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Objectives

Audience
All Office Workers

Duration
06 Hours

Upskilling the office employees with 
AI tools: 15-25 hands-on demos using 8-10 tools.

Upskilling

Augmenting productivity and accelerating tasks 
and efficiency

Augmenting

Learning how to use AI as an assistant across all 
roles and departments

The AI Personal 
Assistant

Demystifying AI and Machine Learning concepts

Demystifying 
Technology

Establishing a foundational knowledge of AI at a 
hands-on level

Foundational 
Knowledge

Program Description

Class Size
25 maximum



Introduction 
to AI

What's NOT an AI
What is an AI
How Data Fuels AI
How much Data do you need to train your AI 
Real Life Examples of Narrow AI
What's the Relationship between AI and ML 
The Turing Test

01 Hour

Generative 
AI Assistants

Difference between Generative AI and Search Engines
Prompt Engineering: Roles, Modes, Frameworks, Tones, 
Format 
Live Demo: Chat GPT demos
Live Demo: Microsoft Copilot demos
Live Demo: Google Gemini demos
Live Demo: Claude demos

01 Hour

Generative AI for Office 
Work & Productivity

How Generative AI helps in the workplace: Emails, 
Presentations, Excel, Meetings 
Gen AI demo for Product teams
Gen AI demo for Financial Analysis
Gen AI demo for Human Resources
Gen AI demo for Marketing and Social Media 
Gen AI demo for Legal
Gen AI demo for Data Analysis
Gen AI demo for Programming

02 Hours

Generative AI for Art, 
Images, Design, A/V

Gen AI for Art, Images, Design 
Live Demo: DALL-E
Live Demo: Midjourney
Gen AI for Video & Animation 
Live Demo: Sora
Generative AI for Music & Audio 
Live Demo: Suno

01 Hour

Generative 
AI

Introduction to Generative AI
Where does Gen AI fit in the AI Diagram 
What are LLMs (Large Language Models) 
Introduction to Prompt Engineering 
What are Hallucinations?

15 Minutes
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