annual HR Strategy Outline
Use this when: you are planning HR priorities for the year ahead.
Goal: Create an annual HR strategy outline aligned to business goals.
Context: Our business priorities for the next year are [list]. Current HR challenges include [list]. Our company has [number] staff in [industry].
Source: Use these notes on business strategy and current HR pain points: [paste notes].
Expectation: Create an HR strategy outline with 3-5 strategic priorities, key initiatives per priority, timelines, resources needed and success measures.


Useful follow-up prompts:
1. Create a one-page HR strategy summary for leadership.
1. Turn this into a quarterly roadmap.
1. Identify which priorities need budget approval first.

Prompt 47: Plan an Organisational Restructure Communication
	COPY, EDIT AND PASTE PROMPT: Prompt 47: Plan an Organisational Restructure Communication
Use this when: the business is restructuring and needs sensitive, clear communication.
Goal: Help me plan communication for an organisational restructure.
Context: The restructure involves [describe general nature, e.g. new reporting lines, role changes, department merger]. It affects [number/group] of employees. Timing is [date].
Source: Use these notes on the restructure plan and affected roles: [paste notes].
Expectation: Create a communication plan with key messages, sequencing (who hears first), manager talking points, an FAQ, and a note to confirm the process with a labour law specialist where roles or terms are affected.


Useful follow-up prompts:
1. Draft the all-staff announcement.
1. Create manager briefing notes for one-on-one conversations.
1. Create an FAQ addressing likely employee concerns.

Prompt 48: Assess Organisational Culture
	COPY, EDIT AND PASTE PROMPT: Prompt 48: Assess Organisational Culture
Use this when: you want to understand the real culture of the business, not just the stated values.
Goal: Help me assess our current organisational culture.
Context: Our stated values are [list]. Observed behaviours include [describe, both positive and concerning]. Employee feedback suggests [describe].
Source: Use these observations, survey comments or examples: [paste notes].
Expectation: Identify gaps between stated values and lived culture, likely root causes, and practical actions leadership can take to close the gap. Suggest a simple way to track culture over time.


Useful follow-up prompts:
1. Create a values-in-action guide for managers.
1. Create culture-related interview questions for hiring.
1. Suggest a simple pulse survey to track culture change.

Prompt 49: Use AI Responsibly in HR Processes
	COPY, EDIT AND PASTE PROMPT: Prompt 49: Use AI Responsibly in HR Processes
Use this when: you want to identify where AI can help HR without creating fairness or compliance risks.
Goal: Identify practical, responsible ways to use AI in our HR processes.
Context: Our HR activities include [recruitment, onboarding, performance, communication, reporting]. Current pain points are [list]. We want to avoid bias or compliance risk.
Source: Use these tasks and concerns: [paste list].
Expectation: Identify AI use cases ranked by impact, ease of implementation and fairness risk. Include safeguards for each use case and note where human review is essential, particularly for hiring and disciplinary decisions.


Useful follow-up prompts:
1. Create an AI usage policy for the HR team.
1. Identify HR decisions that should never be automated.
1. Create a checklist to review AI-assisted hiring decisions for bias.

Prompt 50: Build a 12-Month People Roadmap
	COPY, EDIT AND PASTE PROMPT: Prompt 50: Build a 12-Month People Roadmap
Use this when: you want a longer-term, practical plan for building organisational capability.
Goal: Create a 12-month people and organisational development roadmap.
Context: Our company is a [business type] with [number] staff. Our growth goal is to [describe]. Main people-related constraints are [list, e.g. skills gaps, budget, leadership bench].
Source: Use these current strengths, weaknesses and business goals: [paste notes].
Expectation: Create a 12-month roadmap by quarter with priorities, key projects, capabilities to build, culture initiatives, risks and success measures.


Useful follow-up prompts:
1. Turn this into a quarterly HR scorecard.
1. Create first-quarter action steps.
1. Identify what resources or budget are needed to achieve this roadmap.



Final Thoughts
AI becomes valuable when it is used consistently on real HR tasks. The aim is not to use AI for everything. The aim is to use it where it saves time, improves fairness, strengthens communication or helps you act with more clarity and confidence.
As you work through this guide, keep building your own prompt library. Save the prompts that work, improve the ones that are too generic, and adapt them for your company, your policies and your people. Over time, this becomes a practical HR asset.
	Your next step
Choose one HR function that matters most right now. Pick three prompts from that section. Use them this week. Refine the outputs, turn them into actions, and review what changed. Small, consistent use is where the value starts.




About Gen AI Innovation™
This guide is part of the Gen AI Innovation™ Prompt Library Series: practical, sector-specific AI prompt collections created for South African business owners and professionals.
Gen AI Innovation™ provides practical AI training, strategic consulting and hands-on workshops that help teams turn AI from a buzzword into a daily working habit.
If this guide helped your HR function, consider building a companion library for another role in your team. Sales, operations, finance or customer service each benefit from their own tailored prompt set.
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