
Ease Your Jo
b

Page 1
EaseYourJob.com – Free AI Workflows & Templates

Top 5 ChatGPT Prompts That
Replace Virtual Assistants

(2025 Guide)

ὄ� Get a free prompt library with 50+ productivity templates at
EaseYourJob.com
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ᾑ� Why Replace VA Tasks with ChatGPT Prompts?

ChatGPT isn’t replacing humans — it’s augmenting you with on-demand
power. The key is giving it the right prompts.

• Reduce costs (no hourly rates or contracts)
• Instant output — no waiting
• 24/7 availability
• Personalized, accurate communication

ᾞ� Best Practice Prompt Format

Ὂ� “Act as a [role]. I need you to [task]. Here are the details: [context]. Your
output should be [format].”

Ἴ� Top 5 ChatGPT Prompts
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Ὕ�️ Meeting Scheduler Prompt

Act as a professional virtual assistant. I need you to schedule a meeting with
[Name] next week between Monday and Thursday, avoiding existing calendar
conflicts. Provide 3 suggested time slots. My working hours are 9 AM–5 PM
EST. Your output should be a short, professional message I can send.

Result: ChatGPT checks your availability, formats a message, and helps you
avoid overlaps — like a human VA would.

Ὂ� Save this as a Notion template and reuse for all scheduling tasks.
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✉️ Email Summarizer Prompt

Act as an executive assistant. I’ll paste a long email thread below. Summarize
the conversation in 3 bullet points and list any tasks I need to take action on.
Use professional language.

Result: Instant clarity without reading every line — especially helpful for busy
inboxes.

Ὂ� Ask ChatGPT to also tag priority emails vs. FYI emails.
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Ὄ� Task Manager Prompt

Act as a productivity assistant. Based on this list of responsibilities, organize
the tasks by priority and suggest a time-blocked daily plan (including breaks).
Output should be in a Notion-style checklist format.

Result: You get a customized task breakdown without needing tools like Asana
or Trello.

Ὂ� Combine with Motion or Reclaim.ai for automated time blocking.
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ᾟ� Document Creator Prompt

Act as an executive VA. Draft a professional proposal for [service] based on
the following bullet points: [paste bullets]. Make it client-ready and use
business formal language. Output format: PDF-friendly plain text.

Result: What normally takes a VA 2–3 hours is done in 30 seconds — ready to
copy into a doc or PDF.

Ὂ� Great for client proposals, contracts, or pitch decks.
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ᾞ� Weekly Summary & Goal Planner Prompt

Act as a weekly performance coach. Based on these notes from my week
[paste notes or calendar], summarize what I accomplished, where I can
improve, and suggest 3 goals for next week. Format: bullet summary + 3
clear action items.

Result: Perfect for weekly reviews — a VA-level reflection session in seconds.

Ὂ� Save these weekly logs in Notion to build a progress journal.

Ὂ� Bonus Tips for Prompting Like a Pro

• Be specific with context and tone
• Include your preferred output format
• Always give ChatGPT a role
• Save prompts as reusable templates

ὑ� Final Thoughts

You don’t need to hire a full-time VA to stay organized. With these prompts
your calendar gets scheduled, emails summarized, proposals drafted, tasks
organized, and progress tracked — one assistant, zero overhead.

Next Step: Get a free downloadable prompt library with 50+
productivity templates at EaseYourJob.com
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EaseYourJob.com – Work Smarter with AI


