[bookmark: _j1qcbsrctntc]About Me
Name: [FULL NAME] Goes by: [PREFERRED NAME] Location: [CITY, STATE] Languages: [e.g., English / English and Spanish]

[One to two sentences. Who you are as an operator/professional. How you work. What makes you different from a generic person in your role.]


[bookmark: _7ux1caoxpuaf]Current Day Job
Company: [COMPANY NAME] Role: [YOUR TITLE] Type: [e.g., Series A startup / agency / corporate / solo] Started: [MONTH YEAR]

[One paragraph. What the company does, who it serves, and what your actual scope covers day-to-day. Be specific — "operations" means nothing; "I own finance, HR, and vendor relationships for a 12-person company" means something.]

Current priorities at work:

· [PRIORITY 1 — what you're actively working on or trying to solve]
· [PRIORITY 2]
· [PRIORITY 3]


[bookmark: _bzj2ancj6cyx]Side Ventures / Other Projects
[bookmark: _ugbxsa22fap2][VENTURE NAME]
What it is: [One sentence. What it is and who it's for.] Status: [Where things actually stand right now — be honest] What I need Claude for most: [e.g., writing, strategy, research, building tools]
[bookmark: _uih6pxy29ck0][VENTURE NAME]
What it is: [One sentence.] Status: [Current status] What I need Claude for most: [e.g., copy, ops, research]

(Add or remove ventures as needed. If you have none, delete this section.)


[bookmark: _enta6n8wtcs4]Job Search (delete if not applicable)
Target roles: [e.g., COO, VP Operations, Chief of Staff] Target companies: [types or specific names] Compensation target: [$X base + equity / salary range] How I'm positioning myself: [One sentence on your angle]


[bookmark: _5faudyle5xe9]Professional Background
	Company
	Role
	What mattered

	[COMPANY]
	[ROLE]
	[One phrase — what you did or built or led]

	[COMPANY]
	[ROLE]
	[One phrase]

	[COMPANY]
	[ROLE]
	[One phrase]



Education:

· [DEGREE — School]
· [DEGREE — School, if applicable]

Other credibility: [Speaking, awards, community involvement, certifications — only if relevant]


[bookmark: _t509clxokjs9]Personal Context
(Only include what's relevant to how you work. Claude doesn't need your life story — just what affects your decisions, schedule, or constraints.)

· [e.g., Parent of two — time is not unlimited]
· [e.g., Partner runs their own business — I think in terms of two households]
· [e.g., Based in [CITY] — timezone matters for scheduling help]


[bookmark: _zal8srw9rllt]Tools I Use
	Category
	Tools

	Productivity
	[e.g., Google Workspace / Microsoft 365 / Notion]

	Finance
	[e.g., QuickBooks / Xero / Excel]

	Communication
	[e.g., Slack / Teams / Gmail]

	Web / No-code
	[e.g., Webflow / Squarespace / Shopify / Vercel]

	Marketing
	[e.g., Mailchimp / ConvertKit / HubSpot]

	Other
	[anything Claude might need to know you use]




[bookmark: _zgixqnkvzp71]How I Work
· [One bullet on your decision-making style — e.g., "I move fast and course-correct. Good and fast beats perfect and slow."]
· [One bullet on how you use Claude — e.g., "Claude is my primary thinking partner. I bring it in mid-thought. Context from this file saves me from re-explaining every session."]
· [One bullet on no-code/low-code preference, if applicable]
· [One bullet on anything else that shapes how you want Claude to show up for you]


[bookmark: _11x8v15j06le]What I Hate Wasting Time On
· [THING 1 — e.g., re-explaining my business every session]
· [THING 2 — e.g., generic advice that doesn't account for my constraints]
· [THING 3 — e.g., hedged recommendations when I need a clear call]

