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Answer these questions in a sentence or two each. Then paste your answers into Claude and ask it to write a profile note under 120 words. Put the note in Settings, Your Claude, Instructions.
Your answers
My role and industry
 
 
Who I usually write for (boss, clients, students, patients)
 
 
The tone I want (formal, friendly, direct)
 
 
Format I prefer (bullets or prose, short or detailed)
 
 
Spelling and units (US or UK, miles or kilometers)
 
 
Things Claude should always avoid
 
 
Three tasks I do every week
 
 
Example profile note
I'm a project manager at a mid-size healthcare software company in Texas. I write mostly for executives and engineering leads. Keep answers direct and practical. Use short paragraphs and bullet points for action items. Use US spelling. Don't use hype words. When you're unsure about a fact, say so.
Done when
☐  Claude is installed on my computer and phone
☐  My profile note is saved in Settings
☐  Web search is on, and I chose my memory setting on purpose
☐  In a new chat, Claude names three tasks specific to my role
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