
AI Starter Toolkit for SMEs & Professionals
Your hands-on guide to working faster, smarter, and better with AI 4 no tech skills required.

This toolkit helps overworked small businesses and professionals in Kenya leverage AI tools to reduce workload and stay 
competitive.



Why This Toolkit Exists

For Local Businesses
Whether you're running a business in 
Gikomba or managing social pages 
from Kisumu, this guide is for you.

No Tech Skills Needed
Learn to use AI tools4especially 
ChatGPT4to reduce workload and 
communicate better.

Complete Resource
Access 15+  AI prompts, 5 free AI tools, 
and real Kenyan business USE CASES.



Marketing & Social Media Prompts
Instagram Captions
Write captions for products like "Ankara isn't just a 
fabric. It's an attitude."

Content Calendars
Create 30-day plans for brands targeting specific Kenyan 
demographics.

Ad Headlines
Generate Facebook ads promoting discounts for local 
businesses.

Product Descriptions
Write compelling copy for locally-made products like 
skincare or snacks.



Sales & Customer Outreach

1
Follow-up Messages
Craft polite, persuasive messages for potential customers who requested quotes.

2
Cold Emails
Introduce your business to potential clients with compelling, targeted pitches.

3
Translations
Convert Swahili testimonials into fluent English with a warm tone.

4
Customer Service
Generate empathetic responses to complaints and create auto-reply scripts.



Business Operations & Planning
Budget Breakdowns
Create monthly budgets for businesses like salons with specific revenue figures.

Pitch Decks
Generate outlines for startups seeking funding in specific Kenyan markets.

Contracts
Draft standard service agreements with locally relevant terms and conditions.

Payment Systems
Get explanations on using M-Pesa for small businesses compared to alternatives.



Reports & Admin Work

Summarize Reports
Condense customer feedback into key 
points with improvement suggestions.

Work Plans
Create weekly schedules with hours 
per task for freelancers managing 
multiple clients.

Meeting Summaries
Transform messy notes into formal, 
professional meeting recaps.

Motivational Content
Generate inspiring quotes for Kenyan 

entrepreneurs with Swahili 
translations.



Free AI Tools You Should Try
Tool What It Does Where to Use It

ChatGPT Content creation, emails, summaries Everywhere

Canva AI Poster & social media design Marketing, visuals

Gamma.app Pitch decks & presentations Investor decks, proposals

Designs.ai Logo creation, brand kit design Business branding

Copy.ai Product descriptions, ads E-commerce, Facebook



Local Business Use cases

Mombasa Tour Guide
Uses ChatGPT to write 5-star TripAdvisor 
replies, summarize tour packages, and 
draft client emails.

Nairobi Bakery
Combines Canva AI with ChatGPT to create 
daily offer posters, write Instagram 
captions, and plan menus.

Kisumu Freelancer
Leverages Tome.app to pitch services, 
send structured quotes, and build an 
online portfolio.


