
























Step 1. Define your "Always / Never / Maybe"
Think about your Alumni Office's personality. Rules help the AI avoid generic "robotic" clichés.


ALWAYS
Our DNA

e.g., “Use the alumni's nameˮ

● Idea 1

● Idea 2

● Idea 3


NEVER
Red Lines)

e.g., "We are proud to announce"

● Idea 1

● Idea 2

● Idea 3


MAYBE
It Depends)

e.g., Use exclamation marks.

● Idea 1

● Idea 2

● Idea 3



Step 2. The "Voice Adjectives" Test
Adjectives provide emotional intent. Choose 3 for how you sound today and 3 for how you want to 

sound.

A Formal / Academic Focused on prestige, research, and institutions)
B Warm / Friendly Focused on community, belonging, and closeness)
C Inspirational / Bold Focused on success, change, and the future)
D Action-oriented / Direct Focused on calls to action, clarity, and "doing")
E Witty / Humorous Focused on entertainment, puns, and lightheartedness)
F Human / Empathetic Focused on individual stories and feelings)

Current Voice
1. Adjective 1
2. Adjective 2
3. Adjective 3

Target Voice
1. Adjective 1
2. Adjective 2
3. Adjective 3







Activity. The "Headline Flip"
Rewrite these boring institutional headlines using your Personality Chart.

Case 1 The New 
Building
"University officially 
inaugurates the new 
Student Hub and 
Career Center on 
North Campus."

The Flip:

Case 2 The 
Ranking
"Our University climbs 
10 positions in the 
International 
Employability 
Ranking."

The Flip:

Case 3 
Entrepreneur
"The startup 'EcoTech 
Solutions' raises $1M 
in seed funding to 
expand operations." 
Led by an alumnus)

The Flip:





Activity: Structuring the Assistant
 Pillars of 
Knowledge
Base your assistant's voice 
on key documents:

The Style Guardian
Brand book, voice adjectives, 
and Always/Never rules.

The Success Gallery
10 top-performing social posts 
and blog entries.

The Context Kit
FAQs, strategic plans, and 
campus info.

 Activity: Source 
Map
List documents you'll upload 
next Monday:

Source 1 ________________

Source 2 ________________

Source 3 ________________

Source 4 ________________

 The Platform 
Logic
Define core rules for each 
channel:

LinkedIn
Professional, career-focused 
growth.

Instagram
Visual descriptions and high 
emoji use.

Twitter/X
Max 280 chars, threads for 
news.












