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Welcome
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Integrating AI into Your Work

We’re each on
our own path
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AI Basics

Assessing Your Business Needs

Crafting Your AI Integration Plan

Demo

Overcoming Barriers

Ethics and Best Practices

Next Steps and Resources
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Understanding AI:
The Basics Without the Jargon
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What is it?
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Prompt: AI in a nutshell



It’s a system that can perform
tasks at a highly accelerated rate
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Data ProvidedBase Data
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Prompt: AI as a really
helpful assistant
available 24/7
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AI—Shaping the Future of Business Today

Prompt: Email filters

Email Filters
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Prompt: Netflix

Personalized
Recommendations
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Voice Assisstants
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By OpenAI By Google By Anthropic
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AI Vs. Automation
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Related but different
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What can it do?
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Data
Analysis Ideation Drafting

Content
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Who is it for?
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1955
“AI” coined by John
McCarthy at Dartmouth
workshop
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AI will help us amplify the
work that we can do!
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3Assessing Your
Business Needs
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Identifying Pain Points
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Which tasks in your daily work are
repetitive or consume a significant

amount of your time?

IDENTIFYING PAIN POINTS
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Prioritizing Opportunities
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Impact Feasibility Low-Risk
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Impact
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Feasibility Low-Risk

Which of these tasks that, if automated,
would significantly improve efficiency.
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Impact
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Feasibility Low-Risk

What is the process currently like? Is it a
specific set of steps?
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Impact
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Feasibility Low-Risk

Start with areas where errors would have
minimal negative consequences.
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Setting Clear Goals
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Time

Customer
Satisfaction

Errors

Employee
Wellbeing
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3.5 Hours TBD
Time to complete task as of 10-30-2024 Time to complete task as of 02-15-2025
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Reduce customer email response time
by 40% within the next two months by
using AI-assisted drafting.
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EXAMPLE GOAL
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Decrease client onboarding time by
30% by automating invoicing and
proposal process.
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EXAMPLE GOAL

Integrating AI into Your Work



Decrease daily caffeine intake from 5
cups to 2 by using AI to handle tedious
data entry.
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EXAMPLE GOAL
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4Crafting Your AI
Integration Plan
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Start Small & Simple
Use a pilot project approach
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Selecting AI Tools
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Selecting AI Tools

Well-rounded
+ most popular
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Selecting AI Tools

Well-rounded
+ most popular

Integrates with Google Suite
+ Better Real Time Data
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STEP 2



Selecting AI Tools

Well-rounded
+ most popular

Integrates with Google Suite
+ Better Real Time Data

Security-first approach
+ large data processing
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Planning
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STEP 3

Roles Timelines Resources



Planning
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STEP 3

Roles Resources

Timelines
Week 1 to 2: Tool selection, initial testing, and documentation

Week 3 to 4: Pilot project implementation

Week 5: Review and adjustments

Week 6: Team Training



5Building Confidence
with Prompting
The Art of Asking
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AI responds best to clear and
specific instructions.
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Task
Context
Examples
Persona
Format
Tone
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Task
Context
Examples
Persona
Format
Tone

Mandatory

Important

Nice to have
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Task
Context
Examples
Persona
Format
Tone
urroz.ca

Could be a simple single task, or multiple baked into
one prompt

i.e. analyze this article, summarize the content, and
generate three action items.

Start the sentence with an action verb
i.e. generate, give, write, analyze
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In order to limit endless possibilities, ask yourself these
three questions:

What’s the user’s background?1.
What does success look like?2.
What environment are they in?3.

I’m a tourism marketing manager looking to create a list of
travel tips for people visiting Cornwall, Ontario, Canada in the
summer months. The visitors are coming from Ottawa (a big
city).

Task
Context
Examples
Persona
Format
Tone
urroz.ca
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Drastically improves the quality of your output

i.e. use the SWAT analysis method

i.e. pull inspiration from the following report

Task
Context
Examples
Persona
Format
Tone
urroz.ca
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Envision someone you wish you had instant access to and
assign it to ChatGPT

i.e. Act as a senior marketing manager with 20 years of
experience in place branding

i.e. Act as the prophetic storyteller Steve Jobs

Task
Context
Examples
Persona
Format
Tone
urroz.ca
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Helps ensure the output will be much more aligned with
the output you need.

i.e. Create a list of 10 travel tips in the form of a table with
the headers: “Travel Tip”, “Importance”, and “Example”

i.e. Create a new email. The email should follow the exact
same format as the one I will share below:
...

Task
Context
Examples
Persona
Format
Tone
urroz.ca

Integrating AI into Your Work



Provide keywords that describe the tone of voice you want
to convey.

Not sure the right word? Ask ChatGPT for help by explaining
the feeling you want to convey:
“I’m writing an email and I want to be taken seriously without
coming off as too stuck up and cringey. Can you please give me
a list of 5 tone keywords I can include in a prompt for Chat
GPT?”

And then select your top keywords to include in your prompt.

Task
Context
Examples
Persona
Format
Tone
urroz.ca
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BASIC PROMPT

Write a fun LinkedIn social post about Halloween
and Eastern Ontario tourism.
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BASIC RESPONSE
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Act as a social media strategist with a focus on community engagement.

You are based in Eastern Ontario and need to put together a social post for
Halloween and how it relates to tourism in our beautiful region.

Create a fun LinkedIn post highlighting the festivities found in the area—
identify real and specific places and activities people can go to/do. Keep it easy
to read, family friendly, and use relevant hashtags from Eastern Ontario. Write

it in a personable tone that encourages visitors from Ontario and Quebec.

STRUCTURED PROMPT
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Act as a social media strategist with a focus on community engagement.

You are based in Eastern Ontario and need to put together a social post for
Halloween and how it relates to tourism in our beautiful region.

Create a fun LinkedIn post highlighting the festivities found in the area—
identify real and specific places and activities people can go to/do. Keep it easy
to read, family friendly, and use relevant hashtags from Eastern Ontario. Write

it in a personable tone that encourages visitors from Ontario and Quebec.

PERSONA

CONTEXT

TASK FORMAT

FORMAT
& TONE

STRUCTURED PROMPT
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STRUCTURED RESPONSE
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Practice Makes Perfect
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Get to Know Your Settings
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6Demo
Using ChaptGPT
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Background

Let’s say we are part of a small team running a local tourism operation in Eastern Ontario. After a
busy season, we’ve collected hundreds of customer feedback forms regarding the events we put on
during the summer. Manually reading through all this feedback to identify common themes and
actionable insights is time-consuming and overwhelming. You need a way to efficiently process this
information to improve your events and address customer concerns promptly.
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Challenge

Overwhelmed by the volume of customer feedback; need to extract
key insights without spending days sifting through data.
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Goal

Use AI to quickly summarize feedback, identify common themes, and
prioritize areas for improvement.
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Tool of Choice
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Preparing Our Data Microsoft Excel Spreadsheet - 53 Total Responses
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Prompt

Act as a tourism operator in Eastern Ontario with an expertise in event planning and management.

After a busy summer season, we’ve collected several customer feedback forms regarding the events
we put on during the summer. Our goal is to take the feedback to make next year’s summer events
event better.

Analyze all 53 responses in the attached Excel spreadsheet, identify the average rating for Overall
Satisfaction, and provide a summary of the main themes found in the other three columns of “​​What
Did You Love About Our Events”, “What Needs Improvement”, and “Any Other Comments”.

urroz.ca
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Prompt

Act as a tourism operator in Eastern Ontario with an expertise in event planning and management.

After a busy summer season, we’ve collected several customer feedback forms regarding the events
we put on during the summer. Our goal is to take the feedback to make next year’s summer events
event better.

Analyze all 53 responses in the attached Excel spreadsheet, identify the average rating for Overall
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PERSONA

CONTEXT

TASK



Response
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Follow-Up Prompt

Based on the areas needing improvement, create a priority list of issues based on frequency and
impact, and then suggest potential solutions for each issue that we, as a small tourism team, could
implement cost-effectively with a high value to attendees.
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Follow-Up Response
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First go? Be sure to also review the
customer feedback yourself, and
then compare the findings.
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Next steps: Try it out

Start small

Evaluate Impact

Document

Expand

Share Findings
with Team
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7Adoption Barriers
The Elephant in the Room
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AI—Shaping the Future of Business Today

Prompt: The Unknown of AI

Fear of the
unkown
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AI—Shaping the Future of Business Today

Prompt: No Time for AI

No Time
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AI—Shaping the Future of Business Today

Prompt: Education &
training on AI

Education &
Training
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Prompt: Incremental
Implementation of AI

Incremental
Implementation
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Prompt: The value of AI

Demonstrate
the Value
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Foster a Supportive Environment

Team Involvement Celebrate Small Wins
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Ethics & Best Pactices
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Data Privacy
Be mindful & refrain from sharing confidential information
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Accuracy & Trust
Fact check key details
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Bias
Get all sides of the story
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Maintain the Human Touch
Add you back into the equation
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Jeff Su Courses Community

Integrating AI into Your Work

https://www.youtube.com/@JeffSu


Your Journey with AI
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The Roadmap
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1: Assess Your Business Needs 1.1 - Identify Your Pain Points - Repetitive & Time-Consuming
1.2 - Prioritize Opportunities - Impact, Feasibility, Low-Risk
1.3 - Setting Clear Goals - Measure success and set goals

2.1 - Start Small and Simple - Pilot Project approach
2.2 - Select Your AI Tools - Experiment
2.3 - Plan Implementation - Roles, Timeline, Resources

2: Craft Your Plan

3: Refine, Document, & Share
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Q&A
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Thank you
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