9 mundane chores ChatGPT can handle in seconds, saving you hours
By Dave Parrack, Contributor, PCWorld.com, Jul 9, 2025

ChatGPT can do more than just answer questions. Here's how the Al can save you boatloads of time, too.

ChatGPT is rapidly changing the world. The process is already happening, and it’s only going to accelerate
as the technology improves, as more people gain access to it, and as more learn how to use it.

What’s shocking is just how many tasks ChatGPT is already capable of managing for you. While the
naysayers may still look down their noses at the potential of Al assistants, I’ve been using it to handle all
kinds of menial tasks for me. Here are my favorite examples.

Write your emails for you

Yes, | can absolutely help you write emails

| can assist with:

* Professional emails (e.g. to clients, colleagues, job applications)
* Personal emails (e.g. thank

* Marketing emails (e.q. newsletters, anne

* Follow-ups, reminders, introductions, requests, and more

(=) What | need from you:

To do it well, Il usually ask for

* The purpose of th

o Whao it's going

« Thetone

* Any specific points or attachment

© What | won't do:

vl emails on your behalf (1 can't access your emai

Compose emails that impersonate others without disdosure

If you tell me what the email’s about, | can draft one right now, Just give me 3 bit of context
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We’ve all been faced with the tricky task of writing an email—whether personal or professional—but not
knowing quite how to word it. ChatGPT can do the heavy lifting for you, penning the (hopefully) perfect
email based on whatever information you feed it.

Let’s assume the email you need to write is of a professional nature, and wording it poorly could
negatively affect your career. By directing ChatGPT to write the email with a particular structure, content,
and tone of voice, you can give yourself a huge head start.

A winning tip for this is to never accept ChatGPT'’s first attempt. Always read through it and look for areas
of improvement, then request tweaks to ensure you get the best possible email. You can (and should)
also rewrite the email in your own voice. Learn more about how ChatGPT coached my colleague to write

better emails.


https://www.pcworld.com/author/dave-parrack
https://www.pcworld.com/article/2612534/how-chatgpt-helps-me-write-emails-with-confidence.html
https://www.pcworld.com/article/2612534/how-chatgpt-helps-me-write-emails-with-confidence.html

Generate itineraries and schedules

wee-day 1ip to London packed with culture. food. and deink on a tight budget can still be

amazing—l ondon is rich in free attractio affordable eats. and walkabte neighborhoods.

Here's your 3-day London itinerary, desig or maximum value, cultural depth, and fun

@ overview:

+ Trip Length: 3 Days

+ Budget Low

* Focus; Culture, food, drink

* Transportation: Mostly by walking + Oyster/Contactless card for Tube/bus

* Accommodation Suggestion: Budget hostel (e.g., YHA London Central) or budget hotel (e.g., Premier

Inn or Travelodge)

[F] Day 1: Classic London Icons & Pubs

© Morning: Westminster & Royal Sights (Free)
+ Walk along Westminster Bridge for views of Big Ben and the Houses of Parfiament

o Stroll to Westminster Abbey (free to admire from outside, or £13 for a guided church service
ey

*  Walk past St James’s Park to Buckingham Palace (Changing of the Guard at 11 AM — arrive by 10:30)

& Lunch: Budget Bites 4

* Q
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If you’re going on a trip but you’re the type of person who hates planning trips, then you should

utilize ChatGPT’s ability to generate trip itineraries. The results can be customized to the nth degree
depending on how much detail and instruction you’re willing to provide.

As someone who likes to get away at least once a year but also wants to make the most of every trip,
leaning on ChatGPT for an itinerary is essential for me. I’ll provide the location and the kinds of things |
want to see and do, then let it handle the rest. Instead of spending days researching everything myself,
ChatGPT does 80 percent of it for me.

As with all of these tasks, you don’t need to accept ChatGPT'’s first effort. Use different prompts to force
the Al chatbot to shape the itinerary closer to what you want. You’d be surprised at how many cool ideas
you’ll encounter this way—simply nix the ones you don’t like.

Break down difficult concepts

Why Is Networking Important for

e are the key reasons



https://www.pcworld.com/article/1681251/10-awesome-things-you-can-do-with-chatgpt.html
https://www.pcworld.com/article/2811779/chatgpt-can-plan-your-dream-getaway-if-you-know-how-to-ask.html

One of the best tasks to assign to ChatGPT is the explanation of difficult concepts. Ask ChatGPT to
explain any concept you can think of and it will deliver more often than not. You can tailor the level of
explanation you need, and even have it include visual elements.

Let’s say, for example, that a higher-up at work regularly lectures everyone about the importance of
networking. But maybe they never go into detail about what they mean, just constantly pushing
the why without explaining the what. Well, just ask ChatGPT to explain networking!

Okay, most of us know what “networking” is and the concept isn’t very hard to grasp. But you can do this
with anything. Ask ChatGPT to explain augmented reality, multi-threaded processing, blockchain, large
language models, what have you. It will provide you with a clear and simple breakdown, maybe even with
analogies and images.

Analyze and make tough decisions

Let's walk through this together. First, 1'll ask you a few questions to help clarify the situation

@ Key Details to Understand First

1. The Job Offer

* What's the new role, and how does it co

yrowth)
*  What's the salary and benefits package? Any reloca
. Current Situation:
o Are you currently employed? If so, how satistied are you with your
¢ Do you have family, a partner, or others affected by the move
. Cost of Living & Lifestyle:
e How much more expensive is the néw location (rent, taxes, commute, etc)?
o  Would you still be financially comfortable after the move?
. Personal Factors:
o Do you want to live in the new area? Any pros/cons (climate, culture, distance from
* 15 this move something you've been considering even before the job offer
. Gut Feeling:
* When you imagine saying yes to the offer, how do you feel

o And what about saying
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We all face tough decisions every so often. The next time you find yourself wrestling with a particularly
tough one—and you just can’t decide one way or the other—try asking ChatGPT for guidance and advice.
It may sound strange to trust any kind of decision to artificial intelligence, let alone an important one that
has you stumped, but doing so actually makes a lot of sense. While human judgment can be clouded by
emotions, Al can set that aside and prioritize logic.

It should go without saying: you don’t have to accept ChatGPT’s answers. Use the Al to weigh the pros
and cons, to help you understand what’s most important to you, and to suggest a direction. Who knows?
If you find yourself not liking the answer given, that in itself might clarify what you actually want—and the
right answer for you. This is the kind of stuff ChatGPT can do to improve your life.



https://www.pcworld.com/article/2485764/real-uses-for-chatgpt-that-improved-my-life.html

Plan complex projects and strategies

Great — writing an article about using ChatGPT is a solid, timely topic. Let's break this

manageable phases with clear steps under each. This structure will guide you from idea to submission

@ Phase 1: Planning & Research

Goal: Define the scope. target audience, and key points of yo:

Tasks:
1. Define your audience
o Who will read this? (Tech-savwy? General public? Professionals?)
= What tone will resonate with them?
. Narrow your angle
« Are you showcasing productivity hacks, creative use ¢
. Gather examples of ChatGPT use cases

* Think of 5-10 practical ways ChatGPT can help {e.g., writing, coding, planning, learning,

summarizing, brainstorming)
. Do background research

e Check OpenAl's official content. blog posts. o cutrent usage trends (| can help with this if you want

up-to-date info)
. Create a working title and outline

* Eg., "How to Get More Done with ChatGPT: A Practical Guide

N

Most jobs come with some level of project planning and management. Even |, as a freelance writer, need
to plan tasks to get projects completed on time. And that’s where ChatGPT can prove invaluable,
breaking projects up into smaller, more manageable parts.

ChatGPT needs to know the nature of the project, the end goal, any constraints you may have, and what
you have done so far. With that information, it can then break the project up with a step-by-step plan, and
break it down further into phases (if required).

If ChatGPT doesn’tinitially split your project up in a way that suits you, try again. Change up the prompts
and make the Al chatbot tune in to exactly what you’re looking for. It takes a bit of back and forth, but it
can shorten your planning time from hours to mere minutes.

Compile research notes

(ere's o brief summary of the Croatian War of Independence presented in bullet

Croatian War of Independence (1991-1995) - Summary

Background

* Republic of Croatia ~ seeking independence and teritorial integrity
* Yugoslav People’s Army (JNA)

+ Serb paramilitary forces and local Serbs in Croatia - established the se

Serbian Krajina (RSK) within Croatian territory

Major Events

« 189%: Full iiege of Vukovar and bombing of Dubrovnik by INA

« 1992 Croan

+




If you need to research a given topic of interest, ChatGPT can save you the hassle of compiling that
research. For example, ahead of a trip to Croatia, | wanted to know more about the Croatian War of
Independence, so | asked ChatGPT to provide me with a brief summary of the conflict with bullet points
to help me understand how it happened.

After absorbing all that information, | asked ChatGPT to add a timeline of the major events, further
helping me to understand how the conflict played out. ChatGPT then offered to provide me with battle
maps and/or summaries, plus profiles of the main players.

You can go even deeper with ChatGPT’s Deep Research feature, which is now available to free users, up
to 5 Deep Research tasks per month. With Deep Research, ChatGPT conducts multi-step research to
generate comprehensive reports (with citations!) based on large amounts of information across the
internet. A Deep Research task can take up to 30 minutes to complete, but it’ll save you hours or even
days.

Summarize articles, meetings, and more

Bluesky vs. Threads: Choosing the Right X Alternative

With the declir X erly ers are exploting alternative platforms. Two prominent options are
Bluesky and Threads, each catering to different user preferences.

Bluesky: For Control and Quality

Opt for Bluesky if you prioritize:

* Feed Customization: Offers tools to tailor your content experience

* Content Moderation: Provides robust features to curate and manage your fee:

* Conversation Quality: Fost higher- quality dis

* Decentralization: Operates independently, free from major

Threads: For Broad Reach
Choose Threads if you
* Seek Popularity: Desire to be on a platform with a large active community
* Prefer Integration: Value seami
*  Accept Algorithmic Feeds: Are
exposure to trolls and bots
Final Thoughts
While both platforms have their mes

contro and lack of effecti

iotities, whether they are control and ¢
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There are only so many hours in the day, yet so many new articles published on the web day in and day
out. When you come across extra-long reads, it can be helpful to run them through ChatGPT for a quick
summary. Then, if the summary is lacking in any way, you can go back and plow through the article
proper.

As an example, | ran one of my own PCWorld articles (where | compared Bluesky and Threads as
alternatives to X) through ChatGPT, which provided a brief summary of my points and broke down the
best X alternative based on my reasons given. Interestingly, it also pulled elements from other articles.
(Hmph.) If you don’t want that, you can tell ChatGPT to limit its summary to the contents of the link.

This is a great trick to use for other long-form, text-heavy content that you just don’t have the time to
crunch through. Think transcripts for interviews, lectures, videos, and Zoom meetings. The only caveat is
to never share private details with ChatGPT, like company-specific data that’s protected by NDAs and the
like.


https://www.pcworld.com/article/2766254/chatgpts-awesome-deep-research-is-rolling-out-to-free-users-soon.html
https://www.pcworld.com/article/2764974/bluesky-vs-threads-which-x-alternative-is-right-for-you.html
https://www.pcworld.com/article/2764974/bluesky-vs-threads-which-x-alternative-is-right-for-you.html
https://www.pcworld.com/article/2535401/never-say-these-things-to-chatgpt-it-could-come-back-to-bite-you.html

Create Q&A flashcards for learning

Great choice! Here's a set of flashcards on consumer technology over the past 20 years, covering key

innavations, trends, and milestones. The format is QBA style for easy studying

@ Devices & Hardware

QY What year was the first iPhone released, and why was it significant?

AY: 2007. 1t lutionized smartphones by combining a phone, iPod. and internet communicator with a
multi-touch interface

Q2: What is the main difference between OLED and LCD screen technol

light up individual pixets, unlike LCDs

vy popularized the tablet form factor in 201¢

A3: Apple, with the launch of the Pad

Q4: What are wearables, and name two popular examples

A4: Wearables are tech devices worn on the bady. Examples: Apple Watch and Fitbit

@ Smart Tech & Al

Q5: What is a smart home device?
AS: A gadget that ¢ ¥ and controls home functions, often with intermet connectivity, Examples

Amazon Echo, (

Q6: Which
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Flashcards can be extremely useful for drilling a lot of information into your brain, such as when studying
for an exam, onboarding in a new role, prepping for an interview, etc. And with ChatGPT, you no longer
have to painstakingly create those flashcards yourself. All you have to dois tell the Al the details of what
you’re studying.

You can specify the format (such as Q&A or multiple choice), as well as various other elements. You can
also choose to keep things broad or target specific sub-topics or concepts you want to focus on. You can
even upload your own notes for ChatGPT to reference. You can also use Google’s NotebookLM app in a
similar way.

Provide interview practice

Hiring Manager (Me):
Tha

What You Did Well:
+ Confidence in exper
« Team leadership:

« Positive intent: You exp

Suggestions for Strengthening Your Answer:

+  Add specifics: Which typ:



https://www.pcworld.com/article/2512993/how-to-use-google-notebooklm-app-to-ace-your-exams.html

Whether you’re a first-time jobseeker or have plenty of experience under your belt, it’s always a good idea
to practice for your interviews when making career moves. Years ago, you might’ve had to ask a friend or

family member to act as your mock interviewer. These days, ChatGPT can do it for you—and do it more
effectively.

Inform ChatGPT of the job title, industry, and level of position you’re interviewing for, what kind of
interview it’ll be (e.g., screener, technical assessment, group/panel, one-on-one with CEO), and anything
else you want it to take into consideration. ChatGPT will then conduct a mock interview with you,
providing feedback along the way.

When | tried this out myself, | was shocked by how capable ChatGPT can be at pretending to be a human
in this context. And the feedback it provides for each answer you give is invaluable for knocking off your
rough edges and improving your chances of success when you’re interviewed by a real hiring manager.



