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Introduction

In todayls fast-changing professional world, artificial intelligence is no longer a distant vision [ itls an indispensable
tool that enables professionals to work smarter, faster, and more creatively. From drafting contracts and building
presentations to managing schedules and communications, Al is transforming how we handle both daily tasks and
strategic projects.

Mastering Al Tools for Professional and Administrative Tasks is a comprehensive course designed to give you the
practical skills and knowledge to seamlessly integrate Al into your workflow. Through hands-on activities and real-
world applications, you will learn how to leverage cutting-edge Al tools to boost productivity, enhance quality, and
gain a competitive edge in your field.

Course Objectives

Understand the fundamentals and workplace applications of Al.

Use Al to create presentations and professional documents.

Generate and review contracts using Al tools.

Organize tasks, schedules, and follow-ups with Al-powered assistants.
Identify the most effective Al tools for specific professional domains.

Course Outlines
Day 1: Introduction to Al and lts Role in the Workplace

e What is Al? Basics and evolution.

* Traditional Al vs. generative Al.

e Ethics, data privacy, and safety.

» Office use cases.

Top Al Tools: ChatGPT, Claude, Notion Al, Microsoft Copilot, Google Gemini.

Day 2: Writing Effective Al Prompts Prompt Engineering

¢ Crafting precise and efficient prompts.

e Structures for summaries, emails, reports, and creative work.
Troubleshooting and refining Al outputs.

Techniques for optimal results.

Recommended Tools: Poe.com, TypingMind, ChatGPT Playground.

Day 3: Creating Professional Presentations with Al

e Automating slide content generation.

¢ Al-powered slide design and formatting. UK Traininig
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¢ Generating visuals, diagrams, and data charts.
* Hands-on: Build a full presentation with Al.
e Top Tools: Beautiful.ai, Tome, Gamma, Canva + Magic Write.

Day 4: Drafting Contracts and Official Documents

Legal Al tools: uses and limitations.

* Creating contracts with Al service, consultancy, NDA.

e Ensuring accuracy and compliance.

Hands-on: Draft a service or employment contract.

Top Tools: Spellbook, DoNotPay, Lawrina Al, ChatGPT with legal templates.

Day 5: Managing Emails and Correspondence

e Composing formal messages and replies.

e Summarizing conversations and email chains.

e Automating updates, invites, and reports.

¢ Best Tools: Superhuman, Gmail Smart Compose, Missive, Flowrite.

Day 6: Task and Schedule Management

* Smart scheduling and calendar prioritization.

¢ Al-driven time management and meeting automation.

e Reminders and follow-ups.

e Connecting Al with productivity platforms.

e Top Tools: Motion, Reclaim.ai, x.ai, Notion + Al, Trello Al.

Day 7: Integration and Customization

e Selecting tools for your role and industry.

¢ Designing a daily Al-powered workflow.

e Balancing Al use with human judgment.

e Future trends: Al agents, predictive Al, real-time copilots.

¢ Final Project: Create a real-world workflow using multiple Al tools.

* Recommended Tools: Zapier, Otter.ai, Fireflies.ai, Microsoft Power Bl + Copilot.

Why Attend This Course: Wins & Losses!

Gain hands-on skills to enhance productivity and efficiency.

Automate and simplify administrative tasks with Al.

Improve the quality and impact of documents, presentations, and communications.
Strengthen decision-making with Al-driven insights.

Save time and focus on strategic priorities.

e Gain a competitive edge with advanced technology adoption.

Build confidence in choosing and customizing Al tools for your needs.

Conclusion
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By the end of this course, you will have a comprehensive, practical understanding of integrating Al into professional
and administrative work. You will develop the skills and confidence to design efficient, flexible, and innovative
workflows, boosting both personal and organizational performance [ and positioning yourself as a forward-thinking
professional ready to excel in an Al-driven future.
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