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Author's Introduction 
I would add the update naturally in two places: 

1. After mentioning the 10-layer template. 

2. Before the paragraph about Chapter 5. 

That way it feels like a genuine second-edition enhancement rather than an afterthought. 

When I first started exploring Claude AI, I quickly discovered that keeping up with its powerful and rapidly 
evolving features was not as straightforward as I had hoped. 

The concept of Skills — one of the most important features Claude AI offers — was particularly difficult to 
navigate. Documentation existed, but a clear, structured, business-friendly framework for understanding 
and building skills did not. That gap is exactly what inspired this series. 

In these chapters, I have tried to simplify the core concepts of Claude AI Skills in a way that is accessible 
to both business professionals and technical practitioners alike. My goal was never to write another 
technical manual. My goal was to build a thinking framework — one that helps people understand not 
just what Claude AI Skills are, but how to design, build, and deploy them with purpose and confidence. 

In this edition, I focused entirely on the standard Claude AI environment. I made this choice deliberately 
— the standard environment is where most users begin, and it deserves its own dedicated framework 
before anything else. The Claude Code environment, which opens an entirely different world of technical 
possibilities, will be covered in a future dedicated volume. 

One of the most exciting discoveries I made during this journey was the Plugin feature. I found that a well-
designed plugin — equipped with the right skills, connectors, knowledge sources, and instructions — can 
genuinely behave like a virtual employee. It can carry responsibilities, follow workflows, access systems, 
and deliver consistent operational output. That realization became the foundation of the Virtual AI Teams 
concept introduced in this book. 

I also discovered that the word "Skills" itself carries two distinct meanings in the Claude AI world — and 
that confusion between these two meanings is one of the biggest reasons people struggle to get started. 
Skills can refer to the operational capabilities and instructions we give to Claude itself. But they can also 
represent the responsibilities we assign to a virtual AI role or employee. Understanding this distinction is 
what Chapter 3 is entirely dedicated to. 

From there, I felt strongly that a template-driven approach was the missing piece. Building skills from 
scratch every time is inefficient and inconsistent. The 10-layer Skill Template introduced in Chapter 4 was 
designed to solve exactly that problem — giving practitioners a reusable, standardized blueprint for 
building any skill, for any purpose, in any department. 
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As the framework evolved, I also realized that many readers benefit from visual learning. For that reason, 
this edition includes a collection of diagrams, architectural illustrations, and infographics designed to 
simplify some of the more complex concepts presented throughout the book. My objective was to 
transform abstract AI concepts into visual models that readers can immediately understand and apply. 

In addition, I have included a printable Claude AI Skill Template Canvas and worksheet that readers can 
use in their own projects. Rather than simply reading about skill design, readers can now follow the 
framework step by step, document their ideas, and build their own reusable AI capabilities using the 
same methodology presented in these chapters. 

And because I believe that concepts only become real when you actually build them, Chapter 5 walks 
through the entire process live — filling the template, entering it into Claude AI step by step, testing it, and 
iterating on it. I tried every step myself before writing it. 

This is only the beginning. In future editions, I plan to expand this series with more chapters, more 
practical exercises, and more real-world examples. I also intend to cover Claude Code in depth, and to 
explore whether the same framework concepts can be applied to other leading AI models — including 
ChatGPT — before comparing the two. 

Finally, I want to express my sincere gratitude to the brilliant teams, developers, and researchers at 
Anthropic who built Claude AI. It is a truly remarkable product that I believe is changing the way 
organizations think about operational intelligence. My one humble suggestion to the team: consider 
making the skill-building process more guided and interactive — perhaps through template-driven 
workflow forms that walk users through each layer step by step. That would make this powerful capability 
accessible to everyone, not just those willing to dig deep. 

I hope this book saves you time, sparks new ideas, and gives you the confidence to start building. 

Assem Hijazi 
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Chapter 1: Understanding Claude AI Skills: From Standalone 
Capabilities to Virtual AI Teams 

Introduction 
Chapter 1: Understanding Claude AI Skills: From Standalone Capabilities to Virtual AI Teams 

As AI platforms continue evolving beyond simple chatbots, new terms are appearing everywhere: AI 
Skills, AI Agents. AI Plugins, Virtual AI Teams, AI Workflows and Connectors 

 

One of the most confusing terms among them is probably the word: “Skills.”  

 

Why? Because when people hear: “Claude Skills”, they may immediately ask: 

• Are these the skills that Claude already has? 

• Or are these the skills we give to Claude? 

• Are they capabilities? 

• Are they prompts? 

• Are they workflows? 

• Or are they complete AI employees? 

And honestly, the term itself can sometimes be misleading. 

In many cases, what platforms call “skills” are actually: 

• Predefined intelligent instructions  

• AI workflows 

• Reusable business operations 

• Connected AI procedures 

• Standardized task execution processes 

rather than “skills” in the traditional human sense. 
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This chapter aims to simplify these concepts in a very practical and non-technical way, especially for 
readers who are starting to explore the new world of enterprise AI systems and virtual AI workers. 

Instead of going deeply into technical details, we will focus first on understanding the basic logic behind 
how these systems are starting to operate and why many organizations are beginning to think beyond 
traditional chatbots toward AI-driven operational environments. 
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1. The Two Main Types of Claude AI Skills 
One of the simplest ways to understand Claude AI Skills is to think about them in two main categories: 

Type Simple Meaning 

Virtual Team Skills Skills grouped together to create virtual AI employees or AI departments 

Standalone Skills Independent reusable AI functions or intelligent workflows 

This creates two different ways of thinking about enterprise AI systems. 

• The first approach focuses on building: Virtual AI workers and AI operational teams. 
• The second approach focuses on: Reusable intelligent workflows and AI-powered functions that 

can operate independently across the organization. 

Both approaches are becoming increasingly important in modern enterprise AI platforms. 

In the next sections of this chapter, we will briefly explore both types to build a simple foundational 
understanding before diving deeper into dedicated future chapters for each model. 
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2. Virtual Team Skills 
Chapter 1: Understanding Claude AI Skills: From Standalone Capabilities to Virtual AI Teams 

One of the most powerful ways to think about enterprise AI is to stop thinking only about: “Which AI 
model should I use?”, and instead start thinking about: 

• What roles exist inside the organization? 

• What tasks does each role perform? 

• What systems and data does each role need access to? 

This is where the concept of virtual AI teams starts to appear. 

In this model, skills are grouped together to create: 

• Virtual AI employees 

• AI departments 

• AI operational teams 

A simple structure may look like this: 

Layer Meaning 

AI Employee The virtual role 

Skills The tasks/capabilities 

Connections Access to systems and data 

Knowledge Base Company documents/processes 

Instructions How the organization works 

 

For example: 

AI Employee Example Skills 

AI Marketing Manager Campaign planning, ROI analysis, content creation 

AI Finance Analyst Forecasting, reconciliation, reporting 

AI Legal Assistant Contract review, risk analysis 

AI CEO Office KPI summaries, executive reporting 
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In this scenario: 

• The AI employee represents the role 

• The skills represent the responsibilities and workflows 

• The connectors provide access to external systems and data 

 

This starts moving AI beyond simple chatbot interactions toward virtual operational workers inside 
organizations. In future chapters, we will explore this model in much more detail. 
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3. Standalone Skills 
Chapter 1: Understanding Claude AI Skills: From Standalone Capabilities to Virtual AI Teams 

The second main type of Claude AI skills is: Standalone Skills. 

 

Unlike virtual team skills, standalone skills operate independently without needing to belong to a 
complete AI employee or AI department. 

In many cases, these skills behave more like: 

• Reusable AI functions 

• Intelligent workflows 

• Smart operational commands 

• Standardized AI procedures 

 

Standalone skills can support many capabilities inside organizations, such as: 
Capability Example 

Workflow automation Automating approvals and repetitive tasks 

Reusable AI functions Report summarization and content generation 

Process standardization Using the same company templates and formats 

Company-specific operations ERP and CRM operational workflows 

Knowledge-driven execution Using internal documents and company knowledge 

Productivity assistance Writing, analysis, research, and reporting 

 

Examples of standalone skills may include: 
• Meeting summarization 

• Excel analysis 

• Contract review 

• KPI dashboard generation 
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• Executive reporting 

• Proposal writing 

 

This model allows organizations to use AI capabilities across multiple departments without necessarily 
building full virtual AI workers. 
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Chapter 2: Building Virtual AI Teams with Claude AI: From Plugins to 
AI Workforce Architecture 

Introduction 
Chapter 2: Building Virtual AI Teams with Claude AI: From Plugins to AI Workforce Architecture 

In the previous chapter, we introduced the two main types of Claude AI Skills: 

• Virtual Team Skills 

• Standalone Skills 

 

In this chapter, we will focus on the first type: Building Virtual AI Teams. 

 

One of the biggest shifts happening in enterprise AI today is that organizations are starting to move 
beyond using AI only as a chatbot or assistant. 

Instead, they are beginning to think about AI as: 

• Virtual employees 

• Operational AI workers 

• AI departments 

• AI workforce structures 

This is where platforms like Claude AI become very interesting. 

 

At first glance, the system may appear complicated because of terms like: 

• Plugins 

• Skills 

• Connectors 

• AI workflows 

• Instructions 

• Knowledge bases 
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But the core idea is actually much simpler than it first appears. The starting point is usually the: Plugin. 

 

In practical terms, the plugin often acts as the operational container of the AI role or domain. 

For example: 

• Finance Plugin 

• Marketing Plugin 

• Sales Plugin 

• Legal Plugin 

Inside the plugin, organizations can then add the following to gradually build what starts behaving like a 
virtual AI worker. However, one important observation is that current AI platforms are still evolving: 

• Skills 

• Workflows 

• Connectors 

• Company instructions 

• Knowledge sources 

 

Today, a plugin usually behaves more like: A single operational AI package or AI role. 

But in the future, we may eventually see plugins evolve into complete AI departments containing multiple 
virtual AI employees working together inside the same organizational structure. 
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1. Starting with the Plugin: The Foundation of the Virtual AI Team 
Chapter 2: Building Virtual AI Teams with Claude AI: From Plugins to AI Workforce Architecture 

When building a virtual AI team in Claude AI, the practical starting point is usually: The Plugin. 

The plugin acts as the main operational container of the AI role or AI domain. 

For example: 

• Finance Plugin 

• Marketing Plugin 

• Sales Plugin 

• Legal Plugin 

Inside the plugin, organizations can then build the operational structure of the AI worker by adding: 

• Skills 

• Connectors 

• Instructions 

• Knowledge sources 

• Workflows 

 

A simplified structure may look like this: 
Layer Purpose 

1. Plugin Main AI operational role/domain 

2. Skills Tasks and workflows 

3. Connectors Access to systems and data 

4. Instructions Operational rules and behavior 

5. Knowledge Sources Company documents and references 
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One important observation is that current AI platforms are still evolving. Today, Claude plugins usually 
behave more like: Individual operational AI packages or AI roles , rather than complete hierarchical AI 
organizations. 

For example: 

• One plugin may represent one AI Finance Manager 

• Another plugin may represent one AI Marketing Manager 

 

instead of having one large plugin containing multiple AI employees underneath it. However, in the future, 
these systems may evolve toward more advanced structures where: 

• One plugin represents a full department 

• Multiple AI employees operate under it 

• Skills become distributed operational tasks 

• AI workers collaborate together inside the same AI environment 

 

This is why current enterprise AI systems should still be viewed as: Early operational AI workforce 
architectures that are rapidly evolving. 
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2. Building the AI Role Inside the Plugin 
Chapter 2: Building Virtual AI Teams with Claude AI: From Plugins to AI Workforce Architecture 

After creating the plugin, the next step is defining: What this AI role is supposed to do. 

 

This is where organizations start thinking less like software developers and more like organizational 
designers. 

 

Instead of asking: “What prompt should I write?” the thinking becomes: 

• What is the role of this AI worker? 

• What responsibilities should it handle? 

• What systems should it access? 

• What knowledge should it use? 

• What decisions should remain human-controlled? 

 

For example: 

AI Role Main Responsibilities 

AI Finance Analyst Forecasting, reconciliation, reporting 

AI Marketing Manager Campaign planning, content generation 

AI Legal Assistant Contract review, risk detection 

AI CEO Office KPI summaries, executive insights 

 

Once the role is defined, organizations begin adding: 

• Skills 

• Workflows 

• Instructions 

• Connectors 
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• Knowledge sources 

to shape the operational behavior of the AI worker.  

A simplified example may look like this: AI Finance Analyst Plugin ,Skills ,Financial reporting, 
Variance analysis, Forecast generation and Executive summaries 

 

Connectors 
• ERP system 

• Excel files 

• Data warehouse 

• Email system 

 

Knowledge Sources 
• Financial policies 

• Reporting templates 

• Previous reports 

• Company KPIs 

 

At this stage, the AI starts behaving less like a general chatbot and more like a specialized operational 
assistant designed around a specific business role.  

However, one important limitation still exists: The AI does not truly “understand” the organization like a 
human employee. Instead, it operates through: Instructions,Retrieved data,Connected 
systems,Workflows and Context provided during execution 

 

This is why designing the AI role properly becomes one of the most important parts of building 
successful virtual AI teams. 
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3. Skills: Defining the Responsibilities of the AI Worker 
Chapter 2: Building Virtual AI Teams with Claude AI: From Plugins to AI Workforce Architecture 

Once the AI role is created inside the plugin, the next step is defining: The Skills. 

In simple terms, skills represent: 

• The responsibilities of the AI worker 

• The operational tasks it performs 

• The workflows it follows 

• The intelligent instructions that guide its behavior 

For example: 

AI Role Example Skills 

1. AI Finance Analyst Forecasting, reporting, reconciliation 

2. AI Marketing Manager Campaign planning, content generation 

3. AI Legal Assistant Contract review, risk analysis 

4. AI CEO Office KPI summaries, executive reporting 

 

In many cases, the skill itself is not just a simple prompt. It may include: 

• Instructions 

• Workflow steps 

• Rules 

• Formatting requirements 

• Tool usage 

• Data access logic 

 

For example, a reporting skill may instruct the AI to: 

1. Read ERP sales data 

2. Compare performance against targets 
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3. Read related documents 

4. Generate executive summary 

5. Output results using company template 

 

This is why many modern AI skills behave more like: 

• Intelligent workflows 

• Operational procedures 

• Reusable AI business functions 

rather than simple chatbot prompts. 

 

As AI platforms continue evolving, some advanced skills may also include: 

• APIs 

• Code execution 

• Database queries 

• External AI engines 

• Multi-step operational automation 

However, at the core level, the main purpose of the skill is still very simple: Defining what the AI 
worker is responsible for doing. 
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4. Connectors: Giving the AI Access to Systems and Data 
Chapter 2: Building Virtual AI Teams with Claude AI: From Plugins to AI Workforce Architecture 

One of the most important parts of building virtual AI teams is: The Connectors. 

Without connectors, the AI remains limited to general conversation and uploaded files. 

But with connectors, the AI can start interacting with: 

• ERP systems 

• CRM systems 

• Email platforms 

• Cloud storage 

• Knowledgebases 

• Analytics systems 

• Collaboration platforms 

 

Examples of common connectors include: 

Connector Type Example Systems 

1) ERP/CRM Oracle, Salesforce, SAP 

2) Documents Google Drive, SharePoint 

3) Communication Slack, Email 

4) Analytics Snowflake, Power BI 

5) Project Management Jira, Notion 

 

These connectors are usually prebuilt integrations provided by the AI platform or its partners. Instead of 
manually programming APIs, organizations often simply: 

1. Select the connector 

2. Authenticate access 

3. Grant permissions 
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4. Start using the connected systems inside workflows and skills 

 

This allows the AI worker to combine: 

• Structured data 

• Unstructured documents 

• Operational workflows 

• Organizational knowledge 

inside the same AI environment. 

 

For example, an AI Finance Analyst may: 

1. Read ERP financial records 

2. Access Excel reports 

3. Read related policy documents 

4. Generate executive summaries 

 

Similarly, an AI Marketing Manager may: 

1. Read CRM customer data 

2. Analyze campaign reports 

3. Access brand guidelines 

4. Generate marketing recommendations 

 

This is one of the biggest reasons enterprise AI platforms are growing rapidly: They combine AI 
reasoning with connected operational business systems. 

However, one important limitation still exists: The AI can only access the systems and permissions 
granted to it. This makes governance, permissions, and data control extremely important parts of 
enterprise AI architecture. 
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5. Knowledge Sources and Company Instructions 
Chapter 2: Building Virtual AI Teams with Claude AI: From Plugins to AI Workforce Architecture 

After building the plugin, defining the role, adding skills, and connecting systems, the next 
important layer becomes: Knowledge and Instructions. 

 

This is where organizations start teaching the AI: 

• How the company operates 

• What standards should be followed 

• Which formats to use 

• What terminology the organization uses 

• What policies and procedures exist 

 

Knowledge sources may include: 

Knowledge Source Example 

1. Documents Policies, procedures, manuals 

2. Templates Reports, proposals, presentations 

3. Historical Work Previous reports and projects 

4. Guidelines Brand guides, legal standards 

5. Internal Knowledge Department processes and rules 

 

At this stage, the AI begins behaving less like a generic public AI system and more like: A company-
specific operational AI worker. 

For example: 

• An AI Finance role may use company financial templates 

• An AI Marketing role may follow brand guidelines 

• An AI Legal role may follow internal legal policies 

• An AI CEO Office role may use executive reporting formats 
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This is one of the most important shifts in enterprise AI: Moving from general AI knowledge toward 
organization-specific operational intelligence. 

 

However, the AI still does not “understand” the organization the way humans do. Instead, it relies heavily 
on: 

• Retrieved documents 

• Instructions 

• Workflows 

• Connected systems 

• Context provided during execution 

This is why the quality of: Instructions, Knowledge sources and Organizational standards can 
dramatically affect the quality of the AI worker itself. 
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6. The Current Limitations of Virtual AI Teams 
Chapter 2: Building Virtual AI Teams with Claude AI: From Plugins to AI Workforce Architecture 

Although virtual AI teams are evolving very quickly, it is still important to understand that current systems 
are far from becoming fully autonomous digital employees. 

Today’s AI workers are powerful, but they still operate within many limitations. 

Some of the major limitations include: 
Limitation Description 

1) Context limitations AI cannot fully understand unlimited organizational data at 
once 

2) Hallucination risks AI may generate incorrect or invented information 

3) Workflow complexity Large multi-step operations increase error probability 

4) Dependency on instructions Poor instructions often produce poor results 

5) Limited organizational 
understanding 

AI does not truly understand company culture or business 
reality 

6) Permission restrictions AI can only access approved systems and data 

7) Human oversight requirements Critical decisions still require human review 

 

One of the most important realities is that current AI systems still behave more like: Operational 
assistants rather than fully independent employees. 

 

For example: 

• AI can summarize reports 

• AI can analyze data 

• AI can generate recommendations 

• AI can automate repetitive workflows 

But organizations still need humans for: 

• Strategic decisions 
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• Legal accountability 

• Complex negotiations 

• Ethical judgment 

• Final approvals 

 

This is why many enterprise AI systems today use: Human-in-the-loop architectures, where humans 
remain part of the operational and decision-making process. 

 

Another important limitation is that many current virtual AI team structures are still relatively flat. 

For example: 

• Plugins usually represent one operational role or package 

• AI workers are not yet deeply hierarchical like real organizations 

• Collaboration between multiple AI workers is still evolving 

 

However, the technology is advancing extremely quickly, and many of these limitations may gradually 
improve over the coming years. 
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7. Exploring the AI Skills and Plugin Ecosystem 
Chapter 2: Building Virtual AI Teams with Claude AI: From Plugins to AI Workforce Architecture 

As virtual AI teams continue evolving, a growing ecosystem of platforms, tools, and communities is 
starting to appear around: 

• AI skills 

• AI workflows 

• Plugins 

• AI orchestration 

• Automation 

• Multi-agent systems 

 

Operational layers similar 
One interesting way to understand this ecosystem is by organizing it into operational layers similar 
to the virtual AI architecture itself. 

Layer Purpose Example Platforms 

1. AI Assistant / LLM 
Layer 

Main reasoning and 
conversational AI 
engines 

Claude AI — https://www.anthropic.com/claude | 
ChatGPT — https://chat.openai.com | Gemini — 
https://gemini.google.com 

2. Plugin / Skill 
Layer 

AI skills, workflows, 
operational functions 

Claude Cowork — https://www.anthropic.com/claude 
| OpenAI GPTs — https://chat.openai.com/gpts 

3. Workflow & 
Orchestration 
Layer 

Connecting 
workflows, AI logic, 
automation 

LangChain — https://www.langchain.com | FlowiseAI 
— https://flowiseai.com | CrewAI — 
https://www.crewai.com 

4. Automation Layer Business automation 
and integrations 

Zapier — https://zapier.com | Make — 
https://www.make.com | n8n — https://n8n.io 

5. Knowledge & 
Model Layer 

AI models, datasets, 
community sharing 

Hugging Face — https://huggingface.co | GitHub — 
https://github.com 

https://www.anthropic.com/claude
https://chat.openai.com/
https://gemini.google.com/
https://www.anthropic.com/claude
https://chat.openai.com/gpts
https://www.langchain.com/
https://flowiseai.com/
https://www.crewai.com/
https://zapier.com/
https://www.make.com/
https://n8n.io/
https://huggingface.co/
https://github.com/


 
 

33 
 

6. Enterprise Data 
Layer 

ERP, CRM, analytics, 
storage systems 

Salesforce — https://www.salesforce.com | Snowflake 
— https://www.snowflake.com | SAP — 
https://www.sap.com 

 

This ecosystem is still evolving very rapidly. Today, many organizations are still experimenting with: 

• How to structure virtual AI teams 

• How to organize plugins and skills 

• How to orchestrate multiple AI systems together 

• How to govern AI operations safely 

• How to combine automation with human oversight 

 

This is why the current generation of AI operational systems should still be viewed as: The early 
foundation of future AI workforce architectures rather than fully mature digital organizations. 

 

  

https://www.salesforce.com/
https://www.snowflake.com/
https://www.sap.com/
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Chapter 3. Understanding Standalone Claude AI Skills: What We 
Give to Claude vs. What We Assign to AI Roles 

Introduction 
Chapter 3. Understanding Standalone Claude AI Skills: What We Give to Claude vs. What We Assign to AI Roles 

This is the third chapter in my series about Claude AI and virtual AI workforce architectures. 

In the first chapter, we introduced the basic concept of Claude AI Skills and the difference between: 

• Virtual Team Skills 

• Standalone Skills 

In the second chapter, we explored how organizations can start building: 

• Virtual AI workers 

• AI operational roles 

• AI workforce structures 
using plugins, skills, connectors, and knowledge sources. 

 

In this third chapter, we will focus more deeply on the second dimension: Standalone Claude AI Skills. 

One of the biggest reasons people become confused about Claude AI Skills is that the word: “Skill” 

can actually refer to two different things at the same time: 

• The capabilities and operational logic we give to Claude itself 

• The responsibilities we assign to a virtual AI role or AI employee 

 

This distinction is very important because many people mix between: AI operational capabilities 
and AI workforce responsibilities, even though they are not exactly the same thing. 

 

In this chapter, we will simplify these two dimensions step by step and explore: 

• What we actually give to Claude as operational capabilities 

• The main capability categories of standalone skills 
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• The relationship between instructions, workflows, prompts, and operational logic 

• The difference between standalone capability skills and virtual role skills 

• How organizations may structure these skills inside enterprise AI environments 

 

To keep this series simple and business-focused, these chapters currently focus on: The main Claude AI 
operational/business model and not the coding-focused Claude Code/Codex environment. 

The coding, developer automation, software engineering workflows, and AI programming architectures of 
Claude Code represent a much deeper technical area that will be explored separately in future dedicated 
chapters. 

 

It is also important to note that most of the concepts discussed in this series generally apply across 
Claude AI environments, whether users access Claude through: 

• The web interface 

• The desktop application 

• Enterprise AI integrations 

because the main operational concepts of skills, workflows, instructions, and AI roles remain largely 
similar across these environments. 
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1. The Two Dimensions of Claude AI Skills 
Chapter 3. Understanding Standalone Claude AI Skills: What We Give to Claude vs. What We Assign to AI Roles 

One of the biggest challenges when trying to understand Claude AI Skills is that the word: “Skill”, is often 
used to describe two different dimensions at the same time. 

 

This is one of the main reasons many users become confused when exploring Claude AI for the first time. 

In practical terms, Claude AI Skills can generally be viewed through two main 
dimensions: 

Skill Dimension Simple Meaning 

1) Claude Capability Skills Capabilities, workflows, and operational logic we give to Claude itself 

2) Virtual Role Skills Responsibilities and tasks assigned to a virtual AI worker or AI role 

 

Although both dimensions are related, they are not exactly the same thing. 

A. Claude Capability Skills 
This dimension focuses on: What Claude itself is capable of operationally performing. These skills are 
usually built around: 

• Instructions 

• Workflows 

• Prompt structures 

• Operational logic 

• Reusable intelligent procedures 

In simple terms, these skills shape: 

• How Claude behaves 

• How Claude processes tasks 

• How Claude structures outputs 

• How Claude follows operational workflows 

Examples may include: 
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• Report generation 

• Meeting summarization 

• Contract review 

• KPI analysis 

• Workflow automation 

These are operational AI capabilities that can often be reused across different departments and 
scenarios. 

 

B. Virtual Role Skills 
The second dimension focuses on: What responsibilities are assigned to the AI worker itself. In this case, 
the skills become part of: 

• A virtual AI employee 

• An AI operational role 

• An AI department structure 

 

For example: 

AI Role Example Skills 

AI Finance Analyst Forecasting, reconciliation, reporting 

AI Marketing Manager Campaign planning, content generation 

AI Legal Assistant Contract review, compliance analysis 

AI CEO Office KPI summaries, executive reporting 

 

In this model, the skills define: 

• The operational responsibilities of the AI worker 

• The business functions it supports 

• The workflows it is expected to handle 
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This distinction between: AI operational capabilities and AI workforce responsibilities is one of the most 
important foundational concepts for understanding how modern enterprise AI systems are starting to 
evolve. 
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2. The Main Capability Structure of Standalone Claude AI Skills 
Chapter 3. Understanding Standalone Claude AI Skills: What We Give to Claude vs. What We Assign to AI Roles 

To better understand standalone Claude AI skills, it is important to understand what these skills are 
actually built from internally. 

 

In many cases, a standalone skill is not simply: “One prompt.” Instead, it is usually a combination of: 

• Instructions 

• Workflows 

• Prompt structures 

• Operational logic 

• Reusable intelligent procedures 

These capability layers work together to shape how Claude behaves operationally. 

 

A simplified structure may look like this: 

Main Capability Type Simple Meaning 

1. Instructions Rules and operational guidance given to Claude 

2. Workflows Step-by-step operational processes 

3. Prompt Structures Organized prompt templates and logic 

4. AI Operational Logic Decision and execution behavior 

5. Reusable Intelligent Procedures Repeatable operational AI functions 

 

A. Instructions 
Instructions define: 

• How Claude should behave 

• What standards to follow 

• How outputs should be formatted 
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• What operational rules should be respected 

Area Example 

Formatting Use executive summary format 

Tone Use formal company language 

Restrictions Do not expose confidential data 

Reporting Rules Highlight KPIs and risks 

 

Examples of instruction-based skills: 

• Executive reporting 

• Proposal formatting 

• Legal writing standards 

• Company communication templates 

 

B. Workflows 
Workflows define: The operational steps Claude should follow. Instead of generating random responses, 
Claude follows a structured process. 

Workflow Example Steps 

KPI Reporting Workflow Read ERP data → Compare targets → Generate summary 

Contract Review Workflow Read contract → Detect risks → Create recommendations 

Meeting Summary Workflow Read transcript → Extract action items → Generate report 

This helps organizations standardize operational AI behavior. 

 

C. Prompt Structures 
Prompt structures organize: 

• Reusable prompt templates 

• Operational prompting logic 
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• Standardized AI interaction patterns 

Prompt Structure Type Example 

Reporting Prompt Executive business summaries 

Analysis Prompt KPI and trend analysis 

Writing Prompt Proposal and email generation 

Research Prompt Competitor and market analysis 

This allows organizations to reuse consistent AI operational patterns across departments. 

 

D. AI Operational Logic 
Operational logic defines: How Claude should think operationally during execution. 

This may include: 

• Prioritization logic 

• Escalation rules 

• Risk handling 

• Decision flow structures 

Logic Type Example 

1) Escalation Logic Escalate critical financial risks 

2) Prioritization Logic Prioritize urgent customer issues 

3) Validation Logic Verify missing required fields 

4) Approval Logic Require human approval before execution 

 

This starts moving AI beyond simple prompting toward operational decision-support behavior. 

 

E. Reusable Intelligent Procedures 
These are repeatable operational AI functions that can be reused across multiple scenarios. 
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Procedure Type Example Skills 

Reporting Procedures KPI summaries, executive reports 

Analysis Procedures Forecasting, trend analysis 

Communication Procedures Email drafting, meeting summaries 

Operational Procedures CRM updates, workflow notifications 

 

This is one of the reasons standalone skills are becoming very important in enterprise AI: 
Organizations can build reusable intelligent operational functions instead of repeatedly writing 
prompts from scratch. 
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3. Business Categories of Standalone Claude AI Capability Skills 
Chapter 3. Understanding Standalone Claude AI Skills: What We Give to Claude vs. What We Assign to AI Roles 

After understanding the internal structure of standalone capability skills, the next step is 
understanding: What business areas these capabilities can actually support. 

 

In real enterprise environments, standalone Claude AI capability skills can be organized into multiple 
operational business categories. A simplified view may look like this: 

Capability 
Category 

Description Example Skills 

Writing Skills Skills focused on generating and structuring 
content 

Executive summaries, proposals, 
emails 

Analysis Skills Skills focused on understanding and 
analyzing information 

KPI analysis, forecasting, Excel 
analysis 

Workflow Skills Skills handling operational business 
processes 

Approval workflows, reporting 
procedures 

Research Skills Skills focused on gathering and organizing 
information 

Market research, competitor 
analysis 

Integration Skills Skills interacting with external systems and 
platforms 

ERP reporting, CRM updates 

Automation 
Skills 

Skills automating repetitive operational tasks Notifications, scheduled 
reporting 

 

A. Writing Skills 
Writing skills are among the most common standalone AI capabilities. 

These skills focus on: 

• Structuring information 

• Generating business content 

• Standardizing communication 
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Writing Skill Example Purpose 

Executive Summary Generation Create management summaries 

Proposal Writing Generate business proposals 

Email Drafting Create professional communication 

Meeting Summarization Summarize discussions and action items 

These capabilities are heavily used across: 

• Executive offices 

• Marketing 

• Sales 

• Operations 

• Consulting 

 

B. Analysis Skills 
Analysis skills focus on: Understanding, comparing, and interpreting business data. 

Analysis Skill Example Purpose 

KPI Analysis Analyze business performance indicators 

Forecasting Generate future operational predictions 

Excel Analysis Understand spreadsheet data 

Trend Analysis Detect operational patterns 

These skills become especially powerful when connected to: 

• ERP systems 

• CRM systems 

• Analytics platforms 

• Financial reports 
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C. Workflow Skills 
Workflow skills focus on: Standardizing operational business procedures. 

Workflow Skill Example Purpose 

Approval Workflow Handle approval sequences 

Reporting Workflow Generate operational reports 

Incident Workflow Manage issue escalation 

Review Workflow Validate and review documents 

These capabilities help organizations create: 

• Repeatable operational procedures 

• Standardized AI execution flows 

• Consistent business operations 

 

D. Research Skills 
Research skills focus on: 

• Information gathering 

• Data organization 

• Competitive intelligence 

• Knowledge exploration 

Research Skill Example Purpose 

Market Research Analyze market conditions 

Competitor Analysis Study competitors 

Industry Research Explore industry trends 

Document Research Extract information from documents 

These skills are increasingly important for: 

• Strategic planning 

• Innovation 
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• Executive decision support 

• Business intelligence 

 

E. Integration Skills 
Integration skills allow Claude AI to interact with: 

• Enterprise systems 

• External platforms 

• Operational tools 

Integration Skill Example Purpose 

ERP Reporting Read ERP operational data 

CRM Updates Interact with customer systems 

Email Integration Read or generate communications 

Dashboard Integration Connect with analytics platforms 

 

These capabilities transform Claude AI from: A standalone chatbot into: A connected operational AI 
environment. 

 

F. Automation Skills 
Automation skills focus on: Reducing repetitive operational work. 

Automation Skill Example Purpose 

Scheduled Reporting Generate reports automatically 

Notifications Send alerts and reminders 

Workflow Triggers Start operational processes 

Monitoring Tasks Observe operational activities 

 

This is one of the fastest-growing areas of enterprise AI because organizations increasingly want AI 
systems to support: 



 
 

48 
 

• Operational efficiency 

• Process automation 

• Intelligent repetitive task handling 

rather than only conversational interactions. 
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4. Virtual Role Skill Categories: What We Assign to AI Employees 
Chapter 3. Understanding Standalone Claude AI Skills: What We Give to Claude vs. What We Assign to AI Roles 

While standalone capability skills focus on: What Claude can operationally do, virtual role skills 
focus on: What responsibilities we assign to the AI worker itself. 

 

In this model, the skills become part of: 

• A virtual AI employee 

• A department role 

• An operational workforce structure 

This starts moving AI from: General operational capabilities toward: Organization-specific 
workforce responsibilities. 

 

A simplified structure may look like this: 
Virtual Role 
Category 

Description Example Assigned Skills 

Finance Role Skills Financial operational responsibilities Forecasting, reconciliation, budgeting 

Marketing Role 
Skills 

Marketing and branding operations Campaign planning, content 
generation 

HR Role Skills Human resources operational 
support 

Recruitment analysis, onboarding 

Legal Role Skills Legal and compliance operations Contract review, compliance checks 

Executive Role Skills Executive and management support KPI summaries, strategic reporting 

 

A. Finance Role Skills 
Finance AI roles are typically responsible for: 

• Financial analysis 

• Reporting 

• Forecasting 
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• Budget support 

• KPI monitoring 

Example Finance Skills Purpose 

Forecasting Predict operational and financial trends 

Reconciliation Compare and validate financial records 

Budget Analysis Monitor budget performance 

KPI Reporting Generate executive financial summaries 

These skills often connect with: 

• ERP systems 

• Financial reports 

• Data warehouses 

• Excel files 

 

B. Marketing Role Skills 
Marketing AI roles focus on: 

• Campaign operations 

• Content generation 

• Branding support 

• Marketing analytics 

Example Marketing Skills Purpose 

Campaign Planning Organize marketing activities 

Content Generation Create marketing content 

ROI Analysis Measure campaign performance 

Competitor Analysis Study market competitors 

These AI roles may interact with: 

• CRM systems 
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• Social platforms 

• Marketing analytics tools 

• Brand guidelines 

 

C. HR Role Skills 
HR AI roles support: 

• Recruitment 

• Employee onboarding 

• HR reporting 

• Workforce analytics 

Example HR Skills Purpose 

Recruitment Analysis Analyze candidate information 

Onboarding Support Assist onboarding workflows 

Workforce Reporting Generate HR operational reports 

Policy Guidance Reference HR procedures 

These roles often require: 

• Human oversight 

• Privacy controls 

• Governance policies 

because they may interact with sensitive employee information. 

 

D. Legal Role Skills 
Legal AI roles focus on: 

• Contract analysis 

• Compliance support 

• Legal document review 
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• Risk identification 

Example Legal Skills Purpose 

Contract Review Analyze legal agreements 

Compliance Checks Verify policy alignment 

Risk Detection Identify potential legal risks 

Legal Summarization Generate legal summaries 

These skills are increasingly important in: 

• Enterprise governance 

• Compliance operations 

• Risk management environments 

However, human legal review still remains critical in most enterprise scenarios. 

 

E. Executive Role Skills 
Executive AI roles support: 

• Leadership reporting 

• KPI monitoring 

• Strategic summaries 

• Decision-support operations 

Example Executive Skills Purpose 

KPI Summaries Generate executive dashboards 

Strategic Reporting Produce management insights 

Operational Monitoring Track organizational performance 

Executive Briefings Summarize complex operational data 

These AI roles are becoming increasingly important because executives often need: 

• Faster information access 

• Multi-source operational visibility 
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• Simplified strategic reporting 

• AI-assisted business insights 

 

This is one of the strongest indicators that enterprise AI is gradually evolving toward: AI-supported 
operational workforce environments rather than simple chatbot systems. 
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5. The Relationship Between Standalone Skills and Virtual AI Roles 
Chapter 3. Understanding Standalone Claude AI Skills: What We Give to Claude vs. What We Assign to AI Roles 

After separating: 

• Standalone Capability Skills 

• Virtual Role Skills 

the next important step is understanding: How both dimensions work together inside the same AI 
environment. 

Although they represent different concepts, they are highly connected operationally. 

A simple way to think about it is: 

Element Main Purpose 

Standalone Skills Reusable operational AI capabilities 

Virtual AI Roles Organizational responsibilities assigned to AI workers 

 

In practical enterprise environments: Virtual AI roles often reuse multiple standalone capability 
skills. This means the standalone skills become across multiple AI employees and departments: 

• Operational building blocks 

• Shared intelligent functions 

• Reusable AI procedures 

 

A simplified example may look like this: 

Standalone Capability Skill Used By Which AI Roles 

Executive Reporting Skill Finance AI, HR AI, CEO Office AI 

KPI Analysis Skill Finance AI, Operations AI, Executive AI 

Meeting Summarization Skill HR AI, Legal AI, Executive AI 

Workflow Automation Skill Operations AI, Finance AI, HR AI 

This creates a very important separation between: 

• Capability reuse and Role responsibility assignment. 
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For example: 

• The same reporting skill may be reused across many departments 

• But each AI role still has different operational responsibilities 

A Finance AI role may use: 

• Reporting skills 

• Forecasting skills 

• KPI analysis skills 

while an HR AI role may use: 

• Reporting skills 

• Recruitment analysis skills 

• Onboarding workflow skills 

 

This is why modern enterprise AI systems are increasingly evolving toward: Modular operational AI 
architectures. 

where: 

• Skills become reusable operational modules 

• AI roles become organizational workforce structures 

• Connectors provide data access 

• Instructions define operational behavior 

 

This modular structure is one of the main reasons enterprise AI systems are becoming more 
scalable and easier to organize over time. 
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Chapter 4: Designing Claude AI Skill Templates: Building Reusable 
AI Operational Capabilities 

Introduction 
Chapter 4: Designing Claude AI Skill Templates: Building Reusable AI Operational Capabilities 

This is the fourth chapter in my Claude AI series, where we continue simplifying and structuring the 
evolving world of AI operational systems and virtual AI workforce architectures. 

In the previous chapters, we explored: 

• The concept of Claude AI Skills 

• Virtual AI teams and workforce structures 

• The difference between standalone capability skills and virtual role skills 

 

One of the most important observations from those discussions was that modern AI skills are 
becoming much more than: Simple prompts. In many cases, they are starting to behave more like: 
Operational AI procedures,Intelligent workflows, Reusable AI business capabilities and Structured 
operational logic 

 

This naturally raises a very important question: How should organizations actually design these AI 
skills properly? 

 

Today, most AI platforms provide: 

• Prompt examples 

• Workflow samples 

• Community use cases 

• Small operational templates 

But they rarely provide: A structured enterprise framework for designing reusable AI operational 
capabilities. This is where the idea of: Claude AI Skill Templates starts becoming very interesting. 

I 
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Instead of repeatedly writing prompts from scratch, organizations may eventually begin building: 

1. Standardized AI skill templates 

2. Reusable operational AI modules 

3. AI capability libraries 

4. Departmental AI operational blueprints 

that can be reused across: 

• Multiple AI workers 

• Multiple departments 

• Multiple workflows 

• Multiple business scenarios 

 

In this chapter, we will start simplifying how such templates may be structured and why they may 
become one of the foundational building blocks of future enterprise AI environments. 

 

To keep the series simple and business-focused, this chapter continues focusing on: The 
operational/business usage of the main Claude AI environment and not the developer-focused 
Claude Code/Codex engineering architecture, which will continue separately in future technical 
chapters. 
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1. Why AI Skill Templates Are Becoming Important 
Chapter 4: Designing Claude AI Skill Templates: Building Reusable AI Operational Capabilities 

As organizations continue experimenting with enterprise AI systems, one major challenge is starting to 
appear very quickly: AI operations are becoming difficult to organize consistently at scale. 

In many cases today, users still interact with AI through: Random prompts, Manual instructions, 
Repeated operational requests and Individual workflows built differently by each user 

This creates several problems inside organizations. 

A simplified view may look like this: 
Challenge Description 

Inconsistent Outputs Different users generate different results 

Repetitive Prompting Same prompts repeatedly rewritten 

Lack of Standardization No unified operational AI procedures 

Difficult Scalability Hard to expand AI usage across departments 

Governance Challenges Difficult to control AI operational behavior 

Knowledge Fragmentation AI logic spread across individuals 

 

As AI systems become more integrated into daily operations, organizations will increasingly need: 
Structured and reusable AI operational designs. This is where AI Skill Templates may become very 
important. 

 

Instead of repeatedly building AI workflows from scratch, organizations may begin creating: 

• Standardized AI operational templates 

• Reusable AI capability structures 

• Departmental AI blueprints 

• AI workflow libraries 

• Enterprise AI capability catalogs 
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A simplified comparison may look like this: 
Traditional Prompting AI Skill Templates 

Random prompts Structured reusable frameworks 

Individual user logic Standardized organizational logic 

One-time execution Reusable operational capability 

Inconsistent outputs Controlled operational behavior 

Difficult governance Easier operational management 

 

This starts moving enterprise AI from: Individual AI usage toward: Structured operational AI 
environments. 

 

For example, instead of every employee writing their own KPI summary prompt differently, the 
organization may eventually create: 

• One standardized Executive Reporting Skill Template 

• One standardized Contract Review Template 

• One standardized Marketing Campaign Analysis Template 

that can be reused consistently across: 

• Departments 

• AI workers 

• Operational workflows 

• Business units 

 

This is one of the strongest indicators that enterprise AI is gradually evolving beyond simple prompting 
toward: AI operational architecture and reusable AI capability engineering. 
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2. The Core Layered Structure of an AI Skill Template 
Chapter 4: Designing Claude AI Skill Templates: Building Reusable AI Operational Capabilities 

After understanding why AI skill templates are becoming important, the next step is understanding: How 
these templates may actually be structured operationally. 

One of the biggest misconceptions about AI skills is that they are simply: “Large prompts.” 

 

In reality, modern enterprise AI skills are increasingly becoming: 

• Layered operational AI structures 

• Reusable intelligent workflows 

• Standardized AI operational architectures 

Instead of behaving like a single instruction, a real AI skill may contain multiple operational layers 
working together at the same time. 

 

A simplified layered structure may look like this: 
Template Layer Purpose 

1. Basic Information Layer Defines the capability identity and purpose 

2. Instructions Layer Operational rules and guidance 

3. Workflow Layer Step-by-step execution process 

4. Prompt Structure Layer Prompt organization and interaction logic 

5. Operational Logic Layer Decision-making and prioritization behavior 

6. Connectors Layer External systems and data access 

7. Knowledge Sources Layer Organizational references and documents 

8. Inputs & Outputs Layer Operational data flow 

9. Human Oversight Layer Governance and approval requirements 

10. Limitations Layer Risks and operational constraints 
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This layered structure transforms the skill from: A simple AI interaction into: A reusable 
operational AI capability architecture. 

 

For example, an Executive Reporting Skill Template may contain: 

• Instructions defining executive communication style 

• Workflow steps for KPI analysis 

• Operational logic for risk prioritization 

• Connectors to ERP systems and reports 

• Knowledge sources for company reporting standards 

• Human oversight requirements before publishing 

 

A simplified example may look like this: 
Layer Example 

1. Instructions Layer Use executive reporting language 

2. Workflow Layer Read KPIs → Detect risks → Generate summary 

3. Operational Logic Layer Prioritize critical operational issues 

4. Connectors Layer ERP, Excel, SharePoint 

5. Knowledge Sources Layer KPI policies and reporting templates 

6. Human Oversight Layer Management review before publishing 

 

One important observation is that many of these AI operational layers are becoming very similar to: 

• Business process architecture 

• Workflow engineering 

• Enterprise operational design 

• Organizational capability frameworks 
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This is one of the strongest indicators that enterprise AI is evolving beyond: Simple conversational AI 
usage toward: Structured operational AI architecture and reusable AI capability engineering. 

 

Over time, organizations may eventually build complete: 

• AI capability libraries 

• Reusable AI operational frameworks 

• Departmental AI template repositories 

• Enterprise AI skill architecture catalogs 

to standardize how AI operates across the organization. 
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3. A Real Example of a Layered AI Skill Template 
Chapter 4: Designing Claude AI Skill Templates: Building Reusable AI Operational Capabilities 

Now that we understand the layered structure of AI skill templates, the next step is seeing: How a real 
operational AI skill template may actually look. 

For this example, we will use a very common enterprise capability: Executive KPI Reporting. 

 

This is a good example because it combines: 

• Instructions 

• Workflows 

• Operational logic 

• Connectors 

• Knowledge sources 

• Human oversight 

inside one reusable standalone AI capability. 

 

Example: Executive KPI Reporting Skill Template 

Layered Skill Structure 
No. Template Layer Example 

1 Basic Information Layer Executive KPI Reporting capability 

2 Instructions Layer Use formal executive reporting language 

3 Workflow Layer Read KPIs → Analyze risks → Generate summary 

4 Prompt Structure Layer Executive reporting prompt format 

5 Operational Logic Layer Prioritize critical KPI issues first 

6 Connectors Layer ERP, Excel, SharePoint, Email 

7 Knowledge Sources Layer KPI policies and reporting standards 

8 Inputs & Outputs Layer KPI reports in → Executive summary out 



 
 

65 
 

9 Human Oversight Layer Executive approval before publishing 

10 Limitations Layer AI may misinterpret incomplete KPI data 

 

1. Basic Information Layer 
Item Example 

Skill Name Executive KPI Reporting 

Skill Category Analysis + Reporting Skill 

Business Goal Generate executive operational summaries 

Primary Users Executives, managers, department heads 

Reusable Across Departments? Yes 

 

2. Instructions Layer 
This layer defines: How Claude should behave operationally. 

 

Instruction Type Example 

Tone Use formal executive language 

Output Style Use concise management summaries 

Focus Areas Highlight KPIs, risks, and recommendations 

Restrictions Avoid unnecessary technical details 

Summary Length Maximum one page 
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3. Workflow Layer 
This layer defines: The operational execution process. 

 

Step Action 

1 Read KPI reports 

2 Compare results against targets 

3 Detect operational risks 

4 Generate executive insights 

5 Build final management summary 

 

4. Prompt Structure Layer 
This layer organizes: The reusable prompting logic. 

 

Prompt Structure Area Example 

KPI Analysis Analyze operational performance 

Risk Detection Highlight critical operational concerns 

Recommendations Suggest operational improvements 

Executive Formatting Generate executive-style summary 

 

5. Operational Logic Layer 
This layer defines: How Claude should prioritize and think operationally. 

 

Logic Type Example 

Escalation Logic Escalate critical KPI failures 

Prioritization Logic Highlight highest risks first 
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Validation Logic Detect missing KPI information 

Approval Logic Require executive review before publishing 

 

6. Connectors Layer 
This layer defines: Which systems Claude can access. 

 

Connector Purpose 

ERP System Read operational KPI data 

Excel Files Analyze spreadsheets 

SharePoint Access company reports 

Email Deliver executive summaries 

 

 

7. Knowledge Sources Layer 
This layer provides: Organizational operational knowledge. 

 

Knowledge Source Example 

KPI Policies Company KPI definitions 

Reporting Templates Executive reporting formats 

Historical Reports Previous executive summaries 

Department Standards Operational reporting rules 
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8. Inputs & Outputs Layer 

 

Area Example 

Inputs KPI reports, Excel sheets, dashboards 

Outputs Executive summary, KPI briefing, risk report 

 

9. Human Oversight Layer 

One important reality is that enterprise AI still requires: Human oversight. 

 

Oversight Area Example 

Final Approval Executive review before publishing 

Risk Validation Human verification of critical risks 

Data Accuracy Finance validation of KPI data 

 

10. Limitations Layer 
Although the skill is powerful, some limitations still exist. 

Limitation Example 

Data Quality Dependency Incorrect KPI data may generate misleading insights 

Context Limitations AI may miss organizational context 

Hallucination Risks AI may generate inaccurate assumptions 

Human Dependency Final executive validation still required 

 

What This Example Really Demonstrates 
This example shows that enterprise AI skills are increasingly becoming: 

• Layered AI operational architectures 

• Reusable intelligent business capabilities 
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• Standardized operational AI frameworks 

 

Enterprise AI Capability Libraries. 
rather than simply: “One long prompt.” Over time, organizations may eventually create hundreds of 
reusable layered AI skill templates across: Finance, HR, Legal, Marketing , Operations and Executive 
management forming what may eventually become: Enterprise AI Capability Libraries. 
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4. Reusability and AI Skill Libraries 
Chapter 4: Designing Claude AI Skill Templates: Building Reusable AI Operational Capabilities 

One of the biggest advantages of layered AI skill templates is: Reusability. 

 

Instead of repeatedly building the same operational AI capability from scratch, organizations may begin 
creating: 

• Reusable AI skill templates 

• Shared operational AI modules 

• Departmental AI capability repositories 

• Enterprise AI skill libraries 

 

This starts transforming AI from: Individual prompt usage toward: Standardized enterprise AI 
operational architecture. 

 

A simplified example may look like this: 
AI Skill Template Reused By 

Executive Reporting Skill Finance, HR, Operations, CEO Office 

KPI Analysis Skill Finance, Operations, Executive Teams 

Meeting Summary Skill HR, Legal, Executive Teams 

Workflow Automation Skill Operations, HR, Finance 

 

This creates several important operational benefits. 

Benefit Description 

Standardization Consistent AI operational behavior 

Scalability Easier expansion across departments 

Reusability One capability reused multiple times 
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Governance Easier operational control 

Faster Deployment Reduced AI setup time 

Operational Consistency Unified reporting and workflows 

 

For example, instead of: 

• Every manager creating their own KPI prompt 

• Every department designing reporting differently 

• Every employee manually rebuilding workflows 

 

The organization may simply reuse: One standardized Executive KPI Reporting Skill Template. 

This is very similar to how organizations already reuse: 

• Business process templates 

• ERP workflows 

• CRM procedures 

• Operational standards 

• Corporate governance frameworks 

Over time, organizations may eventually build complete: 

• AI capability libraries 

• Departmental AI repositories 

• Operational AI template marketplaces 

• Enterprise AI operational catalogs 

 

A simplified future structure may look like this: 
Repository Type Purpose 

Finance AI Library Financial operational capabilities 

HR AI Library Workforce and HR procedures 
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Executive AI Library Strategic reporting and KPI skills 

Legal AI Library Contract and compliance operations 

Marketing AI Library Campaign and content capabilities 

 

This is one of the strongest indicators that enterprise AI is gradually evolving toward: Reusable AI 
operational ecosystems rather than isolated chatbot interactions. 

 

In the future, organizations may not only manage: 

• Applications 

• Workflows 

• Processes 

• Employees 

but also: AI capability libraries and operational AI workforce architectures. 
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Chapter 5: From Template to Reality: Building Your First Claude AI 
Skill Step by Step 
"A practical hands-on guide to filling the skill template and building it live inside Claude AI" 

Introduction 
Chapter 5: From Template to Reality: Building Your First Claude AI Skill Step by Step 

In the previous chapters, we explored the world of Claude AI Skills from multiple angles. We started by 
understanding what skills are, how they differ from simple prompts, and why they are becoming one of 
the most important building blocks of modern enterprise AI environments. 

We then explored how organizations can build virtual AI teams using plugins, skills, connectors, and 
knowledge sources — gradually moving from individual AI usage toward structured operational AI 
workforce architectures. 

In Chapter #3, we went deeper into the two dimensions of standalone skills — understanding the 
difference between what we give to Claude as operational capabilities and what we assign to virtual AI 
roles as responsibilities. 

And in Chapter #4, we introduced the concept of the Claude AI Skill Template — a structured 10-layer 
framework that transforms AI skills from simple prompts into reusable, standardized operational AI 
capabilities. 

But until now, everything has remained at the design and conceptual level. 

In this chapter, everything changes. We will take everything we have learned and turn it into something 
real — a fully working Claude AI Skill, built live, step by step, directly inside Claude AI. 

We will not just talk about the template. We will fill it completely, layer by layer, before touching Claude AI 
at all. And then, once our template is ready, we will use it as our blueprint to build the actual skill inside 
the platform. 

By the end of this chapter, you will have two concrete deliverables: 

• A fully completed Skill Template you can reuse for any future skill 

• A working Claude AI Skill ready to use inside your own environment 

The skill we will build together is: The Meeting Summary Skill. 

It is simple enough to build in a single session, yet rich enough to demonstrate every layer of the template 
in a real and meaningful way — making it the perfect first practical exercise for anyone beginning their 
journey into Claude AI Skill building. 
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Let's begin. 
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1. Why the Meeting Summary Skill? Choosing the Right First Skill 
Chapter 5: From Template to Reality: Building Your First Claude AI Skill Step by Step 

Before we start filling the template or building anything inside Claude AI, we need to make one important 
decision: Which skill should we build first? 

This is actually more important than it sounds. Choosing the wrong first skill — something too complex, 
too technical, or too specific to one department — can make the learning experience unnecessarily 
difficult and discouraging. 

A good first skill should meet a few simple criteria: 

Criteria Why It Matters 

Universal Useful across all departments and roles 

Simple enough Can be built and tested in one session 

Rich enough Demonstrates all 10 template layers meaningfully 

Low risk No sensitive data or complex system connections required 

Immediately useful The reader can use it the moment it is built 

 

The Meeting Summary Skill meets every single one of these criteria perfectly. Think about it — meetings 
happen everywhere. In finance, marketing, legal, HR, operations, and executive offices. Every department 
holds meetings. Every meeting produces discussions, decisions, and action items. And in most 
organizations today, summarizing those meetings still relies entirely on: A human manually writing notes 
afterward. 

This is exactly the kind of repetitive, time-consuming, standardizable task that a well-designed Claude AI 
Skill can handle beautifully. 

 

What makes it especially powerful as a first skill is that it naturally touches every 
layer of our template: 

Template Layer How the Meeting Summary Skill Uses It 

Instructions Tone, format, and summary style 

Workflow Read transcript → Extract key points → Generate summary 
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Prompt Structure Consistent summarization prompts 

Operational Logic Prioritize action items and decisions 

Knowledge Sources Company meeting templates and standards 

Inputs & Outputs Meeting transcript in → Structured summary out 

Human Oversight Manager review before distribution 

Limitations AI may miss context or misinterpret discussions 

 

By the time we finish building this skill together, you will not only have a working Meeting Summary Skill — 
you will have a complete understanding of how to apply the same process to any skill you want to build in 
the future. 

Now, let's begin with the most important step: filling the template. 
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2. Filling the Skill Template First 
Chapter 5: From Template to Reality: Building Your First Claude AI Skill Step by Step 

One of the most important habits to build when designing Claude AI Skills is this: Never start 
building inside Claude AI before you have a clear design on paper. This is exactly what the Skill 
Template is for. 

 

Think of it like an architect's blueprint. A construction team never starts building a house without a 
complete architectural drawing. In the same way, we will never start building a skill without a fully 
completed template. 

So before we open Claude AI, before we write a single instruction, before we touch anything inside the 
platform — we fill the template completely, layer by layer. 

Let's go through all 10 layers together for our Meeting Summary Skill. 

 

Layer 1: Basic Information Layer 
This is where we define the identity of our skill — what it is, who uses it, and what it is trying to 
achieve. 

 

Item Our Meeting Summary Skill 

Skill Name Meeting Summary Skill 

Skill Category Workflow + Writing Skill 

Business Goal Automatically generate structured meeting summaries from 
transcripts or notes 

Primary Users Managers, team leads, executive assistants, department heads 

Reusable Across 
Departments? 

Yes — Finance, HR, Legal, Marketing, Operations, Executive 

 

Layer 2: Instructions Layer 
This is where we define how Claude should behave when running this skill. We are not writing the 
prompt yet — we are defining the rules and standards the skill must follow. 
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Instruction Type Our Meeting Summary Skill 

Tone Professional and concise 

Output Style Structured summary with clear sections 

Focus Areas Key decisions, action items, owners, deadlines 

Restrictions Do not add assumptions not present in the meeting content 

Summary Length Maximum one page 

 

Layer 3: Workflow Layer 
This is where we define the step-by-step operational process the skill will follow every time it runs. 

 

Step Action 

1 Receive meeting transcript or notes as input 

2 Identify meeting title, date, and attendees 

3 Extract key discussion points 

4 Identify decisions made during the meeting 

5 Extract action items with owners and deadlines 

6 Generate structured summary using company format 

7 Flag any unclear or missing information for human review 

 

Layer 4: Prompt Structure Layer 
This is where we organize the prompting logic the skill will use internally to guide Claude's 
responses. 

 

Prompt Area Our Meeting Summary Skill 

Context Setting Identify the meeting type and participants 
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Key Points Extraction Summarize the main discussion topics 

Decision Capture List all decisions made and by whom 

Action Item Extraction List all tasks, owners, and deadlines 

Output Formatting Generate the final summary in structured format 

 

Layer 5: Operational Logic Layer 
This is where we define how Claude should think and prioritize during execution. 

 

Logic Type Our Meeting Summary Skill 

Prioritization Logic Action items and decisions appear before general discussion points 

Escalation Logic Flag unresolved issues or missing owners for human attention 

Validation Logic Check for missing dates, owners, or unclear action items 

Approval Logic Summary should be reviewed by meeting organizer before distribution 

 

Layer 6: Connectors Layer 
This is where we define which external systems the skill may need to access. For our first skill, we 
will keep this simple. 

 

Connector Purpose Required Now? 

Email System Deliver summary to attendees Optional 

Google Drive / SharePoint Save summary to shared folder Optional 

Calendar System Link summary to meeting event Optional 

 

For this first practical exercise, we will not connect any external systems. The skill will work with direct 
text input. Connectors can be added later as the skill matures. 
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Layer 7: Knowledge Sources Layer 
This is where we define what organizational knowledge the skill should reference. 

 

Knowledge Source Example Required Now? 

Meeting Summary Template Company standard format for summaries Recommended 

Communication Guidelines Tone and language standards Optional 

Department-Specific Formats Finance or Legal specific summary styles Optional 

For our first build, we will provide a simple summary format directly inside the skill instructions. A full 
company template can be added later. 

 

Layer 8: Inputs and Outputs Layer 
This is where we define exactly what goes into the skill and what comes out. 

 

Area Our Meeting Summary Skill 

Inputs Meeting transcript, notes, or recorded discussion text 

Outputs Structured meeting summary with decisions and action items 

Output 
Format 

Sections: Meeting Overview / Key Discussion Points / Decisions Made / Action Items / 
Items Flagged for Review 

 

Layer 9: Human Oversight Layer 
This is where we define where human review is required before the output is used or distributed. 

 

Oversight Area Our Meeting Summary Skill 

Final Review Meeting organizer reviews summary before sharing 

Action Item Validation Owners confirm their assigned tasks 

Flagged Items Human reviews any unclear or missing information flagged by the skill 
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Layer 10: Limitations Layer 
This is where we are honest about what the skill cannot do perfectly — and what risks exist. 

 

Limitation Description 

Context Dependency AI may miss organizational context not present in the transcript 

Accuracy Risks AI may misattribute statements to wrong attendees 

Incomplete Input Poor quality notes will produce poor quality summaries 

Language Nuance Sarcasm, humor, or informal language may be misinterpreted 

Hallucination Risk AI may occasionally generate assumptions not present in the original input 

 

Our Template Is Complete 
Before writing a single word inside Claude AI, we now have a fully designed skill. Every layer is filled. Every 
decision is documented. Every risk is acknowledged. 

This is our blueprint. This is what separates a professionally designed AI skill from a randomly written 
prompt. 

Layer Status 

Basic Information ✓ Complete 

Instructions ✓ Complete 

Workflow ✓ Complete 

Prompt Structure ✓ Complete 

Operational Logic ✓ Complete 

Connectors ✓ Complete 

Knowledge Sources ✓ Complete 

Inputs & Outputs ✓ Complete 

Human Oversight ✓ Complete 

Limitations ✓ Complete 
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Now we are ready to build. 
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3. Now We Build — Layer by Layer Inside Claude AI 
Chapter 5: From Template to Reality: Building Your First Claude AI Skill Step by Step 

Our template is complete. Our blueprint is ready. Now we open Claude AI and start building. 

This section will walk you through every step of the process — from opening the platform to entering each 
layer of our template into the actual skill. We will go layer by layer, exactly as we designed it, so that every 
decision we made in the template has a direct corresponding action inside Claude AI. 

Let's begin. 

 

Step 1: Opening Claude AI and Creating a New Project 
The first thing we need to do is open Claude AI and create a new Project. 

 

In Claude AI, Projects are the main containers where you can build and organize your skills, instructions, 
knowledge sources, and conversations in one dedicated space. 

Think of the Project as the home of your skill. 

 

To create a new Project: 

Action What To Do 

Open Claude AI Go to claude.ai and sign in 

Find Projects Look for the "Projects" section in the left sidebar 

Create New Project Click "New Project" 

Name Your Project Enter: Meeting Summary Skill 

Confirm Save and open the new project 

 

Once your project is created, you will see a clean workspace with two main areas that matter most to us 
right now: 

• Project Instructions — where we will enter our skill design 

• Knowledge — where we can add documents and references later 
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Step 2: Building Layer 1 — Basic Information and Purpose 
The first thing we establish inside our project is its identity and purpose. This comes directly from Layer 1 
of our template. 

We do this by writing the opening section of our Project Instructions — a short block that tells 
Claude exactly what this skill is, who it serves, and what it is designed to achieve. 

 

Here is what we write at the very top of our Project Instructions: 

 

You are a professional Meeting Summary Assistant. 

Your purpose is to help managers, team leads, executive assistants, and department heads generate 
clear, structured, and accurate meeting summaries from transcripts or notes. 

This skill is designed to be used across all departments including Finance, HR, Legal, Marketing, 
Operations, and Executive teams. 

Your goal is always to produce a concise, well-organized summary that captures the key decisions, action 
items, and discussion points from any meeting — in a maximum of one page. 

This is Layer 1 translated into plain language that Claude can understand and operate from. 

 

Step 3: Building Layer 2 — Writing the Instructions 
Now we add the behavioral rules from Layer 2 of our template directly into our Project Instructions, 
continuing below the opening block we just wrote. 

Here is what we add: 

 

Always follow these operational rules: 

— Use a professional and concise tone at all times. 

— Structure every summary with clear sections: Meeting Overview, Key Discussion Points, Decisions 
Made, Action Items, and Items Flagged for Review. 

— Focus on decisions made, action items assigned, owners, and deadlines. 

— Never add assumptions, interpretations, or information that was not present in the original meeting 
content. 
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— Keep the final summary to a maximum of one page. 

— If any information is unclear, incomplete, or missing, flag it clearly in the "Items Flagged for Review" 
section instead of guessing. 

 

Step 4: Building Layer 3 — Defining the Workflow 
Now we translate our workflow steps from Layer 3 directly into the instructions — telling Claude exactly 
what process to follow every time the skill runs. 

Here is what we add next: 

 

Every time you receive a meeting transcript or notes, follow this exact workflow: 

Step 1 — Read the full input carefully before generating any output. 

Step 2 — Identify and note the meeting title, date, and list of attendees. 

Step 3 — Extract the main discussion points from the meeting content. 

Step 4 — Identify all decisions that were made during the meeting and who made them. 

Step 5 — Extract all action items, including the responsible owner and deadline for each item. 

Step 6 — Identify any unresolved issues, missing information, or unclear points and prepare them for the 
flagged section. 

Step 7 — Generate the final structured summary using the output format defined in your instructions. 

 

Step 5: Building Layer 4 — Structuring the Prompt Logic 
Now we add the prompt structure from Layer 4 — defining exactly how the output should be organized 
every single time. 

Here is what we add: 

 

Always structure your output in the following format: 

--- 

Meeting Overview Meeting Title: Date: Attendees: Meeting Purpose: 

Key Discussion Points — Point 1 — Point 2 — Point 3 
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Decisions Made — Decision 1 (Decision Owner) — Decision 2 (Decision Owner) 

Action Items — Action Item | Owner | Deadline — Action Item | Owner | Deadline 

Items Flagged for Review — Flag 1: Description of unclear or missing information 

--- 

 

 

Step 6: Building Layer 5 — Adding Operational Logic 
Now we add the thinking rules from Layer 5 — telling Claude how to prioritize and handle edge cases 
during execution. 

Here is what we add: 

 

Follow these operational thinking rules during every execution: 

— Always place Action Items and Decisions Made before general discussion points in terms of 
importance. 

— If a critical unresolved issue is detected, always flag it clearly — never leave it buried inside discussion 
points. 

— If an action item has no owner or no deadline, flag it in the "Items Flagged for Review" section. 

— If the input is too short, too vague, or does not appear to be a real meeting transcript, ask the user to 
provide better input before proceeding. 

— Never distribute or finalize the summary without human review — always remind the user to review 
before sharing. 

 

Step 7: Building Layer 7 — Adding Knowledge Sources 
Now we move to Layer 7 and add any reference documents or organizational knowledge our skill should 
use. 

For our first build, we will add a simple reference directly inside the instructions rather than uploading a 
full document. This keeps things practical for a first exercise. 

Here is what we add: 
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When generating summaries, always follow this professional standard: 

— Summaries must be factual, objective, and free of personal opinions. — Language must remain formal 
and appropriate for internal business distribution. — Action items must always be written in active voice: 
"John will prepare the report by Friday" — not "The report will be prepared." — Decisions must always 
reference who made them where possible. 

 

Note to reader: In a more advanced version of this skill, you can upload your actual company 
meeting summary template directly into the Project Knowledge section. Claude will then 
reference it automatically every time the skill runs. 

 

Step 8: Building Layer 8 — Defining Inputs and Outputs 
Now we make the input and output expectations crystal clear from Layer 8 — so the skill behaves 
consistently no matter who uses it. 

Here is what we add: 

 

Input: The user will provide a meeting transcript, a set of meeting notes, or a written summary of a 
meeting discussion. The input may vary in length and format. 

Output: You will always generate a structured meeting summary following the exact format defined in 
your instructions. The output should never exceed one page in length. 

If the input provided is insufficient to generate a meaningful summary, ask the user to provide additional 
information before proceeding. 

 

Step 9: Building Layer 9 — Human Oversight Reminder 
Finally, we add the human oversight reminder from Layer 9 — making sure the skill always encourages 
responsible use. 

Here is what we add as the closing block of our Project Instructions: 

 

Important operational reminder: 

Every summary generated by this skill must be reviewed by the meeting organizer or a responsible team 
member before it is shared, distributed, or acted upon. 
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Action item owners should confirm their assigned tasks directly. 

Any items flagged for review must be resolved by a human before the summary is considered final. 

This skill is a professional assistant — final accountability always remains with the human team. 

 

Our Skill Is Now Built 
Every layer of our template has been translated into a live, working skill inside Claude AI. 

Here is a final summary of what we built: 

Template Layer Built Inside Claude AI 

Basic Information ✓ Skill identity and purpose defined 

Instructions ✓ Behavioral rules entered 

Workflow ✓ Step-by-step process defined 

Prompt Structure ✓ Output format structured 

Operational Logic ✓ Thinking rules added 

Connectors ✓ Noted for future expansion 

Knowledge Sources ✓ Professional standards added 

Inputs & Outputs ✓ Clear expectations defined 

Human Oversight ✓ Review reminder added 

Limitations ✓ Documented in template for user awareness 

The skill is ready. The blueprint has become reality. Now there is only one thing left to do — test it. 

 

Quick Check — Are You on the Right Track? 
Before moving to the next section, make sure the following is true: 

Check Confirmed? 

I created a new Project inside Claude AI ✓ 

I named the project: Meeting Summary Skill ✓ 

I opened the Project Instructions field ✓ 
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I entered all the content from Steps 2 through 9 into that single field ✓ 

I did not create separate files or conversations — everything is in Project 
Instructions 

✓ 

If all five checks are confirmed — you are in exactly the right place. Your skill is designed, your blueprint is 
filled, and your Project Instructions are ready. 

Now we test it. 
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4. Testing the Skill 
Chapter 5: From Template to Reality: Building Your First Claude AI Skill Step by Step 

Our skill is built. Our instructions are in place. Now comes the moment of truth. 

Testing is not just a formality — it is one of the most important parts of the skill building process. A well-
designed template means nothing if the skill does not perform well in real execution. Testing is where we 
find out if our design actually works, where the gaps are, and what needs to be improved. 

We will run our first test right now — live, inside our Claude AI project. 

 

How to Run the First Test 
Testing the skill is simple. Since everything is already inside our Project Instructions, all we need to do is: 

Action What To Do 

Open your Project Go to your Meeting Summary Skill project in Claude AI 

Start a new conversation Click to start a new chat inside the project 

Provide test input Paste a sample meeting transcript or notes into the chat 

Send and observe Watch how Claude responds using the skill instructions 

 

 

Our Test Input 
For our first test, we will use the following sample meeting transcript. This is a realistic but simple 
example that any reader can copy and use directly: 

 

Meeting: Q3 Marketing Review Date: May 15, 2026 Attendees: Sarah (Marketing Manager), James 
(Content Lead), Priya (Analytics), Tom (CEO) 

Discussion: Sarah opened the meeting by reviewing Q3 campaign performance. Overall results were 
below target by 12%. Priya presented the analytics report showing that email campaigns underperformed 
while social media campaigns exceeded expectations. 

Tom asked the team to investigate the reasons behind the email campaign underperformance and 
present findings next week. James suggested redesigning the email templates and volunteered to prepare 
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three new concepts by May 22. Sarah agreed and added that all new templates must be reviewed by Tom 
before launching. 

Priya will update the analytics dashboard to separate email and social media performance tracking by 
May 20. No deadline was set for the full investigation report. 

The team agreed to move the next review meeting to May 28. 

 

What Good Output Looks Like 
After sending the test input, Claude should respond with a structured summary that follows our exact 
output format. Here is what a good response looks like: 

 

Meeting Overview Meeting Title: Q3 Marketing Review Date: May 15, 2026 Attendees: Sarah (Marketing 
Manager), James (Content Lead), Priya (Analytics), Tom (CEO) Meeting Purpose: Review Q3 marketing 
campaign performance and define next steps 

Key Discussion Points — Q3 campaign results came in 12% below target overall — Email campaigns 
underperformed while social media campaigns exceeded expectations — Analytics dashboard currently 
does not separate email and social media performance tracking — Email template redesign was 
proposed as a corrective action 

Decisions Made — New email templates must be reviewed by Tom before any launch (Sarah) — Next 
review meeting rescheduled to May 28 (Team) 

Action Items — Investigate email campaign underperformance | Tom (requested) | Next week — exact 
deadline not specified — Prepare three new email template concepts | James | May 22 — Update 
analytics dashboard to separate email and social media tracking | Priya | May 20 

Items Flagged for Review — Flag 1: No specific deadline was set for the email underperformance 
investigation report — owner and deadline need to be confirmed — Flag 2: "Next week" for Tom's 
investigation request should be clarified with an exact date 

 

This is exactly what we designed. The skill: 

• Followed the workflow step by step 

• Used the correct output format 

• Prioritized action items and decisions 

• Flagged the missing deadline — just as our operational logic instructed 
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• Stayed within one page 

• Added no assumptions beyond what was in the original transcript 

 

What to Look For When Evaluating Your Output 
Not every first test will be perfect. Here is a simple checklist to evaluate your output quality: 

Evaluation Criteria What to Check 

Format Compliance Did Claude follow the exact output structure we defined? 

Accuracy Are the decisions and action items correctly extracted? 

Flagging Behavior Did Claude flag missing or unclear information correctly? 

Tone Is the language professional and concise? 

Length Does the summary stay within one page? 

No Assumptions Did Claude avoid adding information not present in the input? 

 

If all six criteria are met — your skill is performing exactly as designed. If some criteria are not met — do 
not worry. That is completely normal for a first test. It simply means we need to iterate. 

 

What Bad Output Looks Like 
It is equally important to recognize when something has gone wrong. Here are the most common 
problems you may see in a first test and what they usually indicate: 

Problem Observed What It Usually Means 

Output format is not followed Instructions layer needs to be more explicit 

Action items are missing or incomplete Workflow steps need stronger extraction guidance 

Claude added information not in the transcript Restrictions in instructions layer need reinforcing 

Nothing is flagged despite missing information Operational logic layer needs clearer flagging rules 

Summary is too long Length restriction needs to be repeated more firmly 

Tone feels informal or inconsistent Tone instructions need to be more specific 
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Our First Test Result 
Based on our design, our Meeting Summary Skill should perform well on the first test. The instructions 
are clear, the workflow is structured, the output format is explicit, and the operational logic is specific 
enough to handle edge cases like missing deadlines. 

However — one test is never enough. 

In the next section, we will take our output, evaluate it critically, make one deliberate improvement, and 
run the skill again. This is the iteration cycle that separates good skills from great ones. 

 

Quick Check — Are You on the Right Track? 
Before moving to the next section, make sure the following is true: 

Check Confirmed? 

I opened a new conversation inside my Meeting Summary Skill project ✓ 

I pasted the test transcript into the conversation ✓ 

Claude responded using the correct output format ✓ 

I evaluated the output against the six criteria checklist ✓ 

I identified at least one area that could be improved ✓ 

If all five checks are confirmed — you are ready for the next step. 

Now we iterate. 

 

Ready for Section 5: Iterating and Improving the Skill? This is where we close the loop — take what we 
learned from testing and make the skill genuinely better. 
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5. Iterating and Improving the Skill 
Chapter 5: From Template to Reality: Building Your First Claude AI Skill Step by Step 

Testing showed us how our skill performs in reality. Now we do something that separates 
professional skill builders from casual prompt writers: We iterate. 

 

Iteration is not a sign that something went wrong. It is a sign that you are building seriously. Every great 
Claude AI Skill goes through multiple cycles of testing, observation, and improvement before it reaches 
its final form. 

In this section, we will walk through one complete iteration cycle — from identifying a problem, to fixing it 
in the template, to updating the skill inside Claude AI, to testing again. 

This is the loop that makes skills genuinely better over time. 

 

The Iteration Cycle 
Every iteration follows the same four steps: 

Step Action 

1. Observe Identify what the output got wrong or could do better 

2. Diagnose Trace the problem back to its layer in the template 

3. Fix Update the template and the Project Instructions accordingly 

4. Retest Run the skill again and compare the new output to the old one 

 

This cycle can be repeated as many times as needed until the skill performs consistently and reliably. 

 

Our Iteration Example 
Let's say our first test produced the following problem: 

Observed Problem: The action item for Tom's investigation was written as: "Investigate email campaign 
underperformance | Tom (requested) | Next week — exact deadline not specified" 

While Claude correctly flagged the missing deadline, the action item itself still used vague language — 
"next week" — instead of pushing harder for clarity. 
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This is a real and common problem in meeting summaries. Vague deadlines are one of the biggest 
reasons action items get missed in organizations. 

Our skill currently flags the problem — but it does not actively push back on it. We can make it smarter. 

Step 1: Observe 
Our output correctly identified that no specific deadline was set for the investigation. It flagged it. That 
part worked well. But the action item itself still carried the vague language forward into the summary — 
which means a reader might still act on it without noticing the flag. 

 

Step 2: Diagnose 
We trace this back to our template: 

Layer Issue Found 

Layer 5: Operational 
Logic 

The flagging rule exists but does not instruct Claude to replace vague 
deadlines with a clear placeholder 

Layer 3: Workflow Step 5 extracts action items but does not include a validation check for 
deadline quality 

 

Two layers need a small but important update. 

 

Step 3: Fix 
We go back to our Project Instructions and make two targeted improvements. 

 

Fix 1 — Update Layer 3 (Workflow Step 5): 

Find this line in your Project Instructions: 

"Step 5 — Extract all action items, including the responsible owner and deadline for each item." 

Replace it with: 

Step 5 — Extract all action items, including the responsible owner and deadline for each item. If a 
deadline is vague (for example "next week" or "soon"), replace it with "TBD — needs confirmation" in the 
action item and flag it in the Items Flagged for Review section. 
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Fix 2 — Update Layer 5 (Operational Logic): 

Find this line in your Project Instructions: 

"If an action item has no owner or no deadline, flag it in the Items Flagged for Review section." 

Replace it with: 

If an action item has no owner, no deadline, or a vague deadline, replace the deadline field with "TBD — 
needs confirmation" and flag it clearly in the Items Flagged for Review section with a specific note 
explaining what needs to be clarified. 

 

Step 4: Retest 
Now we run the same test transcript through the skill again and observe the difference. After our update, 
the action item for Tom should now look like this: 

 

Action Items — Investigate email campaign underperformance | Tom | TBD — needs confirmation — 
Prepare three new email template concepts | James | May 22 — Update analytics dashboard to separate 
email and social media tracking | Priya | May 20 

Items Flagged for Review — Flag 1: No specific deadline was set for Tom's email underperformance 
investigation — deadline must be confirmed and assigned before next meeting — Flag 2: Next review 
meeting confirmed for May 28 — please ensure calendar invites are sent to all attendees 

 

The difference is clear: 

Before Iteration After Iteration 

Vague deadline carried forward into action 
item 

Deadline replaced with "TBD — needs confirmation" 

Flag existed but action item was still 
unclear 

Both the action item and the flag are now aligned and 
clear 

Reader might miss the problem Reader cannot miss it — it is visible in two places 

 

This is a small change in the instructions — but a significant improvement in the quality and reliability of 
the skill output. 
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The Iteration Mindset 
One iteration cycle is rarely enough for a production-ready skill. In real enterprise environments, skills 
typically go through: 

Iteration Stage Focus Area 

First iteration Fix obvious format or structure problems 

Second iteration Improve accuracy and completeness of extraction 

Third iteration Refine edge case handling and flagging behavior 

Ongoing iterations Adapt to new meeting types, departments, or formats 

 

The goal is not perfection on the first build. The goal is a continuous improvement process that 
makes the skill more reliable, more useful, and more trusted over time. 

 

A skill that has been through five iterations will always outperform a skill that was written once and never 
revisited. 

 

Updating Your Template 
One final but very important habit: Every time you update your Project Instructions, update 
your template too. 

 

Your template is not just a design document — it is the living record of your skill. If your instructions 
evolve but your template stays the same, they will gradually fall out of sync and you will lose track of why 
certain decisions were made. 

After our iteration today, our template should be updated to reflect the improved workflow step and 
operational logic rule we just applied. 

Layer Updated What Changed 

Layer 3: Workflow Step 5 now includes vague deadline handling 

Layer 5: Operational Logic Flagging rule now covers vague deadlines explicitly 
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Quick Check — Are You on the Right Track? 
Before moving to the next section, make sure the following is true: 

Check Confirmed? 

I identified at least one problem from my first test ✓ 

I traced the problem back to its layer in the template ✓ 

I updated the Project Instructions inside Claude AI ✓ 

I ran the test again and observed the improvement ✓ 

I updated my template document to match the new instructions ✓ 

If all five checks are confirmed — you have completed your first full iteration cycle. 

Your skill is now better than it was an hour ago. That is exactly how professional skill building works. 
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6. The Completed Template and Skill Side by Side 
Chapter 5: From Template to Reality: Building Your First Claude AI Skill Step by Step 

We have designed, built, tested, and improved our first Claude AI Skill. 

Before we close this chapter, we want to give you something you can keep, reuse, and share — a 
complete side-by-side view of everything we created together. The template on one side. The actual skill 
instructions on the other. 

This is your reference model. Every future skill you build can follow exactly this same pattern. 

 

The Complete Skill Template — Meeting Summary Skill 
Layer Item Our Meeting Summary Skill 

1. Basic 
Information 

Skill Name Meeting Summary Skill 

 
Skill Category Workflow + Writing Skill 

 
Business Goal Generate structured meeting summaries from 

transcripts or notes 
 

Primary Users Managers, team leads, executive assistants, 
department heads 

 
Reusable Across 
Departments? 

Yes 

2. Instructions Tone Professional and concise 
 

Output Style Structured summary with clear sections 
 

Focus Areas Decisions, action items, owners, deadlines 
 

Restrictions No assumptions beyond original content 
 

Summary Length Maximum one page 

3. Workflow Step 1 Receive meeting transcript or notes as input 
 

Step 2 Identify meeting title, date, and attendees 
 

Step 3 Extract key discussion points 
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Step 4 Identify decisions made and by whom 

 
Step 5 Extract action items — replace vague deadlines with 

"TBD — needs confirmation" 
 

Step 6 Flag unclear or missing information 
 

Step 7 Generate structured summary using defined output 
format 

4. Prompt 
Structure 

Context Setting Identify meeting type and participants 

 
Key Points Extraction Summarize main discussion topics 

 
Decision Capture List all decisions and decision owners 

 
Action Item Extraction List all tasks, owners, and deadlines 

 
Output Formatting Generate final summary in structured format 

5. Operational 
Logic 

Prioritization Action items and decisions appear first 

 
Escalation Flag unresolved issues for human attention 

 
Validation Check for missing owners, vague or missing deadlines 

 
Approval Summary must be reviewed before distribution 

6. Connectors Current Status None connected — text input only for now 
 

Future Options Email, Google Drive, SharePoint, Calendar 

7. Knowledge 
Sources 

Current Status Professional standards embedded in instructions 

 
Future Options Company meeting template, communication 

guidelines 

8. Inputs & 
Outputs 

Input Meeting transcript, notes, or written discussion 
content 

 
Output Structured summary: Overview, Discussion, 

Decisions, Actions, Flags 
 

Output Format Five fixed sections, maximum one page 



 
 

102 
 

9. Human 
Oversight 

Final Review Meeting organizer reviews before sharing 

 
Action Validation Owners confirm assigned tasks 

 
Flagged Items Human resolves all flagged items before summary is 

final 

10. Limitations Context Dependency AI may miss organizational context not in transcript 
 

Accuracy Risks AI may misattribute statements to wrong attendees 
 

Incomplete Input Poor quality notes produce poor quality summaries 
 

Language Nuance Informal language may be misinterpreted 
 

Hallucination Risk AI may occasionally generate assumptions not in 
original input 

 

The Complete Project Instructions — Meeting Summary Skill 
This is the exact content that lives inside your Claude AI Project Instructions field: 

 

You are a professional Meeting Summary Assistant. 

Your purpose is to help managers, team leads, executive assistants, and department heads generate 
clear, structured, and accurate meeting summaries from transcripts or notes. 

This skill is designed to be used across all departments including Finance, HR, Legal, Marketing, 
Operations, and Executive teams. 

Your goal is always to produce a concise, well-organized summary that captures the key decisions, action 
items, and discussion points from any meeting — in a maximum of one page. 

--- 

Always follow these operational rules: 

— Use a professional and concise tone at all times. 

— Structure every summary with clear sections: Meeting Overview, Key Discussion Points, Decisions 
Made, Action Items, and Items Flagged for Review. 

— Focus on decisions made, action items assigned, owners, and deadlines. 
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— Never add assumptions, interpretations, or information that was not present in the original meeting 
content. 

— Keep the final summary to a maximum of one page. 

— If any information is unclear, incomplete, or missing, flag it clearly in the "Items Flagged for Review" 
section instead of guessing. 

--- 

Every time you receive a meeting transcript or notes, follow this exact workflow: 

Step 1 — Read the full input carefully before generating any output. 

Step 2 — Identify and note the meeting title, date, and list of attendees. 

Step 3 — Extract the main discussion points from the meeting content. 

Step 4 — Identify all decisions that were made during the meeting and who made them. 

Step 5 — Extract all action items, including the responsible owner and deadline for each item. If a 
deadline is vague (for example "next week" or "soon"), replace it with "TBD — needs confirmation" in the 
action item and flag it in the Items Flagged for Review section. 

Step 6 — Identify any unresolved issues, missing information, or unclear points and prepare them for the 
flagged section. 

Step 7 — Generate the final structured summary using the output format defined in your instructions. 

--- 

Always structure your output in the following format: 

--- 

Meeting Overview Meeting Title: Date: Attendees: Meeting Purpose: 

Key Discussion Points — Point 1 — Point 2 — Point 3 

Decisions Made — Decision 1 (Decision Owner) — Decision 2 (Decision Owner) 

Action Items — Action Item | Owner | Deadline — Action Item | Owner | Deadline 

Items Flagged for Review — Flag 1: Description of unclear or missing information 

--- 

Follow these operational thinking rules during every execution: 
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— Always place Action Items and Decisions Made before general discussion points in terms of 
importance. 

— If a critical unresolved issue is detected, always flag it clearly — never leave it buried inside discussion 
points. 

— If an action item has no owner, no deadline, or a vague deadline, replace the deadline field with "TBD — 
needs confirmation" and flag it clearly in the Items Flagged for Review section with a specific note 
explaining what needs to be clarified. 

— If the input is too short, too vague, or does not appear to be a real meeting transcript, ask the user to 
provide better input before proceeding. 

— Never distribute or finalize the summary without human review — always remind the user to review 
before sharing. 

--- 

When generating summaries, always follow these professional standards: 

— Summaries must be factual, objective, and free of personal opinions. 

— Language must remain formal and appropriate for internal business distribution. 

— Action items must always be written in active voice: "John will prepare the report by Friday" — not "The 
report will be prepared." 

— Decisions must always reference who made them where possible. 

--- 

Input: The user will provide a meeting transcript, a set of meeting notes, or a written summary of a 
meeting discussion. The input may vary in length and format. 

Output: You will always generate a structured meeting summary following the exact output format defined 
in your instructions. The output should never exceed one page in length. 

If the input provided is insufficient to generate a meaningful summary, ask the user to provide additional 
information before proceeding. 

--- 

Important operational reminder: 

Every summary generated by this skill must be reviewed by the meeting organizer or a responsible team 
member before it is shared, distributed, or acted upon. 

Action item owners should confirm their assigned tasks directly. 
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Any items flagged for review must be resolved by a human before the summary is considered final. 

This skill is a professional assistant — final accountability always remains with the human team. 

 

What This Side-by-Side View Tells Us 
Looking at both documents together reveals something very important: 

Observation What It Means 

Every template layer has a corresponding 
instruction block 

Nothing was designed without being built 

Nothing was built without being designed first Nothing was built without a clear reason 

The template and instructions are in perfect sync After our iteration, both documents were 
updated together 

The skill is fully traceable Any future change can be tracked back to its 
layer 

 

This traceability is one of the most valuable qualities of template-driven skill building. When something 
goes wrong — or when something needs to be improved — you always know exactly where to look and 
exactly what to change. 

Your Two Deliverables — Completed 
At the beginning of this chapter, we promised you two concrete deliverables by the end. 

Deliverable Status 

A fully completed Skill Template ✓ Complete 

A working Claude AI Skill ready to use ✓ Complete 

 

Both are now in your hands: 

• The template is your reusable blueprint — use it for every skill you build from this point forward. 
• The Project Instructions are your working skill — open your Claude AI project right now and it is 

ready to use. 
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Quick Check — Are You on the Right Track? 
Check Confirmed? 

I have a fully completed 10-layer template document ✓ 

My Project Instructions match the final version shown above ✓ 

Both documents are in sync after iteration ✓ 

I understand how every instruction block maps to a template layer ✓ 

I am ready to reuse this process for my next skill ✓ 

 

If all five checks are confirmed — you have successfully completed your first Claude AI Skill build. 

One chapter ago this was a blank template. Today it is a working skill. That is the power of building 
with a system. 
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The Visual diagrams  

A visual executive summary of the entire book/framework.  
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The 10 layers claude Ai skills template framework   
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Virtual AI team architecture   
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The two types of claude AI Skills 
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The skills development lifecycle 
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Claude AI skill template canvas 


