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In the ever-evolving landscape of the modern
workplace, one tool has emerged as a game-changer
for boosting productivity and unlocking new levels
of efficiency: Artificial Intelligence (Al).

Whether you're a seasoned professional or just
starting your career, the power of Al can
revolutionise the way you approach your daily tasks
and unlock new pathways to success.

Generative Al has applications in various fields,
including creative arts, content generation, data
augmentation, and simulation, and is already having
profound effects on businesses and the economy.

£31bn
could be added to
the UK GDP due to
increased
productivity from Al

64%

of businesses

believe that Al will
increase productivity

KPMG. ‘Productivity boost from Generative Al could add £31 billion of GDP to the UK economy’(2023)

Forbes Advisor, ‘24 Top Al Statistics And Trends In 2024’ (2023)

How to use this toolkit

This Al Productivity Toolkit is your guide to
harnessing the transformative potential of Al and
integrating it seamlessly into your workflow.

Through a series of practical insights, real-world
examples, and step-by-step instructions, you'll
discover how to leverage the latest Al tools and
techniques to streamline your workday, spark
creativity, and enhance your overall performance.

40%
of jobs will be

impacted by Al over
the next year


https://www.forbes.com/advisor/business/ai-statistics/
https://www.forbes.com/advisor/business/ai-statistics/
https://kpmg.com/uk/en/home/media/press-releases/2023/06/productivity-boost-from-generative-ai.html
https://kpmg.com/uk/en/home/media/press-releases/2023/06/productivity-boost-from-generative-ai.html
https://kpmg.com/uk/en/home/media/press-releases/2023/06/productivity-boost-from-generative-ai.html
https://kpmg.com/uk/en/home/media/press-releases/2023/06/productivity-boost-from-generative-ai.html
https://www.forbes.com/advisor/business/ai-statistics/

Understanding Al in context

Whatis AlI?

Artificial Intelligence has come a long way from its
early days of basic automation. Today, Al
encompasses a vast array of technologies, from

Understanding the evolution and capabilities
of Al is key to unlocking its full potential for
boosting your productivity.

predictive algorithms that can anticipate your needs
to sophisticated generative models that can
produce human-like content.

Predictive Al Generative Al

These systems use machine learning algorithms to
analyse data and make informed predictions or
recommendations.

The latest advancements in Al have given rise to
generative models, which can create original
content, from written text to visual art and
beyond.

Think of Al-powered chatbots that can provide
personalised customer support or intelligent
scheduling tools that optimise your calendar based
on your habits and preferences.

Tools like ChatGPT and Dalle-2 have the ability
to transform your ideas into tangible outputs,
sparking creativity and revolutionising content
creation.

Who are the big players?

If you are familiar with using Google, Bing and other search engines, we've taken these to a whole new level with
Al. Al can search the web and read multiple websites to give you a summary of a subject in a tone, language and

structure of your choosing.

Llama 3 Chat GPT Claude Perplexity
Run by Meta Run by Run by Run by
OpenAl Anthropic Perplexity

Gemini
Run by PaLM
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https://ai.meta.com/meta-ai/
https://chat.openai.com/
https://claude.ai/login?returnTo=%2F%3F
https://www.perplexity.ai/?focus=internet
https://gemini.google.com/app

Who uses Al?

Al is no longer confined to the realm of science
fiction; it is deeply integrated into the fabric of our
daily lives and workplaces. Across various
industries, organisations are harnessing the power
of Al to streamline operations, enhance customer
experiences, and drive innovation.

In the finance sector, Al-powered algorithms
analyse market data and provide investment
recommendations, helping professionals make

more informed decisions.

In healthcare, Al systems assist doctors in

And in the marketing world, Al-generated
content and personalised marketing

campaigns are becoming the norm, helping

businesses connect with their audiences
more effectively.

By understanding how Al is transforming

Success.

diagnosing diseases and developing personalised

treatment plans.

= ChatGPT 3.5 ©

e You

I need 10 social media posts promoting
our new eco-friendly smartphone
lineup. Highlight sustainability features
using a friendly, relatable tone that
resonates with millennial/Gen Z values.
Include visuals and relevant hashtags

© chacpT

Absolutely, let's craft those posts:

1. Post: #{" Introducing our latest
eco-friendly smartphone lineup!
Reduce your carbon footprint with
features like recyclable materials
and energy-efficient design.
#EcoTech #SustainableLiving

. Post: ¢ Upgrade to sustainability
with our new smartphone
collection! g Made from recycled
materials and packaged in
eco-friendly materials. Join us in
protecting o©  'anet! #GreenTech
#ReduceRe Vv :ycle

3. Post: % Makea positive impact on

'\/Iessage o o

Marketing Manager
Global Consumer

Electronics Company

X Thread [EE]

Draft a comprehensive
study protocol for our new
cancer immunotherapy drug
clinical trial. Cover overview,
eligibility, treatment, data
analysis, safety procedures,
and ethical considerations.
Follow guidelines and
industry best practices

:2 Sources ccgm -~

= Answer

To draft a comprehensive study protocol for
a new cancer immunotherapy drug clinical
trial, follow these guidelines and industry
best practices:

Overview

The study aims to evaluate the efficacy and
safety of a novel cancer immunotherapy

Clinical Study
Coordinator
Biotech Company

different industries, you can start to envision
how it can revolutionise your own work and
unlock new opportunities for growth and

= ChatGPT 3.5

e You

Draft detailed, engaging job
descriptions for Software Engineer,
Data Scientist, and Product Manager
roles. Accurately capture
responsibilities, qualifications, and
desired skills. Highlight our startup's
culture and values to attract top talent.

© chacpT

Certainly! Here are the job descriptions:
Software Engineer:

Role Overview: As a Software Engineer
at [Startup Name], you will play a
pivotal role in shaping our product's
architecture and driving innovation.
You'll work closely with
cross-functional teams to design,
develop, and deploy robust software
solutions that delight our users and
drive business or~*th.

v
Responsibilities

’\/Iessage C o

Talent Acquisition
Specialist
Tech Startup




Write effective prompts

The key to unlocking the full potential of Al lies in your ability to craft the right prompts. Just like with any
powerful tool, the quality of the input you provide directly influences the quality of the output you
receive. By mastering the art of prompting, you can ensure your Al assistant delivers the precise results

you need to boost your productivity.

What are prompts?

Prompts are the instructions you provide to your Al assistant, guiding it to generate the desired

content or complete a specific task. Crafting e
clarity, specificity, and creativity.

ffective prompts requires a delicate balance of

When your prompts are clear and concise, the Al can better understand your intent and produce
more accurate, relevant results. Conversely, vague or ambiguous prompts can lead to outputs

that miss the mark, costing you time and effor

t.

Write effective prompts |

Specificity

1
|
Q

The more details you can provide in your prompt, (
S

the better. Include specific instructions, context,
and relevant information to help the Al
understand exactly what you're looking for.

"Write a 300-word blog post on the benefits of
implementing a 4-day workweek in our organisation,
highlighting key considerations and practical tips for
businesses."

J 1\

tyle and tone

Tailor your prompts to match the desired style, tone, and
voice of the final output. This can help the Al generate

\

content that aligns with your brand or personal preferences.

“Draft a professional, concise email to our clients announcing the

launch of our new product line, using a formal, yet friendly tone."

J
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Role playing

engaging outputs. This can be particularl
character development.

leadership team. Provide a detailed 5-minu
audience, and key performance indicators."

Instructing the Al to take on a specific role or persona can lead to more creative and

"Pretend to be a marketing executive pitching a new social media campaign to our

\

y useful for tasks like creative writing or

te presentation outlining the strategy, target

J




Al at work: productivity
boosting tips

With your Al tools set up and ready to go, let's explore some of the ways you can leverage them to boost your
productivity and performance.

Summarising content (Prompt example

Digesting lengthy reports, articles, or documents can be "Please summarise the key points and

a time-consuming task. Use Al to quickly summarise key recommendations from the 50-page
information and identify the most relevant insights, sustainability report in 3 concise

saving you valuable time and effort. "
caragraphs.

' - (Prompt |
Learning & understanding rompt example

Al-powered tools can enhance your learning experience Provide a comprehe.nswe overview of the
by providing personalised content recommendations, latest devglop-ments. in renewable energy
answering questions, and offering unique perspectives technologies, including advantages,

on complex topics. challenges, and potential impact on the
anironment.”

Idea & content creation [Prompt example

Unleash your creativity with the help of generative Al. “Write a 500-word blog post on the benefits
From brainstorming novel concepts to drafting of implementing a 4-day workweek,

compelling copy, these tools can help you overcome highlighting key considerations and practical
writer's block and unlock new avenues for innovation. Qips for businesses."

Task automation [Prompt example

Free up your time and mental bandwidth by automating
repetitive, time-consuming tasks. Al can handle
everything from scheduling appointments to drafting
routine emails, allowing you to focus on higher-value
work.

“Create a detailed weekly schedule for my
sales team, including meeting times,
deadlines, and individual tasks, based on our
Cpcoming project timeline."




Make Al work for you

Now that you have a solid understanding of Al and its transformative potential, let's dive into the practical applications of

this technology in your daily work life.

By integrating Al tools and techniques into your workflow, you can streamline tasks, enhance your learning and
understanding, and unlock new levels of creativity and innovation.

Top tips for setting up your ChatGPT

Before you can start reaping the benefits of Al, it's
important to ensure your tools are properly configured
and optimised for your needs.

Adjust your language settings to your
preferred region and style

V

Customize ChatGPT

Custom Instructions

What would you like ChatGPT to know about you to provide better responses?

Always write in British English grammar and spelling.

How would you like ChatGPT to respond?

Respond in a professional but friendly tone.

Enable for new chats 0 Cancel a

J

As one of the most widely used generative Al assistants,
ChatGPT is a powerful tool for a wide range of tasks,
from content creation to task automation. To get the
most out of ChatGPT, be sure to:

Protect your data by disabling chat history
and training data in the settings

Settings
Turn off

@ General Chat history & training
I Speech

£ Data controls

® Security Shared links Manage

Export data Export

Delete account

J

Familiarise yourself with the tool’s capabilities and limitations

You
Please write the citations for this report

ChatGPT
Certainly, here are the citations for the report:

References:

¢ Department for Education. (2020). Sustainability and environmental management. Retrieved
from https://www.gov.uk/government/collections/sustainability-and-environmental-
management

¢ Higher Education Funding Council for England. (2019). Sustainable Development in Higher
Education: Consultation Report. Retrieved from
https://www.hefce.ac.uk/pubs/rereports/year/2019/sustaindev
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Please search Google for statistics on sustainability in the training sector

ChatGPT

| can't browse the internet, but | can tell you that finding specific statistics on sustainability in the
training sector may require searching through academic journals, government reports, or industry
publications. You might want to try searching on academic databases like Google Scholar, or you
could look for reports from government agencies or organisations focused on education and
sustainability. If you need assistance interpreting or summarising any statistics you find, feel free
to share them with me!




Be responsible with your use

Ethical Al Use: Balancing Identifying ethical risks

innovation with responsibility Before implementing any Al-powered solutions,
take the time to conduct a thorough ethical risk
assessment. This process involves examining the
potential impacts of the technology, both positive
and negative, and developing strategies to

mitigate any ethical concerns.

As you continue to explore and integrate Al
tools into your daily workflow, it's crucial to do
so with a strong ethical framework in place.
While the benefits of Al are numerous, there are
also important considerations around bias,
privacy, and the potential misuse of this
powerful technology.

(
Algorithmic bias

’ 4 D C' ‘ Ensure the Al models you use are trained on

S ; diverse, representative data to avoid

o~
. —
N 5
\ \ ) reinforcing harmful stereotypes or
y SN ‘l&i - \)

discriminating against certain groups.
r

L

r
Transparency and accountability

J
N

Data privacy

Establish clear guidelines for how
Al-generated outputs will be used and who will
be responsible for their implications.

Implement robust data management protocols
to protect sensitive information and maintain
compliance with relevant regulations.

\. \. J

Aligning Al with
organisational values

As you integrate Al into your workplace,
it's crucial to ensure that the technology
aligns with your company's core values
and ethical principles. This may involve:

\

Empowering your
employees

Providing training and resources to
help employees understand the
ethical implications of Al and how
to use the technology responsibly.

(Being agile

Regularly reviewing and
updating your Al practices to
address evolving ethical
considerations and regulatory
changes.

.

Developing Al governance
policies that outline acceptable
use cases, data handling
procedures, and oversight
mechanisms.

J
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Congratulations!

You've taken the first steps towards harnessing the power of Al to boost your productivity and
unlock new levels of success. But your journey doesn't end here. To continue exploring the
possibilities of this transformative technology, be sure to take advantage of the following
resources and support.
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Register Hello, Guest

3 Lessons

Lessons

Let’s rise together
All Lessons

Completed N s B Powered by UpSkill
Ready to dive in? V- Unlverse

Saved Lessons Log in to start your learning journey. If you haven’t signed 7_ : Empowering organisations and
up yet, use the code provided by your company to ) individuals through human-

complete the registration centered, and technology-

My Certificates enabled learning experiences
that bridge skill gaps, drive

societal impact, and foster a
workforce that is inclusive,
diverse and equitable

UPSKILL
"‘ UNIVERSE

88 Communities

Inclusion

i Course:th (5] i Course:th 5] il Course:th

Explore more courses in
the UpSkill Universe



https://lxp.upskilluniverse.com/lessons
https://lxp.upskilluniverse.com/lessons

Who is Upskiu Universe?

We develop programs to support the needs of underrepresented employees worklng
closely with |nst|tut|ons to dr|ve accessibility, progression, and impact.

Leveraglng our network of expert coaches, we prowde a people centrlc approach to
training, alongside practlcal tools and frameworks to encourage teams to drive Iastlng
change across an organlsatlon ‘

We use the latest technologles to ensure that people recelve the most engaglng, |nteract|ve
and |nsp|rat|onal learning experience pOSSIb|e

" Ourvisionis an eqU|tabIe world where everyone can access the skills they need to thrive :
regardless of their background. No matter where you are on your dlverS|ty and |ncIu5|on
" journey, we are here to help you every step of the way. % B

Please vis.i't us at vyww.UpSkiIIpni\rerse_.com. |
Qrganisations we ha\(e' s_upported' .

£ Goog'le Walmart '3:(. | ama,z,on um Mlcrosoft
HSBC ., /fndeed ‘ d' TikTO_k &Sontqnder‘i.

P

Click to connect W|th us

ﬁ‘@@@

.Speak with us.
+44(0) 204 576 9424 .
heIIo@Upsk|IIUn|verse com -
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https://www.instagram.com/upskillUniverse/
https://www.linkedin.com/company/upskill-universe
https://www.facebook.com/UpSkillUniverse/
https://www.youtube.com/c/Upskilldigital
https://twitter.com/UpSkillUniverse

