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Introduction
In the world of logistics and supply chains, the Mailroom represents the beating heart of receiving,
distribution, and materials management operations within an organization. Modern mailrooms face
significant challenges; from increasing shipment volumes, to the need for precise tracking, and optimizing
distribution processes while reducing human errors.

This is where Generative AI Gen AI emerges as an innovative solution that enables Mailroom Specialists to
overcome these challenges with high efficiency. Using AI, inventory management can be improved,
shipment tracking automated, warehouse organization optimized, and distribution errors minimized.

The course "Integrated Generative AI for Mailroom Specialists" has been designed to equip Mailroom
Specialists with the necessary skills to use Google's Gemini model in improving their daily operations. The
course focuses on practical applications in inventory management, shipment tracking, distribution
optimization, and task scheduling, while emphasizing the safe and responsible use of data.

Course Objectives
This course aims to empower the Mailroom Specialist with an integrated set of cognitive and applied skills,
summarized in the following objectives:

1. Building a Theoretical Foundation in Generative AI: Understanding the difference between traditional
and Generative AI, and comprehending possible applications in logistics and inventory management.

2. Mastering Gemini in Logistics Operations: Recognizing Gemini's capabilities in inventory
management, shipment tracking, and distribution optimization.

3. Mastering Effective Logistics Prompt Writing: Learning how to formulate precise prompts to obtain
useful results in shipment tracking, inventory management, and task scheduling.

4. Smart Inventory Management Applications: Using AI in package tracking, warehouse organization,
error reduction, and improving packing and loading operations.

5. Distribution Process Optimization: Employing Gemini in task scheduling, priority organization, and
optimizing shipping and delivery processes.

6. Compliance and Security in Logistics: Adhering to security policies and protecting shipping and
customer data, ensuring responsible use of AI.



Course Outlines
Level: Foundational + Applied
Duration: 2 Days 8 Training Hours
Target Audience: Mailroom Specialist

Day 1: Fundamentals and Concepts

1.1 Course Opening and Introduction

Topics Covered:

• Welcoming participants and ice-breaking activities
• Reviewing course objectives and expected outcomes for the Mailroom Specialist
• Defining Generative AI and its importance in logistics
• Overview of modern mailroom challenges and how AI can address them
• Setting expectations and ground rules for participation

1.2 In-Depth Introduction to AI and Generative AI

Topics Covered:

• Definition of Artificial Intelligence: Understanding what AI is and its evolution in logistics
• Traditional AI vs. Generative AI: Explaining the difference between traditional systems and generative

models capable of analysis and prediction
• How Large Language Models Work: How they learn and generate new outputs
• AI Applications in Inventory and Distribution:

Improving inventory management
Demand forecasting
Optimizing distribution routes
Reducing human errors

• Real-World Examples from Logistics: How companies use AI in mailrooms
• AI Limitations: What AI cannot do in the logistics context

1.3 Introduction to Gemini and Its Logistics Capabilities

Topics Covered:



• What is Gemini? Overview of Google's multimodal model
• Gemini's Capabilities in Inventory Management and Shipment Tracking:

Analyzing inventory data
Real-time shipment tracking
Predicting potential delays
Suggesting storage and distribution improvements

• Gemini Use Cases in the Mailroom:
Warehouse organization
Task scheduling
Generating shipping reports

• Multimodal Capabilities: Image analysis shipping labels, barcodes, documents
• Access and Interface: How to use Gemini in the mailroom environment

1.4 Safe and Responsible Use of AI

Topics Covered:

• Organizational Security Policies: Understanding policies related to using AI tools
• Shipping and Customer Data Protection:

Protecting sensitive customer information
Protecting shipping information and addresses
Data retention policies

• Logistics Information Security:
Handling sensitive shipping documents
Protecting price lists and contracts
Best practices for secure usage

• Verifying Output Accuracy: Ensuring accuracy of tracking and distribution information
• Incident Reporting: Procedures for handling security incidents

1.5 Fundamentals of Effective Logistics Prompt Writing

Topics Covered:

• What is a Prompt? Definition and importance
• Key Components of an Effective Logistics Prompt:

Role: Defining the logistics expert role
Context: Providing information about inventory, shipments, and customers
Task: Specifying the required task precisely
Format: How to structure the response
Constraints: Information or procedural boundaries

• Examples of Good vs. Bad Prompts in the Logistics Context
• Iterative Prompting Techniques: Refining the prompt for better accuracy
• Few-Shot Prompting: Providing examples to improve output quality



1.6 Practical Exercises on Logistics Prompt Writing

Topics Covered:

• Exercise 1: Shipment Tracking: Writing a prompt to track a specific shipment and estimate its arrival
time

• Exercise 2: Inventory Management: Creating a prompt to analyze inventory levels and suggest
reordering

• Exercise 3: Warehouse Organization: Writing a prompt to suggest a new warehouse organization
method

• Exercise 4: Task Scheduling: A prompt to schedule daily distribution tasks
• Exercise 5: Shipping Report: Writing a prompt to generate a report on delayed shipments
• Group Discussion: Reviewing and evaluating exercise outputs

1.7 Day 1 Summary and Q&A Session

Topics Covered:

• Comprehensive review of Day 1 concepts
• Summary of logistics applications of Generative AI
• Answering participants' questions
• Preview of Day 2's applied content

Day 2: Specialized Applications in the Mailroom

2.1 Day 1 Recap and Review

Topics Covered:

• Retrieving key concepts through interactive questions
• Reviewing logistics prompt writing techniques
• Addressing any remaining queries
• Setting the stage for advanced applications

2.2 Advanced Generative AI Applications in Inventory Management

Topics Covered:



• Smart Package Tracking:
Real-time shipment tracking
Predicting delivery delays
Notifying customers of shipping updates
Analyzing causes of recurring delays

• Smart Warehouse Organization:
Suggesting optimal storage locations
Improving material movement within the warehouse
Reducing package search time
Organizing shelves based on order frequency

• Reducing Logistics Errors:
Verifying label and address accuracy
Detecting errors before shipping
Confirming package matches the shipping order
Reducing distribution errors

• Inventory Data Analysis:
Forecasting future demand
Identifying most used materials
Managing reorder points
Analyzing demand seasonality

2.3 Practical Exercises for Improving Packing and Loading Operations

Topics Covered:

• Exercise 1: Packing Optimization: Writing a prompt for Gemini to suggest optimal packing method
for a specific package considering weight and size

• Exercise 2: Loading Optimization: Requesting a suggestion for truck loading arrangement to reduce
unloading time

• Exercise 3: Waste Reduction: Writing a prompt to analyze packaging waste and suggest material
reduction

• Exercise 4: Tracking Automation: Creating a prompt to generate tracking links for customers
automatically

• Exercise 5: Returns Management: Requesting a plan to improve the returns management process

2.4 Generative AI in Distribution Optimization

Topics Covered:



• Smart Task Scheduling:
Determining delivery priorities
Distributing tasks among workers
Estimating time for each task
Considering peak times

• Shipping Process Optimization:
Selecting optimal shipping carriers
Comparing costs
Determining optimal delivery times
Handling urgent shipments

• Logistics Priority Organization:
Classifying shipments by importance
Scheduling large and small shipments
Managing premium customer orders
Handling emergency situations

• Distribution Route Optimization:
Organizing shortest routes
Reducing delivery time
Considering traffic conditions
Geographic distribution of shipments

2.5 Comprehensive Applied Workshop Solving a Real Logistics Problem

Topics Covered:

• Workshop Structure:
Dividing participants into teams
Assigning a real logistics problem scenario to each team

• Sample Scenarios:
Repeated delays in deliveries to specific customers
Warehouse disorganization and poor storage efficiency
Frequent errors in shipping addresses
Increasing return volume without clear reason
Frequent shortage of packaging materials

• Work Methodology:
Using Gemini to analyze the problem
Identifying root causes
Developing a comprehensive improvement plan
Generating a recommendation report
Presenting short and long-term solutions

• Team Presentations and Discussions:
Each team presents their solutions
Peer feedback
Extracting best practices



2.6 Course Summary, Assessment, and Conclusion

Topics Covered:

• Comprehensive Review: Summarizing all concepts from both days
• Short Quiz: Assessing theoretical and practical knowledge
• Course Evaluation Survey: Collecting participant feedback
• Closing Recommendations: Steps for continued skill development
• Certificate Distribution

Conclusion
At the conclusion of this course, the Mailroom Specialist will have acquired a set of skills and tools enabling
them to transform the mailroom into an intelligent and efficient logistics hub. Through mastering Gemini
and effective logistics prompt writing, participants are now capable of improving inventory management,
accelerating shipment tracking, and organizing distribution operations with high efficiency.

Applying AI in the mailroom is not just about improving current processes—it is a redefinition of how
internal logistics operations work. These skills will help reduce errors, save time, improve customer
satisfaction, and contribute to achieving the organization's digital transformation goals.


