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Program Overview

Artificial Intelligence is rapidly transforming the workplace. Organizations that
empower employees with Al skills achieve higher productivity, faster
decision-making, improved customer experiences, and greater operational
efficiency. This training program is designed to help employees understand,
adopt, and apply Al in their day-to-day work through practical
demonstrations, real-world business use cases, and hands-on exercises.

TRAINING OPTION 1: Al Essentials Workshop

Duration: 3 Hours
Objective: Build Al awareness and introduce employees to practical Al tools
that can improve daily productivity.

Learning Outcomes: Participants will learn:
- What Al is and how it is transforming industries
- How Generative Al works
- How to interact effectively with Al using prompts

- How Al can assist with emails, reports, presentations, and research



- How to use Al responsibly in the workplace

Module 1: Introduction to Al
- What is Artificial Intelligence?

- Evolution of Al
- Generative Al Explained
- Al Opportunities & Limitations

- Future of Work

Module 2: Al Tools Showcase
- Al Assistants (ChatGPT, Gemini, Claude, Perplexity, Microsoft Copilot,
Grok)

- Research Tools (NotebookLM, Elicit, Consensus)

- Presentation Tools (Gamma, Tome, Beautiful.ai)

- Content Tools (Jasper, Copy.ai, Writesonic)

- Image Generation (ChatGPT Images, Adobe Firefly, Leonardo Al)

- Meeting Productivity (Fireflies Al, Otter Al)

Module 3: Prompt Engineering Fundamentals
- Whatis a Prompt?

- Prompt Structures
- Context-Based Prompting
- Business Prompt Examples

- Prompt Templates for Daily Work



Module 4: Al for Workplace Productivity

- Practical Demonstrations: Writing Professional Emails, Meeting Minutes
Generation, Presentation Creation, Report Writing, Data
Summarization, Content Creation, Research Assistance

- Interactive Q&A Session

Deliverables:

Al Productivity Toolkit

- 25 Ready-to-Use Business Prompts
- Al Tools Directory (50+ Tools)

- Al Cheat Sheet

- Training Presentation

- Business Use Case Guide

TRAINING OPTION 2: Al Productivity Masterclass
Duration: 1 Full Day

Objective: Enable employees to use Al confidently across business functions
and integrate Al into daily workflows.

Session 1: Al Foundations
- Understanding Modern Al, Business Impact of Al, Al Trends Across
Industries, Responsible Al Usage



Session 2: Prompt Engineering Mastery

Role Prompting, Chain Prompting, Few-Shot Prompting, Structured
Prompting, Decision-Making Prompts

Hands-On Practice (Business Scenarios, Productivity Tasks,
Communication Workflows)

Session 3: 40+ Al Tools Masterclass

Al Assistants (ChatGPT, Gemini, Claude, Perplexity, Microsoft Copilot,
Grok)

Research & Knowledge (NotebookLM, Consensus, Elicit, Scholarcy,
Humata)

Presentation & Design (Gamma, Canva Al, Beautiful.ai, Tome, Napkin
Al)

Content Creation (Jasper, Copy.ai, Writesonic, Rytr, Simplified)
Video Creation (Synthesia, HeyGen, InVideo Al, Pictory)

Image Generation (ChatGPT Images, Midjourney, Leonardo Al, Adobe
Firefly, Ideogram)

Meetings & Productivity (Fireflies, Otter, Fathom, tl;dv)
Coding & Technical (GitHub Copilot, Cursor, Replit Al)
Data Analysis (ChatGPT Data Analysis, Julius Al, Rows Al)

Automation (Zapier, Make, n8n)

Session 4: Department-Wise Al Applications

Human Resources (JD Creation, Resume Screening, Employee
Communications, HR Policies, Performance Reviews)

Sales (Sales Proposals, Follow-Up Emails, Lead Qualification, Customer
Outreach)



- Marketing (Social Media Content, SEO Content, Ad Copy Generation,
Campaign Planning)

- Finance (Financial Analysis, Reporting, Budget Summaries, Data
Interpretation)

- Operations (SOP Creation, Documentation, Process Optimization,
Workflow Automation)

Session 5: Al Productivity Lab

- Participants create: Reports, Presentations, Business Documents, Email
Templates, Marketing Content, Data Summaries

Deliverables:
- Al Prompt Library (75+ Prompts)
- Al Tools Directory (75+ Tools)
- Department-Wise Al Playbook
- Al Productivity Templates
- Business Use Case Handbook
- Al Tool Comparison Guide
- Al Implementation Checklist

- Workshop Exercises




TRAINING OPTION 3: Al Transformation Bootcamp
Duration: 2 Full Days

Objective: Transform employees into Al-enabled professionals capable of
implementing Al across departments and identifying automation
opportunities.

DAY 1: Al Productivity & Business Applications

- Modules: Al Fundamentals & Future of Work, Professional Prompt
Engineering, Advanced Al Tools Deep Dive, Department-Wise Al
Implementation, Al Productivity Lab

DAY 2: Al Automation & Business Transformation

- Module 1: Al Agents & Autonomous Workflows (Concepts, Business
Applications, Al Workforce Concepts)

- Module 2: No-Code Automation (Zapier, Make, n8n)

- Module 3: Custom Al Assistants (Creating Custom GPTs, Knowledge
Base Al, Department-Specific Al Assistants)

- Module 4: Al for Data & Decision Making
- Module 5: Al Security & Governance

- Module 6: Al Strategy Workshop (Teams create Al Opportunity Matrix,
Department Al Roadmap, Productivity Improvement Plan, Al Adoption
Framework)



- Executive Leadership Session (Al Strategy, Al Adoption Framework, Al
ROI Measurement, Future Workforce Planning, Al Governance Model)

Premium Deliverables:

100+ Al Tools Directory, 100+ Business Prompt Templates, Department-Wise
Al Use Cases, Al Productivity Templates, Al Governance Framework, Al
Security Awareness Guide, Al Adoption Roadmap Template, Al Opportunity
Assessment Framework, Al Readiness Checklist, Workshop Activities &
Exercises

Industries Covered:
IT, Manufacturing, Banking & Financial Services, Healthcare, Education, Retail

& E-Commerce, Logistics & Supply Chain, Real Estate, Consulting, Government
& Public Sector

Training Methodology:
20% Theory, 40% Live Demonstrations, 40% Hands-On Practice

Expected Outcomes:

For Employees: Improved Productivity, Faster Content Creation, Better
Research Capabilities, Enhanced Communication Skills, Smarter Decision
Making, Increased Digital Readiness

For Organizations: Reduced Manual Effort, Improved Operational Efficiency,
Faster Knowledge Access, Better Business Documentation, Higher Employee
Productivity, Increased Innovation Culture, Al-Ready Workforce



Why This Program?

- Business-Focused, Not Theory-Focused
- Real Corporate Use Cases

- Latest Al Tools & Trends (2026)

- Department-Specific Applications

- Practical Hands-On Learning

- Immediate Workplace Implementation

- Designed for Non-Technical & Technical Employees

Empowering Employees to Work Smarter, Faster, and More Efficiently with
Artificial Intelligence. %’

This proposal is ready to be shared with HR Heads, L&D Teams, Corporate
Clients, Educational Institutions, Banks, Manufacturing Companies, and
Enterprise Organizations.
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