Al for Workplace Productivity ------

Leverage artificial intelligence (Al) tools and techniques to enhance productivity in the

workplace. Use Al to automate routine tasks, improve decision-making, manage time o RS

effectively, and enhance collaboration. The course will cover practical applications of Al

across various productivity tools and platforms.

Group classes in NYC and onsite training is available for this course.
For more information, email corporate@nobledesktop.com or visit:
https://www.nobledesktop.com/classes/ai-workplace-productivity

hello@nobledesktop.com ¢ (212) 226-4149

Course Outline

Introduction to Al & Workplace Productivity

Overview of Al
o Definition and importance of Al in the workplace

o Examples of Al applications in different industries

Benefits of Al Productivity
o Enhancing efficiency and accuracy

e Automating repetitive tasks

Al-Powered Task Management

Using Al for Task Automation
o Automating to-do lists and reminders with Al assistants (e.g. Microsoft To Do, Google Tasks)

o Setting up intelligent workflows with tools like Zapier and IFTTT

Al in Project Management
o Utilizing Al features in project management (e.g. Trello, Asana)

o Predictive project analytics for better planning and execution

Enhancing Communication with Al

Al in Email Management
o Automating email sorting and responses with tools like Gmail's Smart Reply and Microsoft Outlook's Focused Inbox

¢ Using Al to schedule meetings and manage calendars (e.g. x.ai, Microsoft Cortana)

Al-Powered Chatbots
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o Setting up chatbots for internal and external communication (e.g. Slack bots, Microsoft Teams bots)

o Improving customer service with Al chatbots

Data Analysis & Decision-Making

Automating Data Analysis
o Using Al tools for real-time data analysis and reporting (e.g. Power Bl, Tableau)

o Predictive analysis for business insights

Al in Decision Support
e Leveraging Al to make data-driven decisions

e Scenario planning and forecasting with Al tools

Time Management & Scheduling

Al for Personal Productivity
o Using Al to optimize daily schedules (e.g. Timeful, Google Calendar's Al features)

e Automating time tracking and reporting (e.g. RescueTime, Clockify)

Smart Meeting Scheduling
o Al tools for finding optimal meeting times (e.g. Doodle, Microsoft FindTime)

o Virtual meeting assistants for note-taking and follow-ups (e.g. Otter.ai, Fireflies.ai)

Enhancing Collaboration & Teamwork

Al in Collaboration Tools
¢ Enhancing team collaboration with Al features in tools like Slack, Microsoft Teams, and Zoom

o Automating document collaboration and version control (e.g. Google Docs, Microsoft Word)

Virtual Collaboration Platforms
o Using Al to facilitate remote work and virtual team collaboration

« Enhancing virtual meetings with Al-driven insights and analytics

Automating Routine Administrative Tasks

Al for Document Management
¢ Automating document creation and formatting (e.g. Grammarly, Microsoft Word's Editor)

¢ Using Al for document search and organization (e.g. DocuSign, Evernote)

Workflow Automation
o Setting up automated workflows for common administrative tasks (e.g. Microsoft Power Automate, Zapier)

o Integrating Al into existing business practices

Enhancing Creativity & Innovation

Al Tools for Creative Work
¢ Using Al to generate ideas and content (e.g. Copy.ai, Jasper)

¢ Enhancing design work with Al tools (e.g. Canva, Adobe Sensei)
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Al-Driven Innovation
e Leveraging Al for product development and market research

o Using Al to identify trends and opportunities

Practical Applications & Case Studies

Real-World Examples of Al in Workplace Productivity
o Case studies from various industries

o Best practices and lessons learned

Hands-On Projects
o Developing Al-powered productivity solutions

« Implementing Al tools in a workplace scenario

Future Trends & Continuous Learning

Emerging Trends in Al & Productivity
o The future of Al in the workplace

e Preparing for advancements in Al technology

Resources for Continuous Learning
o Staying updated with new Al tools and features

o Professional development opportunities in Al and productivity
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