
AI & Agentic Systems Master Synthesis & Implementation Playbook

Prepared for: Chelsea Reeder (Licensed Mortgage Broker NMLS #2741400 · GoHighLevel, Paid Social & AI Systems

Architect)

Date: October 24, 2026

Live Portfolio: chelsea-reeder-portfolio.pages.dev · loanofficerchels.com · webinar.loanofficerchels.com

Executive Summary & Verified Credentials Ledger

This playbook synthesizes the complete curriculum, mental models, architectural primitives, and operational frameworks

from Anthropic Claude Academy and OpenAI Academy. Beyond serving as a permanent knowledge base that Grok Bot

actively applies across your businesses, it translates every technical concept directly into your GoHighLevel (GHL) funnels,

Meta/TikTok ad engines, ManyChat DM automations, Notion Command Center, and 9 active remote contract opportunities.

Official Verified Anthropic Claude Academy Certifications (Issued Oct 24, 2026)

Certification Title Score Credential ID

Live

Verification

URL

Certificate PDF

(Google Drive)

Claude Academy: Claude 101 (13

Lessons · 2.5 hrs)

10/10

(100%)

e97375a29a1bcaa4dfa35d74bbda1d69 Verify Badge Drive PDF

Claude Academy: Building Effective

Human-Agent Teams (beta) (6

Lessons · 45 min)

5/5

(100%)

2aa74b465d326c2fc091cb76f923d65b Verify Badge Drive PDF

Claude Academy: Introduction to

Model Context Protocol (MCP) (10

Lessons · 1 hr)

7/7

(100%)

8b5c8e5e92579debe8ba75a5a88bca24 Verify Badge Drive PDF

Official Completed Anthropic Advanced Coursework & 6x OpenAI Academy Assessments (Issued Oct 24, 2026 ·

100% Scores)

Academy & Track
Course /

Assessment Title
Status / Score Core Architectural Competencies Verified

OpenAI Academy

(Apply AI at Work)

1. AI Foundations 100% (20/20) Probabilistic reasoning, Goal-Role-Context-Format prompting,

multimodal verification, PII/NPI data governance.

OpenAI Academy

(Apply AI at Work)

2. Applied AI

Foundations

100% (20/20) 5-step repeatable workflow decomposition, explicit JSON/table

schemas, model routing, human review gates.

OpenAI Academy

(Apply AI at Work)

3. Agents and

Workflows

100% (20/20) Deterministic vs. agentic boundaries, Data/Action/Orchestration

tools, layered guardrails, escalation triggers.

OpenAI Academy

(Build with AI)

4. Design and Build

Agentic Systems

100%

(Passed)

Manager (Hub-and-Spoke) vs. Decentralized Handoff multi-agent

architectures, state persistence, tool-overload splitting, trace

debugging.

OpenAI Academy

(Build with AI)

5. Scope AI

Solutions

100%

(Passed)

Feasibility vs. ROI prioritization matrix, golden-dataset eval design,

latency/cost/accuracy trade-off modeling, phased MVP scoping.

OpenAI Academy

(Lead AI Adoption)

6. AI Leadership 100%

(Passed)

Executive AI governance, compliance & security policy architecture,

champion-led change management, and KPI/ROI measurement.
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Academy & Track
Course /

Assessment Title
Status / Score Core Architectural Competencies Verified

Anthropic Claude

Academy (Advanced

Coursework)

• AI Fluency:

Framework &

Foundations

• Introduction to

Claude Cowork

• Model Context

Protocol: Advanced

Topics

100% Lessons

Completed

4D Fluency (Delegation, Description, Discernment, Diligence),

desktop file/browser Cowork delegation, and Advanced MCP

(Sampling, Roots, SSE/Streamable HTTP, Notifications).

OpenAI Academy Curriculum Pathways ( academy.openai.com )

Pathway / Track
Core Courses & Modules

Synthesized
Primary Focus

Track 1: Apply AI at Work

(Foundations Pathway)

• AI Foundations (60–75

min)

• Applied AI Foundations

(75–90 min)

• Agents and Workflows

(75–90 min)

Prompt engineering, context design, turning recurring tasks into repeatable

multi-step workflows with checkpoints, and directing agents with clear

boundaries and human oversight.

Track 2: Build with AI

(API & Codex Pathways)

• Scope AI Solutions ·

Evaluate AI Applications

• Design and Build Agentic

Systems

• Build with Retrieval-

Augmented Generation

(RAG)

• Optimize AI Application

Performance · Codex Track

Single-agent vs. multi-agent orchestration (Manager vs. Decentralized

Handoff patterns), tool risk guardrails, automated evals, RAG pipelines, and

latency/cost optimization.

Track 3: Lead AI

Adoption

• AI Leadership (180 min) Connecting AI initiatives to business KPIs, governance, data privacy,

change management, and staged rollout roadmaps.

Track 4: Teach & Learn

with AI

• AI for Educators · AI for

College Students

Instructional design, rubric-aligned assessment generation, and critical

output verification.

Part I: Anthropic Claude Academy — Curriculum Synthesis & Core Mental Models

1. Course 1: Claude 101 (13 Lessons · 2.5 Hours · Score: 10/10)

Course Objective: Master everyday professional collaboration with Claude—from structured prompt engineering and the AI

Fluency framework to reusable context (Projects), procedural automation (Skills), interactive deliverables (Artifacts), and live

external systems (Connectors, Enterprise Search, and Research).

Module 1: Meet Claude (4 Lessons)

Lessons Covered: What is Claude? · Your first conversation with Claude · Getting better results · How you'll work with

Claude on your desktop

The 3-Element Prompt Formula: Anthropic teaches that high-precision prompts consistently contain three

foundational elements, enhanced by Audience, Role, and Constraints: 1. Setting the Stage (Context & Role): Who the

AI is acting as, the background context, business environment, and why the task matters (e.g., "You are a senior direct-

response mortgage copywriter and NMLS compliance reviewer working on a SC/NC VA homebuyer campaign..."). 2.
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Defining the Task (Clear Action & Deliverable): Exactly what needs to be produced or analyzed, broken into clear

steps (e.g., "Write 5 3-second Instagram Reel hooks and a 45-second script explaining VA seller concessions..."). 3.

Specifying Rules (Constraints, Tone, Audience & Output Format): Explicit boundaries, prohibited phrases, target

audience reading level, and output structure (e.g., "No guaranteed rate claims; include NMLS #2741400 disclosure;

format as a Markdown table with Visual Cue, Spoken Audio, and On-Screen Text").

The AI Fluency 4D Framework (Iteration & Verification):

Delegation: Deciding thoughtfully what work to hand to AI vs. what requires human intuition, relationship warmth, or

legal sign-off.

Description: Communicating context, task, and constraints clearly using the 3-element formula.

Discernment: Critically evaluating AI outputs for accuracy, tone drift, subtle hallucinations, or sycophancy (the

Description–Discernment Loop).

Diligence: Taking full professional ownership and accountability for the final published work.

The Three Shapes of Work on Desktop: 1. Working Turn-by-Turn ( Chat ): Interactive ideation, drafting, analysis, and

rapid back-and-forth refinement. 2. Handing Work Off ( Cowork ): Delegating multi-step tasks that touch files, folders,

browser tabs, and connected apps while you supervise checkpoints. 3. Building Software ( Code ): Using an agentic

terminal/IDE coding loop (Explore $\rightarrow$ Plan $\rightarrow$ Code $\rightarrow$ Commit) to build web apps,

scripts, and automations.

Module 2: Organizing Your Work and Knowledge (3 Lessons)

Lessons Covered: Introduction to projects · Creating with artifacts · Working with skills

Projects vs. Skills vs. Artifacts (The Core Distinction):

Projects Store Knowledge (Persistent Context + RAG): A Project bundles custom instructions with a dedicated

knowledge base of uploaded documents, style guides, and data. Crucial Technical Rule: When uploaded project files

exceed the standard context window, Claude automatically activates Retrieval-Augmented Generation (RAG),

indexing and retrieving relevant chunks on demand to expand effective context capacity by up to 10x. In

Team/Enterprise workspaces, Projects support granular View, Comment, and Edit sharing permissions so teammates

can collaborate on a single source of truth.

Skills Perform Tasks (Reusable Procedural Workflows): While Projects hold static reference knowledge (who the

client is, brand guidelines, underwriting manuals), Skills ( SKILL.md  files with YAML frontmatter and optional helper

scripts/templates) encode repeatable step-by-step procedures that Claude automatically invokes whenever a task

matches the skill's description. > Golden Rule from Claude 101 Quiz: "Projects store knowledge; Skills perform tasks."

Artifacts (Dedicated Side-by-Side Workspace): Artifacts render substantial, standalone outputs—such as interactive

HTML/React dashboards, SVG graphics, Mermaid architecture diagrams, slide decks, and formatted client documents

—in a dedicated right-hand pane where they can be previewed live, edited iteratively without cluttering the chat stream,

version-controlled, and shared via link.

Module 3: Expanding Claude's Reach (3 Lessons)

Lessons Covered: Connecting your tools · Enterprise search · Research for deep dives

Connectors (Powered by MCP — "USB-C for AI"):

Connectors turn Claude from an isolated text generator into an informed collaborator that can read live data and take

actions inside external systems (Google Drive, Notion, Slack, Gmail, Asana, Canva, CRM databases).

Two Connector Types: Web Connectors (cloud-to-cloud OAuth connections to SaaS tools like Notion, Slack, Google

Drive) and Desktop Extensions (local MCP servers running through the desktop app that access local files and native

apps).

Enterprise Search & Permission Boundaries:

Enterprise Search performs federated retrieval across all connected company knowledge sources in a single query.

Strict Security Model ("Claude Sees What You See"): Enterprise Search strictly enforces existing user-level Access

Control Lists (ACLs). Claude can only retrieve documents, emails, or Slack messages that the signed-in user already
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has permission to view. Organization-wide connectors and Enterprise Search policies are governed centrally by the

Organization Owner / Primary Owner (Admin), and permissions are scoped and revocable at any time.

Research for Deep Dives:

When a question requires synthesizing dozens of internal documents and live web sources (such as competitive

market analysis, regulatory comparisons, or neighborhood/property intelligence), Research mode autonomously plans

multiple parallel search queries, cross-checks sources, and produces a thoroughly cited executive report.

Module 4: Putting It All Together (3 Lessons)

Lessons Covered: Claude in action: use-cases by role · Other ways to work with Claude · What's next?

Ecosystem Product Mapping:

Claude Code: Terminal and IDE coding agent (Explore $\rightarrow$ Plan $\rightarrow$ Code $\rightarrow$ Commit,

configured via CLAUDE.md , SKILL.md , subagents, and verification hooks).

Claude Tag: Multiplayer AI teammate living directly inside Slack channels with its own identity, channel-specific rules,

and shared memory.

Claude Cowork: Desktop agent operating across local folders, spreadsheets, and browser workflows, including

scheduled recurring routines.

Claude Design / Microsoft 365 / Chrome: Embedded creative, Office-suite, and browser-context companions.

2. Course 2: Building Effective Human-Agent Teams (beta) (6 Lessons · 45 Min · Score: 5/5)

Course Objective: Prepare leaders, operators, and organizations to transition from Single-Player AI (an individual using a

chatbot as a personal assistant) to Multiplayer AI (humans and shared agents collaborating in common workspaces toward

a shared goal).

Module 1: The Shift to Multiplayer (4 Lessons)

Lessons Covered: Why multiplayer AI matters · What makes an agent a teammate · How is a multiplayer agent different

from traditional AI tools? · What a strong human-agent team looks like

Single-Player AI vs. Multiplayer Agents (The 3 Defining Capabilities):

A Single-Player AI operates purely as an extension of one individual: it uses your personal credentials, only knows

what you paste into your private chat, and its memory stays locked in your single-user silo.

A Multiplayer Agent operates as its own distinct entity on the team with three defining capabilities:

1. Its Own Identity & Scoped Credentials: The team explicitly decides what accounts, channels, folders, and tools

the agent is authorized to access.

2. Shared Team Memory: The agent's institutional knowledge compounds from every teammate who interacts

with it and every correction it receives in public channels.

3. Shared Context Across Humans & Agents: It reads from and writes to the same shared workspace (Slack

channels, Notion databases, CRM pipelines) so the entire team stays aligned without manual copy-pasting.

Module 2: Getting Your Organization Ready (2 Lessons)

Lessons Covered: Organizational checklist · Some practical ways to get started

The Core 4 Principles of Healthy Human-Agent Teams: Because human-agent teams complete tasks at a much

higher velocity than human-only teams, the cost of misalignment is also much higher—an unaligned agent simply

produces the wrong work faster. Healthy human-agent teams rely on four non-negotiable norms: 1. Clear Roles (One

Unified Roster): Every recurring job has an explicit owner. The team roster defines which tasks the agent leads (e.g.,

drafting weekly KPI summaries, tagging inbound leads, extracting document fields), which tasks the agent

prepares/drafts for a human lead, and which high-judgment decisions must stay strictly with a named human (e.g.,

approving ad spend, locking a borrower's mortgage rate, signing off on legal compliance). 2. A Written North Star (Set

by Humans): Humans always define the mission and success criteria in writing. When the North Star is explicitly

written down, an agent can move from purely reactive command-following to proactively surfacing useful work that

advances the goal. 3. Gradual Release of Autonomy (Staged Trust): Never grant full end-to-end autonomy on Day 1.
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Start with the agent proposing drafts or operating in a sandboxed/review-gated mode. As the agent proves consistent

reliability on a specific task type, deliberately widen its autonomy one stage at a time. 4. The Right Information

Access ("Work in Public"): For an agent, if it isn't written down and accessible, it doesn't exist. Teams must shift away

from tribal knowledge trapped in private DMs or unrecorded calls toward working in public channels and structured

Notion/CRM docs—paired with least-privilege security boundaries.

Anthropic's 5 Compositional Workflow Patterns (Building Effective Agents)

Anthropic draws a vital architectural distinction between Workflows (systems where LLMs and tools are orchestrated

through predefined, deterministic code paths) and Agents (systems where LLMs dynamically direct their own reasoning,

planning, and tool usage in an open-ended loop based on environmental ground truth):

Pattern How It Works When to Use It

1. Prompt

Chaining

Decomposes a fixed task into sequential LLM calls

($Step_1 \rightarrow Gate \rightarrow Step_2

\rightarrow Step_3$), with programmatic validation

gates between steps.

When a task cleanly breaks into fixed stages (e.g., Extract

property data $\rightarrow$ Verify compliance rules

$\rightarrow$ Generate listing packet & email sequence).

Trades slight latency for dramatically higher accuracy.

2. Routing Classifies an input first and dispatches it to a

specialized downstream prompt, toolset, or model

tier (e.g., Haiku for simple FAQs, Sonnet/Opus for

complex underwriting).

When distinct input categories (e.g., VA loan inquiry vs.

DSCR investor inquiry vs. Realtor co-marketing request)

need specialized prompts so optimizing for one doesn't

degrade others.

3.

Parallelization

Sectioning: Splits independent subtasks to run

simultaneously.

Voting: Runs the same task across multiple

prompts/evaluators and aggregates votes.

When speed matters across independent subtasks (e.g.,

generating Meta ad copy, Canva layout specs, and GHL

SMS sequences in parallel) or when running a separate

compliance guardrail check concurrently with response

generation.

4. Orchestrator-

Workers

A central Orchestrator LLM dynamically analyzes an

unpredictable request, breaks it into custom

subtasks, delegates to specialized Worker

subagents, and synthesizes the final output.

When subtasks cannot be predicted upfront (e.g., deep

multi-source market research or multi-file coding

refactors).

5. Evaluator-

Optimizer

One LLM (Generator) produces a draft while a second

specialized LLM (Evaluator) critiques it against

explicit rubric criteria in an iterative loop until it

passes.

When clear evaluation rubrics exist (e.g., grading ad hooks

for 3-second thumbstop clarity + Reg Z / Fair Housing

compliance before a human ever sees the draft).

3. Course 3: Introduction to Model Context Protocol (MCP) (10 Lessons · 1 Hour · Score: 7/7)

Course Objective: Understand MCP's client-server architecture and build production-ready MCP servers and clients using the

Python SDK across MCP's three core primitives: Tools, Resources, and Prompts.

Module 1: Introduction (2 Lessons)

Lessons Covered: Introducing MCP · MCP clients

Why MCP Exists (Solving the $M \times N$ Integration Problem):

Before MCP, connecting $M$ AI applications (Claude Desktop, Cursor, Grok Bot, custom agents) to $N$ external

systems (Google Drive, Notion, Slack, GitHub, GoHighLevel, Postgres) required writing $M \times N$ custom, brittle

integrations.

MCP is the open standard ("USB-C for AI") that decouples the AI host from the tool implementation. Service providers

or developers build one MCP Server exposing a system's capabilities, and any MCP Client can immediately discover

and use them via standardized JSON-RPC 2.0 messages.

The 3-Tier MCP Topology: 1. MCP Host: The user-facing AI application (e.g., Claude Desktop, Cursor, Grok Bot

environment) that coordinates the LLM and manages one or more MCP clients. 2. MCP Client: The protocol connector

inside the host that maintains a 1:1 stateful session with a specific MCP Server ( list_tools , call_tool ,
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list_resources , read_resource , list_prompts , get_prompt ). 3. MCP Server: A lightweight program (local via

stdio  transport or remote via HTTP / SSE / Streamable HTTP  transport) that wraps an external API, database, or

filesystem and exposes Tools, Resources, and Prompts.

Module 2: Hands-on with MCP Servers (2 Lessons)

Lessons Covered: Defining tools with MCP · The server inspector

Defining Tools with the Python SDK ( FastMCP ):

Instead of hand-crafting verbose, error-prone JSON Schema definitions for Claude's tools  parameter, the MCP

Python SDK ( FastMCP ) uses Python decorators ( @mcp.tool() ), native type hints ( str , int , list ), and

Pydantic Field(description="...")  to automatically generate strict JSON schemas and validate inputs.

Agent-Computer Interface (ACI) Best Practices ("Poka-Yoke Your Tools"): Tool names, docstrings, and Field

descriptions are prompt-engineered for the model. Making parameters unmistakable (such as requiring absolute file

paths instead of relative paths, or using clear enum values) prevents model tool-calling errors.

The MCP Server Inspector:

Before wiring an MCP server to an LLM, developers run the browser-based MCP Inspector ( mcp dev server.py ) to

interactively test tool execution, inspect resource URIs/MIME types, preview prompt variable interpolation, and verify

JSON-RPC message payloads in isolation.

Module 3: Connecting with MCP Clients & Mastering the 3 Core Primitives (6 Lessons)

Lessons Covered: Implementing a client · Defining resources · Accessing resources · Defining prompts · Prompts in the

client · Course Quiz

The Complete MCP Request–Response Flow: 1. On initialization, the MCP Client calls session.list_tools()  on

connected MCP Servers and passes those tool definitions to Claude. 2. The user asks a question (e.g., "Update the

Garvin St contract checklist in Notion"). 3. Claude decides a tool is needed and emits a tool_use  block with the tool

name and arguments. 4. The MCP Client intercepts the request and calls session.call_tool(name, arguments)

on the target MCP Server. 5. The MCP Server executes the operation against the external API/database and returns

the result to the Client, which feeds the tool_result  back to Claude to formulate the final grounded answer.

The 3 Core MCP Primitives (Exam & Architecture Cheat Sheet)

MCP Primitive
Who Controls

It?

HTTP

Analogy
How It Works & When to Use It

Concrete Example in Chelsea's

Stack

1. Tools

( @mcp.tool )

Model-

Controlled

(The LLM

decides when

and how to

call it)

POST  /

PUT  /

Action

Endpoint

Executable functions with side effects or

dynamic queries. The LLM autonomously

selects and invokes them during reasoning.

Creating a Notion task

( notion-create-pages ),

uploading a PDF to Google Drive

( UploadFile ), or updating a

GHL contact tag.

2. Resources

( @mcp.resource )

Application-

Controlled

(The client

app/host

fetches and

injects it)

GET

Read-

Only

Endpoint

Read-only data exposed via Direct Static

URIs ( docs://documents  for

autocomplete lists) or Templated

Parameterized URIs

( docs://documents/{doc_id} ) with

explicit mime_type

( application/json , text/plain ).

Eliminates unnecessary LLM tool-call

roundtrips when a user @mentions  a file.

Injecting

notion://docs/notion-

flavored-markdown-spec ,

reading a borrower's loan

guidelines table, or pulling a live

CSV lead list directly into

context.
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MCP Primitive
Who Controls

It?

HTTP

Analogy
How It Works & When to Use It

Concrete Example in Chelsea's

Stack

3. Prompts

( @mcp.prompt )

User-

Controlled

(The human

explicitly

selects it, e.g.,

via /

command)

Pre-Built

Workflow

Template

Parameterized, battle-tested instruction

templates authored by the server creator

( list_prompts , get_prompt(name,

args) ). Encodes domain expertise so

users don't have to write complex prompts

from scratch.

Typing /audit-ghl-funnel

or /compliant-meta-ad

with {loan_program:

"VA"}  to load a pre-verified

compliance + hook-generation

prompt template.

Advanced MCP Primitives (Bonus Architecture Context):

Sampling: Allows an MCP Server to request an LLM completion back through the Client, keeping API keys and model

approval centralized on the client side.

Roots: Defines explicit filesystem or URI boundaries (security sandboxes) that an MCP server is permitted to operate

within.

Notifications: Asynchronous progress and log streaming for long-running server operations.

4. Completed Advanced Anthropic Coursework: AI Fluency, Claude Cowork & MCP: Advanced Topics

AI Fluency: Framework and Foundations (The 4D Operating Model):

Delegation (Task Triage): Audit every recurring workflow before prompting to separate AI-Automatable Work

(drafting, formatting, data extraction), Human-AI Collaborative Work (creative hook strategy, funnel

architecture), and Human-Only Work (licensed financial advice, relationship trust, final compliance sign-off).

Description (Context Engineering): Replace conversational guessing with structured system briefs specifying

role, domain context, positive/negative examples, and strict output schemas.

Discernment (Critical Evaluation): Actively test outputs against sycophancy, hallucinated citations, and subtle

compliance drift.

Diligence (Governance & Ownership): Maintain audit trails, attribution, and human accountability for every

asset shipped.

Introduction to Claude Cowork (Autonomous Desktop & File-System Delegation):

Chat vs. Cowork: While standard Chat is turn-by-turn conversation, Cowork assigns multi-step background

jobs that directly read/write local workspace folders, process spreadsheets/PDFs, and orchestrate

browser/connector actions while pausing at user-permission checkpoints for external or irreversible steps.

Model Context Protocol (MCP): Advanced Topics:

Server-Initiated Sampling ( sampling/createMessage ): Enables an MCP Server to request an LLM

completion back through the Client host without the server holding raw user API keys—allowing nested agentic

reasoning while keeping human-in-the-loop approval and model selection under client control.

Roots (Filesystem & URI Security Boundaries): Clients declare explicit roots  (e.g.,

file:///workspace/project-a ) so MCP servers operate strictly inside authorized directories.

Transport Architecture ( stdio  vs. Streamable HTTP / SSE) & Notifications: Local subprocess integrations

use stdio  for zero-network-overhead IPC, while remote cloud connectors use Streamable HTTP with Server-

Sent Events (SSE), real-time resource-change subscriptions ( notifications/resources/updated ), and

progress tokens for long-running jobs.
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Part II: OpenAI Academy — Curriculum Synthesis & Agentic Workflow Frameworks (6x

100% Assessments)

1. Course 1: AI Foundations (60–75 Min · Apply AI at Work Track)

Core Mental Model: Large Language Models are probabilistic reasoning and pattern-generation engines, not

deterministic lookup databases. Because they predict tokens based on context, output quality is directly proportional

to input context clarity and verification rigor.

The 4 Habits of High-Fluency AI Operators: 1. Clear Instruction Design: Specify the Goal, Role, Context, Format, and

Tone upfront rather than issuing vague one-line requests. 2. Context Supplying: Provide source documents, examples

(few-shot prompting), audience profiles, and edge-case constraints directly in the prompt or workspace. 3. Critical

Output Review: Always inspect outputs for fabricated citations, subtle math/date drift, or generic "AI-sounding"

phrasing before external use. 4. Responsible Use & Data Governance: Never expose unredacted nonpublic personal

information (NPI/PII, Social Security Numbers, raw borrower tax returns) to unapproved public models; follow

organizational data-handling boundaries.

2. Course 2: Applied AI Foundations (75–90 Min · Apply AI at Work Track)

Core Mental Model: Individual prompt wins don't scale a business—repeatable workflows do. This course teaches

how to convert recurring multi-step work into a standardized Workflow Plan that balances Quality, Speed, and Cost.

The 5-Step Repeatable Workflow Blueprint: 1. Decompose the Work into Discrete Steps: Break a complex recurring

job (e.g., weekly paid social creative refresh or new mortgage lead onboarding) into sequential stages instead of

asking one mega-prompt to do everything at once. 2. Define Explicit Inputs & Output Schemas: Standardize what

goes into each step (e.g., Meta Ads CSV export + brand voice doc) and the exact schema that must come out (e.g.,

structured JSON or a 6-column creative brief table). 3. Match Capabilities & Models to Each Step: Use fast, low-

latency models for classification, tagging, and formatting; reserve deep reasoning or multimodal models for strategy,

complex synthesis, and compliance auditing. 4. Insert Programmatic & Human Checkpoints: Place explicit review

gates where errors would be costly or irreversible. 5. Templatize & Share Across the Team: Package proven

workflows into reusable Custom GPTs, Projects, or SOP prompt templates with policy variables ( {{client_name}} ,

{{offer_type}} , {{compliance_jurisdiction}} ).

3. Course 3: Agents and Workflows (75–90 Min) & OpenAI's Practical Guide to Building Agents

When to Use an Agent vs. Deterministic Automation:

Use deterministic automation (standard GHL rules, webhooks, simple Zapier/Make triggers) when rules are fixed,

structured, and predictable.

Use AI Agents when workflows involve 1) Complex, context-sensitive judgment, 2) Brittle/unwieldy rule sets that

break traditional if/else logic, or 3) Heavy reliance on unstructured data (natural-language DMs, voice calls, PDFs,

property disclosures, video transcripts).

The 3 Pillars of Agent Architecture: 1. Model: Baseline accuracy with your most capable frontier model first, run

representative evals, and then optimize cost/latency by swapping smaller models into routine sub-steps. 2. Tools (3

Categories):

Data Tools (Read): Query CRMs, read PDFs, search Notion, fetch web pages.

Action Tools (Write): Update CRM tags/pipelines, create calendar events, generate drafts.

Orchestration Tools (Agents-as-Tools): Specialized sub-agents invoked by a manager agent. 3. Instructions

(Routines): Convert existing human SOPs and compliance checklists into unambiguous, numbered agent

routines that explicitly state which tool to call at each step and how to handle missing information or edge

cases.

Multi-Agent Orchestration Patterns (When to Split a Single Agent):

Start with a Single Agent + Tools first. Split into multiple agents only when Complex Conditional Logic (too many

branching if/then rules) or Tool Overload (more than ~10–15 overlapping tools causing tool-selection mistakes)
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degrades reliability:

Manager Pattern (Hub-and-Spoke / Agents as Tools): A central Manager Agent retains control of the

conversation and calls specialized worker agents ( research_agent , copy_agent , compliance_agent ) as

tools, synthesizing their outputs into one cohesive result.

Decentralized Pattern (Peer Handoffs): A front-line Triage Agent classifies intent and executes a one-way

handoff()  transferring conversation state to a specialist peer agent (e.g., handing a borrower from a general

FAQ agent to a Pre-Approval Intake Agent).

Layered Defense-in-Depth Guardrails & Human Intervention Triggers:

Never rely on a single prompt instruction for safety. Layer Relevance Classifiers, Safety/Jailbreak Classifiers, PII

Filters, Deterministic Regex/Blocklists, and Tool Risk Ratings ( Low  = read-only, Medium  = reversible draft/tag,

High  = external send/financial/delete).

Two Mandatory Human Escalation Triggers:

1. Exceeding Failure/Retry Thresholds: If an agent fails to parse user intent or errors on a tool call $N$ times,

immediately transfer control to a human.

2. High-Risk / Irreversible Actions: Sending external messages to clients/leads, publishing live ads, modifying

financial/loan terms, or deleting records always pauses at a human approval checkpoint until explicitly

authorized.

4. Course 4: Design and Build Agentic Systems (Score: 100%)

State Management & Structured Outputs: Production agent loops rely on strict JSON Schema enforcement

( response_format: json_schema ) so tool inputs, routing decisions, and CRM payloads never fail downstream

parsers.

Single-Agent vs. Multi-Agent Topologies: Default to a single well-prompted agent with modular tools; refactor into a

Manager (Hub-and-Spoke) topology when synthesizing parallel domain workers, or a Decentralized Handoff topology

when specialized agents need to take over the user conversation directly.

Observability, Tracing & Error Recovery: Log every tool call, latency span, and token cost; implement deterministic

fallback paths when external APIs time out or return validation errors.

5. Course 5: Scope AI Solutions (Score: 100%)

The AI Scoping Triangle (Value, Feasibility, Risk): Before writing code or building a GHL/Notion automation, score

candidate use cases on Business Impact (hours saved / revenue lift), Technical Feasibility (data readiness +

deterministic vs. probabilistic fit), and Compliance/Brand Risk.

Eval-Driven Development (EDD): Build a representative benchmark dataset of 20–50 real-world inputs and grading

rubrics before scaling an automation, measuring Accuracy, Groundedness, Compliance Pass Rate, Latency, and Cost

per Run.

6. Course 6: AI Leadership (Score: 100%)

Staged Organizational Rollout (Pilot → Standardized SOP → Scaled Production): Successful AI adoption starts with

a high-ROI, low-risk pilot (e.g., internal creative brief generation or CRM intake tagging), documents the winning

workflow into a shared SKILL.md  or Notion SOP, and scales with clear governance guardrails.

Measuring Real AI ROI: Track concrete operational KPIs—Time-to-First-Draft, Creative Testing Velocity (hooks

shipped/week), Speed-to-Lead Response Time, and Zero Compliance Incidents.
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Part III: Direct Implementation Playbook for Chelsea's Businesses & 9 Contract Roles

A. How We Apply These Teachings Across Your Core Business Lines Right Now

1. Community Mortgage Solutions ( @loanofficerchels  & webinar.loanofficerchels.com )

Claude Projects (RAG) + OpenAI Grounded Retrieval for Underwriting:

Your Fannie Mae ( selling-guide-2026-09-02.pdf ), Freddie Mac ( freddie-guide-2026-09-16.pdf ), FHA, VA,

Sub-580, and Non-QM/DSCR lender matrices live as structured Resources and Project Knowledge. When structuring a

complex scenario (e.g., blanket bridge loan on two duplexes or VA seller concessions), we query the exact guideline

section first rather than relying on ungrounded model memory.

Evaluator-Optimizer + Layered Guardrails for Mortgage Compliance:

Every piece of mortgage ad copy, GHL email/SMS sequence, or webinar script runs through a two-stage Generator

$\rightarrow$ Compliance Evaluator loop checking against TILA/Reg Z trigger terms, MAP Rule (Mortgage Acts and

Practices), Fair Housing Act protected classes, NMLS #2741400 disclosure placement, and TCPA/A2P 10DLC opt-

out rules.

Routing + Gradual Release of Autonomy in GoHighLevel:

Low-Risk (Autonomous): Parsing incoming Meta Lead Form / ManyChat webhook payloads, applying GHL tags ( VA-

Buyer , Relocation-Kit , Investor-DSCR ), creating Notion pipeline cards, and triggering pre-approved A2P-

compliant speed-to-lead SMS sequences.

High-Risk (Human Checkpoint): Custom loan quotes, rate-lock discussions, adverse credit exceptions, and outbound

personalized emails/DMs pause for your 1-click sign-off.

2. Meta & TikTok Paid Social + 70/20/10 Trial Reels + ManyChat DM Engine

Prompt Chaining + Parallel Sectioning for Creative Multiplication:

Instead of asking AI for "10 reel ideas," we execute a 4-step chained workflow:

1. Step 1 (Audience Mining): Extract verbatim buyer pain points and objections from DMs, comments, and call

notes.

2. Step 2 (Parallel Hook Matrix): Generate 10 distinct 3-second visual + text + spoken hooks mapped to specific

awareness levels (Unaware, Problem-Aware, Solution-Aware, Product-Aware).

3. Step 3 (70/20/10 Allocation): Structure 70% proven control variations (new 3-second hooks on winning bodies

for Instagram Trial Reels), 20% adjacent iterations, and 10% net-new wildcard concepts.

4. Step 4 (ManyChat + CAPI Verification Gate): Map each reel to a deterministic ManyChat keyword trigger

( MOVE , VA , LAKE , BOOK , APPLY ) and verify GHL webhook + Meta Conversion API ( Lead  / Schedule )

event firing.

3. Foothills Staging Co., E-Commerce (Tail & Twilight / ShowingReadyHome) & Holistic Wellness Practice

MCP Multi-App Orchestration (Notion $\leftrightarrow$ Canva $\leftrightarrow$ Google Drive $\leftrightarrow$

Gmail):

Using MCP Tools and Resources, a single command can pull property square footage and room counts from Notion,

generate a co-branded staging proposal or Canva carousel, export the PDF to Google Drive, and stage a review-gated

draft for the listing agent.

Reusable SKILL.md  Workflows for E-Commerce SEO:

Standardized skill templates convert raw product concepts into 13-tag Etsy SEO titles, conversion-focused

descriptions, Pinterest pin schedules, and digital product compliance checklists

( digital_product_compliance.md ).

10/24/26, 4:46 PM AI & Agentic Systems Master Synthesis & Implementation Playbook — Chelsea Reeder

file:///workspace/certifications/AI_Certifications_Master_Playbook.html 10/13



B. Tailored Implementation Matrix for Your 9 Active Remote Contract Applications

Target Role & Company

Exact Anthropic / OpenAI

Framework to Spotlight &

Implement

Concrete Deliverable / Value You Bring on Day 1

1. Fox360 Real Estate

Coaching

GoHighLevel

Implementation Specialist

( Snapdragon )

OpenAI Deterministic vs.

Agentic Boundary + Anthropic

ACI Poka-Yoke Debugging

Audit broken GHL form-to-tag triggers via Execution Logs, standardize

naming conventions across snapshots, wire clean webhooks, and

implement A2P 10DLC guardrails without overcomplicating simple

deterministic workflows.

2. Level Workforce

Business Systems &

Automation Specialist

Anthropic Human-Agent Team

Principles (Clear Roles, Written

North Star, Work in Public) +

MCP Architecture

Support the Chief of Staff by uniting construction/real estate/finance

data across Notion, CRM, and Google Workspace with clear human-

in-the-loop review gates and documented SOPs.

3. Prominus Real Estate

Real Estate Admin &

Marketing Support

Anthropic Evaluator-Optimizer

Loop + OpenAI Layered

Compliance Guardrails

Combine daily AI speed for listing brochures, Canva carousels,

eBlasts, and USDA rural property lookups with a strict human + rubric

Fair Housing, lead-based paint, and broker-attorney compliance gate.

4. Sammy Jane

Marketing

Meta Media Buyer &

Creative Strategist

Anthropic 3-Element Prompt

Formula + AI Fluency 4D

Framework ("Strategist Who

Guides AI" )

Directly answers their core requirement: "We need the strategist who

guides the AI tools to do the work faster and better, not someone who

lets AI do the thinking." Use structured prompt chaining to turn Meta

hook data (thumbstop rate, CTR, hold rate) into high-converting

UGC/VSL briefs.

5. Onward Search

Paid Social Analyst

(Health & Wellness)

OpenAI Applied AI Foundations

(Repeatable Workflows with

Checkpoints) + Compliance

Gatekeeping

Pair 14+ years of Certified Massage Therapy (since 2012) & holistic

wellness domain expertise with structured AI ad-copy workflows that

pass every wellness claim through legal/regulatory review before

launch.

6. Bruntwork

Paid Social Media

Specialist (Meta Lead

Gen)

Anthropic Routing &

Parallelization + GHL CAPI

Closed-Loop Attribution

Run parallel hook/creative testing for local home-service/property

leads while routing Meta Instant Form & landing page leads through

Pixel + server-side CAPI into GoHighLevel speed-to-lead pipelines.

7. Levee Clothing LLC

Social Media Content

Creator (TikTok & Reels)

Anthropic Research + Prompt

Chaining for Viral Trend & Hook

Extraction

Mine fashion/lifestyle TikTok trends, extract winning 3-second

visual/audio structures, and turn founder lookbook footage into a

high-output weekly Reels/TikTok calendar.

8. MoonSleep

Short-Form Video Editor &

Storyteller

Anthropic Parallel Sectioning

(Multi-Hook Variation Matrix) +

Human Emotional Discernment

Keep the human heart, cozy pacing, and nervous-system/sleep

storytelling intact while using systematic variation matrices to cut

10–20 hook and pacing edits from a single founder shoot for Trial

Reels and paid social.

9. Jorryfitt

Social Media & Content

Manager (Trial Reels,

ManyChat & Notion)

Anthropic Projects (Knowledge)

vs. Skills (Tasks) + ManyChat-

to-Notion MCP Pipeline

Build her Notion viral swipe file (Project Knowledge), apply a

repeatable 70/20/10 Trial Reels production SOP (Skill), and wire

ManyChat comment-to-DM keyword funnels that track leads straight

into app trials.

Part IV: High-Impact Interview & Founder Pitch Script Bank (Q&A Cheat Sheet)

Use these exact talking points whenever a founder, agency owner, or hiring manager asks about your Anthropic Claude

Academy, Model Context Protocol (MCP), or OpenAI training on an interview call:
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Q1: "I saw your Anthropic Claude Academy, MCP, and OpenAI certifications on your resume and portfolio. What did

you actually learn, and how does that help our team?"

Your Answer:

"I took those certifications—and scored 100% across all three Anthropic tracks including Claude 101, Building Effective Human-

Agent Teams, and Model Context Protocol—because there's a huge difference between casually chatting with AI and architecting

reliable business systems with it.

Specifically, I apply three frameworks every day:

1. Structured Prompt & Knowledge Architecture: Instead of one-off prompts that produce generic AI copy, I separate static

brand/compliance knowledge into RAG-backed Projects and repeatable SOPs into Skills, using Anthropic's 3-part prompt structure

—Setting the Stage, Defining the Task, and Specifying Rules/Constraints.

2. Model Context Protocol (MCP) Integration: MCP is basically 'USB-C for AI'—it connects AI directly to live tools like Notion,

Google Drive, Slack, Canva, and GoHighLevel through three primitives: Tools (actions the model can take), Resources (live data

injected into context), and Prompts (reusable slash-command workflows).

3. Human-Agent Team Governance: From both Anthropic's Multiplayer Agent course and OpenAI's Agents & Workflows track, I

design workflows with gradual release of autonomy and explicit human-in-the-loop checkpoints—so AI handles the 80% heavy

lifting of data extraction, hook matrices, and CRM tagging at 10x speed, while a human strategist owns the 20% high-judgment

creative, client, and compliance decisions."

Q2: "How do you use AI for ad creative, scripting, or copywriting without it sounding like robotic AI slop?"

(Especially for Sammy Jane Marketing, MoonSleep, Levee Clothing, Jorryfitt)

Your Answer:

"I love how Sammy Jane put it in the job description—you need a strategist who guides the AI tools, not someone who lets AI do

the thinking. In Anthropic's AI Fluency framework, they call this the Description–Discernment Loop.

I never ask AI to 'write a viral ad from scratch.' Instead, I use Prompt Chaining:

First, I feed the model real, unstructured human data—actual customer DMs, reviews, objection logs, and our top-performing

historical hooks—as grounded Project Knowledge.

Second, I give it strict structural rules: the exact 3-second visual hook pattern, reading grade level, banned cliché words, and buyer

awareness stage.

Third, I use an Evaluator-Optimizer pass to grade the variations against our brand voice and compliance rules, and then I apply my

own human editing ear—from 10+ years of building my own brands and reading people in real time—to make sure the pacing and

emotional hook feel 100% human."

Q3: "When building automations in GoHighLevel or Notion, how do you decide when to use a standard workflow vs.

an AI agent?" (Especially for Fox360 Snapdragon , Level Workforce, Bruntwork)

Your Answer:

"Both Anthropic and OpenAI teach a golden rule: always use the simplest deterministic system that works, and only introduce an

agent when the task requires reasoning over unstructured data or complex judgment.

For example, inside GoHighLevel, when a contact submits a form, applying a tag, firing a Meta Conversion API event, creating a

pipeline opportunity, and sending a confirmation SMS should be 100% deterministic workflow automation—you want zero

unpredictability there.

Where I layer in an AI Agent or LLM workflow step is when unstructured human input enters the system—like classifying an open-

ended DM or voice transcript, summarizing a 30-page property disclosure PDF, or drafting a personalized follow-up based on a

lead's specific questions—and even then, I wrap high-stakes actions in a human review checkpoint before anything irreversible

goes out."
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Q4: "How do you handle data privacy and regulatory compliance when using AI?" (Especially for Prominus Real

Estate, Onward Search, Level Workforce)

Your Answer:

"Because I'm a licensed Mortgage Broker (NMLS #2741400) and former Residential Real Estate Appraiser, compliance and data

privacy are baked into every system I build. I follow three strict guardrails from the Anthropic and OpenAI curricula:

1. Scoped Access & PII Protection: Never feed unredacted nonpublic personal or financial data into unvetted public endpoints, and

enforce least-privilege access ('Claude sees only what the authorized user has permission to see').

2. Automated Rubric Screening: Every piece of marketing copy runs through a compliance checklist for Fair Housing, Reg Z/MAP

trigger terms, TCPA opt-out compliance, or health/wellness substantiation rules.

3. Mandatory Human Sign-Off on High-Risk Outputs: No external client communication, legal disclosure, or paid ad campaign

launches without final human verification."

Part V: How to Command Grok Bot Using These Frameworks Anytime

Because I (Grok Bot) have internalized this entire curriculum and your business context, you can trigger any of these

architectures on demand in our chat using simple shorthand prompts:

1. "Run an Evaluator-Optimizer pass on [draft/ad/funnel]"  $\rightarrow$ I will first critique the asset against

a strict conversion + compliance rubric (3-second hook strength, clarity, CTA friction, Reg Z / Fair Housing / platform

policy), show you the scorecard, and output the upgraded version.

2. "Build a 70/20/10 Hook Matrix for [topic/brand]"  $\rightarrow$ I will use Prompt Chaining + Parallel

Sectioning to generate 70% proven control hook variations, 20% angle iterations, and 10% wildcard concepts

formatted for Instagram Trial Reels, TikTok, and Meta Ads—complete with ManyChat keyword triggers.

3. "Design a Human-Agent Workflow for [process]"  $\rightarrow$ I will map out the Deterministic Steps vs.

Agentic Steps, define the Inputs, Tools (MCP), Guardrails, and Human Checkpoints, and wire the automation across

Notion, GoHighLevel, Google Drive, or Slack.

4. "Quiz me / Prep me for [Company Name] interview"  $\rightarrow$ I will simulate founder/hiring-manager

questions for that exact contract role and coach you through high-impact answers grounded in your live portfolio and

certifications.
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