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Intro to AI (Artificial Intelligence) 
Artificial Intelligence (AI) refers to computer systems that can perform tasks that normally 
require human intelligence—such as understanding language, 
recognizing patterns, making predictions, and assisting with decision-
making. 

Artificial Intelligence (AI) is a transformative field of computer science 
focused on creating machines capable of performing tasks that typically 
require human intelligence, such as learning, reasoning, and problem-
solving. 

Artificial Intelligence (AI) refers to the simulation of human intelligence in 
machines programmed to think and learn like humans. AI systems can perform tasks such as 
visual perception, speech recognition, decision-making, and language translation. The field has 
evolved significantly, driven by advancements in machine learning, deep learning, and neural 
networks. 

The History of Artificial Intelligence (AI) 
Artificial Intelligence began with Alan Turing’s early theoretical work in the 1930s–1950s, when 
he proposed machines could mimic human thinking and introduced the Turing Test in 1950. AI 
officially emerged as a field in 1956 at the Dartmouth Conference, where the term artificial 
intelligence was coined. The 1960s–1970s saw early symbolic systems and chatbots like 
ELIZA, but progress stalled during the first AI winter when expectations exceeded technical 
capabilities. AI revived in the 1980s with expert systems, then shifted in the 1990s toward 
machine learning—highlighted by IBM’s Deep Blue defeating Garry Kasparov in 1997. In the 
2000s–2010s, data-driven approaches and deep learning transformed AI, with milestones like 
IBM Watson winning Jeopardy! (2011), major breakthroughs in image recognition (2012), and 
AlphaGo beating Lee Sedol (2016). Modern AI accelerated after 2017 with transformer models, 
leading to today’s generative AI and foundation models, which became mainstream throughout 
the 2020s. 

AI History Timeline — Table 

Time Period Key Milestones 
1930s–1950s Alan Turing’s foundational ideas; Turing Test introduced in 1950 

1956 Dartmouth Conference — “Artificial Intelligence” coined 
1960s–1970s Early symbolic AI; ELIZA chatbot; first AI winter 

1980s Rise of expert systems 
1990s Machine learning growth; 1997 Deep Blue defeats Kasparov 
2000s–2010s Watson wins Jeopardy! (2011); deep learning boom (2012) 

2016 AlphaGo defeats Lee Sedol 



INTRO TO AI  

   3 

2017–2020s Transformers introduced; generative AI and foundation models take off 
 

How Businesses Use AI 
Artificial Intelligence helps businesses work faster, smarter, and more efficiently by automating 
repetitive tasks, analyzing large amounts of information, and generating insights that support 
decision-making. AI can draft content, summarize documents, streamline communication, 
improve customer service, forecast trends, and support employees with data-driven 
recommendations. In many organizations, AI has become a digital assistant that reduces 
manual effort, improves accuracy, and allows 
teams to focus on higher-value problem-solving 
instead of administrative work. Companies use 
AI across nearly every department—HR, 
finance, operations, sales, IT, and customer 
service—to increase productivity, reduce costs, 
and enhance customer experiences. 

Examples of How 
Businesses Use AI 
1. Automating Customer Service Responses 
- AI chatbots and virtual agents answer common questions, route inquiries to the right team, and 
provide 24/7 support. 
Example: A company uses an AI assistant on its website that answers FAQs, checks order 
status, and helps customers troubleshoot without waiting for a live representative. 

2. Summarizing Reports, Emails, and Meetings - Businesses rely on AI to quickly condense 
long documents into short, actionable summaries. –  
Example: After a project meeting, AI creates a summary with action items, deadlines, and key 
decisions and sends it to the team automatically. 

3. Forecasting Sales, Budgets, and Inventory 
AI analyzes historical data to predict what will happen in the future, helping businesses plan 
more accurately. 
Example: A retail company uses AI to forecast which products will sell more next month so they 
can adjust inventory and avoid stockouts. 

4. Creating Content and Communications - AI drafts emails, marketing posts, presentations, 
proposals, and internal announcements. 
Example: HR uses AI to write job descriptions, onboarding instructions, or employee 
newsletters in minutes instead of hours. 
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5. Improving Operational Efficiency - AI identifies patterns, prevents errors, and optimizes 
workflows across departments. 
Example: A construction company uses AI to analyze equipment logs and identify the leading 
causes of downtime, helping the team schedule repairs more effectively. 

Real-World Uses of AI in Everyday Business  
AI is already embedded in tools employees use daily. Understanding where AI shows up helps 
staff identify opportunities to work smarter and faster. 

Examples By Department 

HR: 
• Summarize candidate resumes 
• Draft job descriptions 
• Analyze employee engagement comments 

Finance: 
• Auto-categorize expenses 
• Analyze budget variances 
• Generate quick financial summaries 

Operations / Construction: 
• Summarize safety reports 
• Analyze equipment downtime data 
• Generate daily work summaries 

Sales & Marketing: 
• Draft customer emails 
• Analyze CRM notes 
• Create social media posts 

Top 5 AI Tools 
ChatGPT (OpenAI) - ChatGPT is one of the most widely used AI assistants, known for 
its versatility, creativity, and strong reasoning abilities. It excels at writing, summarizing, 
coding assistance, research, and image generation (via DALL·E). It offers both free and 
paid tiers, with ChatGPT Plus ($20/month), unlocking faster responses, access to 
advanced models, and priority features. https://chatgpt.com/ 

Claude (Anthropic) - Claude is designed for accuracy, safety, and handling very long 
documents, making it a strong choice for reading reports, policies, contracts, and research 
material. It features a generous context window and excels at 
structured, thoughtful output. The Claude Pro plan is $20/month, 
providing higher usage limits and priority access. 
https://claude.ai/login 
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Google AI / Gemini - Google’s Gemini (now branded under Google AI) integrates tightly with 
Gmail, Drive, and Docs, making it ideal for businesses in the Google 
Workspace ecosystem. It supports web-based research, long-document 
processing, and multimedia generation. Its main subscription, Google AI 
Pro, is priced at $19.99/month, with higher-tier Ultra plans for deeper 
workflows. https://gemini.google.com/app 

Microsoft Copilot - Microsoft Copilot is embedded directly into Word, Excel, 
Outlook, PowerPoint, and Teams—making it one of the most productivity-focused AI 
tools. It provides writing support, meeting summaries, data analysis, document 
creation, and real-time browsing. A free version exists for many Microsoft 365 users, 
while Copilot Pro costs $20/month for individuals seeking advanced models. 
https://copilot.microsoft.com/ 

Perplexity AI - Perplexity is an AI assistant designed for real-time, cited research, similar to a 
superpowered search engine. It excels at finding up-to-date answers, analyzing sources, and 
pulling insights from the live web—ideal for research-heavy roles. It 
offers both a free tier and Perplexity Pro for $20/month with higher 
usage limits and premium models. https://www.perplexity.ai/ 

Feature Comparison Table (Top 5 AI Tools) 
Feature / 
Capability ChatGPT Claude Google AI / 

Gemini 
Microsoft 
Copilot Perplexity 

Free Version 
Available Yes   Yes  Yes  Yes  Yes  

Most Popular 
Paid Plan Plus – $20/mo   Pro – $20/mo  

AI Pro – 
$19.99/mo  

Copilot Pro – 
$20/mo   

Pro – $20/mo  

Strengths 

Versatile, 
creative 
writing, coding, 
images 

Long documents, 
accuracy, safe 
outputs 

Workspace 
integration, 
research, 
video/images 

Deep Off ice 
integration, 
productivity 

Real-time 
research, 
citations 

Image 
Generation Yes (DALL·E)  Yes (limited) Yes (experimental)  Yes   

Basic image 
support 

Real-Time 
Browsing / 
Search 

Yes (Plus & 
above)  

Partial / 
model-dependent 

Yes (integrated 
with Google 
Search)  

Yes  
Excellent 
(core feature)  

Document 
Handling Strong 

Excellent (best for 
long f iles) Excellent 

Strong (Of f ice-
native) 

Good 
(summaries + 
citations) 

Best For All-purpose 
use 

Research, policies, 
long content 

Google 
Workspace users 

Microsof t 365 
productivity 

Real-time 
factual 
research 
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Using AI at Work  
Artificial Intelligence helps employees work more efficiently by automating routine tasks, 
generating content, analyzing information, and providing quick insights that would normally take 
hours to produce. When used correctly, AI can reduce workload, improve accuracy, and support 
better decision-making across departments like HR, Finance, Operations, Marketing, and 
Customer Service. However, AI must be used responsibly. While it offers major productivity 
advantages, it also introduces risks—such as inaccurate outputs, privacy concerns, and 
potential over-reliance on automated suggestions. Understanding both the benefits and risks 
helps organizations adopt AI safely and effectively. 

Benefits of Using AI at Work 
1. Saves Time on Repetitive Tasks - AI automates routine work—drafting emails, summarizing 
reports, analyzing data—so employees can focus on higher-value tasks.  

2. Improves Accuracy and Reduces Human Error - AI can detect patterns, inconsistencies, 
and trends that people may overlook, especially when working with large datasets. 

3. Enhances Productivity and Workflow Efficiency - Teams 
complete work faster, creating documents, preparing 
presentations, analyzing metrics, and organizing information. 

4. Supports Better Decision-Making - AI provides data-driven 
insights, forecasts, and recommendations that help leaders and 
teams make informed decisions. 

5. Reduces “Blank Page Syndrome” - AI provides a starting point for writing content, 
brainstorming ideas, or creating drafts—making creative work easier. 

6. Offers Personalized Assistance - AI can adapt to your work patterns, help prioritize tasks, 
and suggest actions based on your workload. 

7. Improves Customer Service - Chatbots and AI assistants respond instantly, handle FAQs, 
and help customers receive faster support. 

Risks of Using AI at Work 
1. AI Can Be Confidently Wrong - AI may generate 
inaccurate or misleading information that sounds correct. 
Human review is always required. 

2. Data Privacy Concerns - Entering sensitive or 
confidential information into unapproved AI tools can 
expose the business to security risks. 

3. Bias in AI Outputs - If the data AI learns from 
contains bias, the results may reinforce or amplify those 
biases. 
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4. Over-Reliance on AI - Employees may depend on AI too heavily, weakening critical-thinking 
skills or missing important context. 

5. Lack of Transparency - Some AI systems do not reveal how they arrived at an answer, 
making it difficult to verify or audit logic. 

6. Compliance and Legal Risks - Using AI incorrectly, especially in hiring, finance, or 
regulated industries—may violate laws or guidelines. 

7. Potential for Miscommunication - If AI-generated content is not reviewed carefully, tone, 
accuracy, or intent may be off, leading to confusion or errors. 

How to Communicate With an AI 
Communicating with an AI is similar to talking to a helpful assistant—but with one key 
difference: it only knows what you tell it. The clearer your instructions, the better the results.  

What is a Prompt? 
A prompt is a written command, question, or description that tells an AI what task to perform, 
how to perform it, and what the final output should look like. It provides direction, context, tone, 
format, and sometimes examples so the AI can generate the most useful and accurate 
response. The more specific the prompt, the better the AI’s output.  

Key Parts of a Good Prompt 

1. Be Clear and Specific - AI 
responds best to direct, detailed 
instructions. 

• Instead of: “Help me with 
this.” 

• Try: “Summarize this email in 
three bullet points for a 
manager.” 

• Why it matters: AI uses your 
details as a guide. 

2. Give Context - Tell the AI who, 
what, why, and for whom. 

Example: “Write a professional explanation of a delivery delay for a customer who values quick 
communication. Keep it friendly and brief.” 

Context lets AI match tone, audience, and purpose. 

3. Use Roles to Guide the Response - Start with “Act as…” to shape the point of view. 

Examples: 



INTRO TO AI  

   8 

• “Act as an HR specialist. Rewrite this policy in 
simple language.” 

• “Act as a project manager. Create a weekly 
update.” 

Roles help AI frame the task 

4. Tell the AI the Format You Want - AI can structure 
information any way you need—if you ask. 

Examples: 
• “Give me 5 bullet points.” 
• “Create a step-by-step checklist.”  
•  “Write a short paragraph.” 

5. Provide Examples (If You Have Them) - If you want something specific, show the AI what 
“good” looks like. 

Example: “Here is an example of the tone I like. Rewrite my message using the same tone.” 

6. Ask the AI to Improve Its Own Response - AI works best in iterations. 

Examples: 
• “Make this shorter.” 
• “Rewrite this to sound more professional.” 
• “Add three risks and three benefits.” 

Don’t hesitate to refine—AI 
improves with each pass. 

7. Use Follow-Up Questions - If 
the first answer isn’t quite right, 
guide it. 

Example: 
“That’s too technical. Rewrite it at 
an 8th-grade reading level.” 
Follow-up prompts are normal 
and expected. 
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8. Ask the AI to Think Step-by-Step - This yields better logic and clarity.  

Example: 
“Explain your reasoning step-by-step.” 
“List the steps you used to reach this answer.” 

9. Tell It What Not To Do - Adding boundaries avoids mistakes. 

Example: “Summarize this report, 
but do NOT include financial details.” 

10. Use Attachments & Quotes for 
Precision - When you want analysis: 

Example: “Analyze the attached 
document and list the top three risks.” 
or “Rewrite the text between these 
quotes: ‘…’” 

The AI can only work with what you 
share.  

Quick Prompt Formula 

Role + Task + Context + Format + Constraints 

Example: “Act as a communications specialist. Draft a short announcement to employees 
explaining tomorrow’s system outage. Use a friendly tone and keep it under 120 words.” 

How to Write Good Prompts 
A “prompt” is the instruction you give to AI. Clearer prompts = better results. 

Formula for a Great Prompt 

1. Role – “Act as a project manager…”  
2. Task – “Summarize this document…”  
3. Context – “This is for a client who cares about safety updates…”  
4. Format – “Give me 5 bullet points.” 

Examples (Good vs. Bad) 

� Bad: “Summarize this.” 
✔ Good: “Summarize this safety report for supervisors. Focus on incidents, causes, corrective 
actions. Use bullet points.” 

Step-by-Step Exercise: Writing Your First Prompt 
1. Identify your goal: What do I need? 
2. Add context: Who is this for? Why? 
3. Add constraints: Tone, length, formatting 
4. Review and refine the response 
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5. Ask AI to iterate: “Make this shorter / more professional / clearer.” 

Hands-On: Using AI to Summarize & 
Create Content 
Exercise 1: Summarize a Document 

Goal: Show how AI extracts key insights.  

Step-by-Step 
1. Open your AI tool (Copilot, ChatGPT, etc.) 
2. Paste a paragraph or upload a document 
3. Prompt: “Summarize this for a business 

leader. Provide 3 key points and 2 risks.” 
4. Review the summary 
5. Ask AI: “Rewrite the summary for a general 

employee audience.” 

Exercise 2: Generate a Business Email 

Situation: You need to notify a customer that a project is delayed. 

Prompt Example: 
“Write a professional email to a customer explaining that their project will be delayed due to 
weather. Include the new timeline and offer to schedule a check-in call.” 

Step-by-Step 
1. Enter the prompt 
2. Read the generated draft 
3. Ask AI for edits: “Make it shorter,” “Use a friendly tone,” etc. 
4. Copy into Outlook and personalize 

General Business Prompts 
1. Summarize Information 

“Summarize this document for executives. Include decisions made, risks, and next steps. Keep 
it under 150 words.” 

2. Rewrite for Clarity 

“Rewrite this message to be clear, concise, and professional. Maintain the original meaning.” 

3. Create a Checklist 

“Create a step-by-step checklist for completing this process. Make it simple enough for a new 
employee.” 

4. Turn Notes into a Polished Message 
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“Turn these bullet notes into a polished email I can send to the management team. Make it 
confident but friendly.” 

Email & Communication Prompts (Outlook Copilot) 

5. Draft a Professional Email 

“Draft an email to our customer explaining that their order will arrive two days later than 
expected due to weather. Offer options for rescheduling.” 

6. Summarize Email Threads  

“Summarize this email thread and list the actions I need to 
take.” 

7. Adjust Tone 

“Rewrite this email to sound more friendly and less formal.” 

8. Follow-Up Email 

“Write a polite follow-up email asking for an update on the proposal we sent last week.” 

HR Prompts 

9. Job Description Creation 

“Create a job description for a Project Coordinator. Include responsibilities, required skills, and 
preferred qualifications.” 

10. Training Material Draft 

“Draft a one-page training guide that explains how employees can safely use AI at work.” 

11. Policy Simplification 

“Simplify this workplace policy so it’s easy for all employees to understand. Keep it professional 
but approachable.” 

12. Interview Questions  

“Create 10 interview questions for a 
candidate applying for a Customer Support 
role.” 

Operations & Project Management Prompts 

13. Project Status Summary 

“Create a project update for leadership summarizing progress, blockers, risks, and next steps.” 

14. Turn Tasks Into a Timeline 

“Convert these tasks into a timeline with milestones and dependencies.” 

15. SOP Draft 
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“Write a standard operating procedure describing how to handle after-hours support requests.” 

16. Risk Identification 

“Review this project plan and list any potential risks or red flags.” 

Finance Prompts 

17. Financial Summary 

“Summarize this Excel sheet and list the top 5 
financial insights executives should know.” 

18. Variance Explanation  

“Explain the month-over-month budget variances in 
simple terms for a non-financial audience.” 

19. Forecast Suggestions 

“Analyze this data and suggest three factors that 
may impact next quarter’s forecast.” 

20. Create a Dashboard Outline 

“Recommend the sections and metrics that should be included in a financial dashboard for 
leadership.” 

Marketing & Customer Service Prompts 

21. Social Media Post 

“Create a friendly social media post announcing our new service. Keep it under 40 words.” 

22. Customer Response Draft 

“Write a polite response to a customer who is unhappy with delays. Acknowledge the issue and 
offer a solution.” 

23. Campaign Ideas 

“Generate 5 creative marketing ideas for promoting our spring product launch.” 

24. Rewrite for Brand Voice 

“Rewrite this message in a warm, energetic brand voice that reflects trust and customer care.” 

Leadership & Strategy Prompts 

25. Executive Summary 

“Create a one-paragraph executive summary based on this report. Include major takeaways and 
recommended actions.” 

26. Compare Options 



INTRO TO AI  

   13 

“Compare the pros and cons of these three strategic options in a clear table.” 

27. Vision or Mission Draft 

“Draft a clear, inspiring mission statement based on these key themes.” 

28. Decision Briefing 

“Write a decision briefing for leadership summarizing the problem, available options, risks, and 
recommended solution.” 

Prompts Designed for Microsoft Copilot (Office, Excel, Teams) 

29. Turn a Document Into 
Something New 

“Turn this Word document into a 
presentation outline with 6 slides and 
bullet points.”  

30. Analyze an Excel File 

“In this worksheet, identify trends, outliers, and three key insights leadership should know.” 

31. Prepare for a Meeting  

“Prepare me for my meeting with John at 2 
PM. Summarize recent emails, documents 
we shared, and key tasks to follow up on.” 

32. Generate Teams Recap 

“Create a meeting recap from this Teams transcript. Include decisions, action items, and 
responsible owners.” 

Industry-Neutral AI Prompts (Can be used anywhere) 

33. Policy Creation 

“Create a draft AI usage policy for employees that covers data privacy, accuracy checks, and 
approved tools.” 
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34. Change Management Messaging 

“Write a message explaining why we are adopting AI tools and how they will support 
employees—not replace them.” 

35. Brainstorming 

“Provide 10 ways our team could use AI to improve productivity.” 

Ethical AI: Using AI Safely in the 
Workplace  
Ethical AI means using artificial intelligence in a way that is responsible, transparent, fair, and 
aligned with organizational values. It ensures that AI systems support employees, protect 
customer data, and avoid harmful or biased 
outcomes. Every organization—large or 
small—must teach employees how to use AI 
safely so it improves productivity without 
creating risk. Ethical AI isn’t just about 
technology; it’s about human judgment, 
accountability, and trust. 

Why Ethical AI Matters 
AI can dramatically improve productivity, but it 
can also introduce risks if used incorrectly. Ethical AI practices help businesses: 

• Protect sensitive information 
• Avoid legal or compliance violations 
• Improve transparency in workflows 
• Ensure fairness and prevent bias 
• Maintain customer and employee trust 

Ethical AI supports innovation without sacrificing safety. 

Core Principles of Ethical AI in the Workplace 

1. Human Oversight Must Always Be Maintained 

AI can assist with work, but humans remain fully responsible for decisions. 
Employees must review AI-generated content to ensure it is: 

• Accurate 
• Relevant 
• Ethical 
• Compliant with company policy 

AI supports judgment; it does not replace it. 
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2. Data Privacy and Security Come First 

Employees must protect company and customer data when using AI. 
Best practices include: 

• Never entering confidential, sensitive, or regulated 
information into unauthorized AI tools 

• Using only company-approved AI platforms 
• Following data-handling rules in your organization 
• Avoiding personal or private customer details 

unless the tool is specifically approved for secure 
use 

Data protection is a foundational requirement for ethical AI use. 

3. Avoid Bias and Promote Fairness 

AI systems may unintentionally produce biased or unfair results because they learn from 
human-created data. 
Employees must be trained to: 

• Identify biased responses 
• Question recommendations that seem discriminatory or uneven 
• Avoid using AI for decisions involving hiring, promotions, discipline, or other sensitive HR 

topics unless the company explicitly permits it 

4. Be Transparent About AI Use 

Organizations should be honest about when AI is used, especially when content is shared 
externally. 
Transparency may include: 

• Letting clients know when AI assisted with a draft 
• Documenting AI’s role in generating reports or 

summaries 
• Labeling AI-generated content when required by 

policy 

Transparency builds trust with customers, partners, and 
employees. 

5. Verify Accuracy — AI Can Be Confidently Wrong 
Even the best AI tools can produce: 

• Outdated information 
• Incorrect facts 
• Invented details (“hallucinations”) 
• Misinterpretations 

Employees must be trained to verify important content, especially when the output affects: 
• Legal or compliance matters 
• Financial decisions 
• Customer communication 
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• Safety or operational workflows 

Accuracy checks are a mandatory part of ethical AI use. 

6. Use AI for the Right Tasks 
AI is ideal for:  

• Drafting content 
• Summarizing documents 
• Brainstorming ideas 
• Analyzing patterns 
• Automating routine tasks 

AI should not be used for tasks where human judgment is mandatory, such as confidential 
personnel decisions or high-risk safety evaluations. 

7. Follow Company AI Policies and Governance 
Every organization should have a clear policy that covers: 

• Approved AI tools 
• Disallowed uses 
• Data protection rules 
• Review requirements 
• Disclosure standards 
• Department-specific guidelines 

Examples of Ethical AI in Action 

Here are simple workplace scenarios that illustrate ethical behavior: 

✔  Ethical Use 
• An employee asks AI to summarize a long 

PDF, then reviews the summary before 
sending it to leadership. 

• A customer service team uses AI to improve 
email drafts but removes private customer 
information before inputting anything. 

• HR uses AI to generate draft training 
materials but checks for biased language 
before publishing. 

�  Unethical Use 
• Copying and pasting confidential financial data into an unapproved AI chat tool. 
• Using AI to screen resumes without human review (risk of discrimination). 
• Sending AI-generated content directly to clients without verifying accuracy. 
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What Every Business Should Know 
About AI 
Artificial Intelligence is no longer a future technology—it's a practical tool that improves 
productivity, reduces workload, and enhances decision-making across every department. 
However, AI requires responsible use, clear policies, and ongoing human oversight. Below are 
the core principles every business should understand to use AI safely and effectively. 

1. AI is a Tool—Not a Replacement for Employees - AI boosts efficiency by automating 
repetitive tasks, drafting content, analyzing data, and summarizing information—but it does not 
replace judgment, expertise, or accountability. Employees still need to verify outputs, make final 
decisions, and ensure accuracy. 

2. Good Input = Good Output (Prompt Quality Matters) 
AI performs best when you give: 

• Clear instructions 
• Context about the audience 
• Desired tone or format 
• Examples of what “good” looks like 

Poor prompts lead to poor results. 
Great prompts lead to reliable, polished outcomes. 

3. AI Can Be Wrong—Confidently Wrong 
AI may produce: 

• Inaccurate facts 
• Outdated information 
• Misinterpretations 
• Fabricated details (“hallucinations”) 

Human review is required. 
No AI tool should be used as a sole source of 
truth. 

4. Protect Company and Customer Data 
Employees must know: 

• What data they can and cannot put into AI tools 
• Which AI tools are company-approved 
• Security rules for protecting private information 

Confidential or sensitive data should never be entered into unapproved AI systems. 

5. AI Works Best for Repetitive, Predictable, or Text-Heavy Tasks 
Examples include: 

• Writing emails, job descriptions, reports 
• Summarizing meetings or documents 
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• Drafting proposals or policies 
• Analyzing spreadsheets 
• Creating checklists, timelines, and instructions 

AI excels in tasks that follow patterns. 

6. AI Improves Decision-Making, Not Replaces It - AI can quickly surface patterns and 
insights from data, but humans must: 

• Apply context 
• Understand limitations 
• Consider ethics 
• Make final decisions 

AI should be a decision support tool, not an autonomous decision-maker. 

7. AI Requires Clear Policies and Governance - Every business needs guidelines that define: 
• Acceptable uses 
• Prohibited uses 
• Data protection rules 
• Required human review 
• Roles and responsibilities 
• Disclosure requirements (when clients need to know AI was used) 

A policy creates consistency and reduces risk. 

8. AI Benefits Every Department—But Differently 
• HR: Job descriptions, policy drafts, training materials 
• Finance: Budget summaries, variance explanations, forecasting support 
• Operations: SOPs, safety summaries, equipment analysis 
• Marketing: Social media posts, campaigns, messaging 
• Customer Service: Chatbots, automated responses 
• Leadership: Strategy summaries, scenario analysis, communication drafts 

Each team should understand practical use cases relevant to their role. 

9. AI Is Moving Fast—Ongoing Training Is Essential - AI tools update constantly. What 
worked six months ago might change tomorrow. Businesses must invest in: 

• Continuous learning 
• Updated workflows 
• Skill-building for employees 
• Regular practice sessions 

AI adoption is not a one-time event. 

10. AI Creates Competitive Advantage - 
Companies using AI effectively experience: 

• Faster turnaround times 
• Higher-quality communication 
• Better insights from data 



INTRO TO AI  

   19 

• Greater employee productivity 
• Improved customer interactions 

Where AI Is Going: What to Expect in 
2026 
Emerging Trends 

• AI Agents that perform multi-step tasks (email you 
summaries, handle reminders, etc.) 

• Deeper AI built into Office apps like Word, PowerPoint, 
and Excel 

• AI that learns your work patterns (Work IQ, Context & 
Memory) 

• Safer business-grade AI and stronger governance 
• Teams and Outlook integrating collaborative AI “meeting prep” and “catch-up” 

summaries 

In Summary 
Artificial intelligence is rapidly becoming a standard part of how work gets done and 
understanding it is no longer optional for modern businesses. This course equips participants 
with a clear, practical foundation for using AI as a supportive workplace tool—one that 
enhances productivity, streamlines communication, and improves decision-making without 
replacing human judgment.  

By understanding what AI can do, where it should be used, and how to communicate with it 
effectively, employees are better prepared to work confidently and responsibly. Emphasizing 
ethical use, data protection, and thoughtful oversight ensures AI is applied safely and in 
alignment with organizational values. As AI continues to evolve and become more deeply 
integrated into everyday tools, those who understand its capabilities and limitations will be best 
positioned to adapt, innovate, and succeed in the years ahead. 
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