Generative Al at Work: Benefits, Boundaries & Best Practices

Generative Artificial Intelligence (Al) can streamline routine tasks, spark fresh ideas, and support more thoughtful
decision-making. But it’s not a substitute for what makes us uniquely human. This handout will outline what Al
does best, what Al can’t replace, and how to use Al judiciously at work. When you balance Al’s efficiency with

your human edge, you’ll not just stay relevant, you’ll become irreplaceable!

What Al Does Best: Acting as a Co-Pilot
Regardless of your job, generative Al can help you with the following:

1 Automating Repetitive & Administrative Tasks

Al effortlessly handles routine work such as drafting emails, preparing reports, summarizing meetings, and
managing basic documentation, freeing up valuable time for meaningful projects.

2 Accelerating Data Analysis & Insight Generation

It can swiftly process large datasets, detect trends, forecast outcomes, and support informed decision-making
much faster than manual methods.

3 Amplifying Creativity & Ideas

As a creative partner, Al helps brainstorm ideas, draft campaigns, design visuals, and prototype concepts,
sparking fresh thinking without the risk of creative burnout.

4 Improving Customer & Internal Experiences

Through chatbots, virtual assistants, and intelligent workflows, Al delivers efficient customer support, handles
routine inquiries, and enhances engagement, allowing humans to focus on nuanced interactions.

5 Enabling Consistent Scalability & Speed

Al maintains high-quality output across large volumes, whether generating product descriptions, reports, or
code, at a scale and pace that human fatigue can’t match.

6 Enhancing Accommodation and Inclusion Support

Al can make learning and training more flexible, personalized, and inclusive, especially for employees with
different abilities or needs.

What Al Can’t Replace: The Human Touch

Generative Al may excel at repetitive, data-heavy, or predictable tasks, but it cannot replicate the following
skills or responsibilities. By developing these human abilities through continuous upskilling and further
education, you ensure your role remains indispensable in an Al-driven world.
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How to Use Al Judiciously: Embracing Your Potential Co-Pilot
By following these steps, you can harness the power of Al while maintaining responsibility and trust.

l Define Clear Boundaries for Al Use

Check with management to set policies on which Al platforms are approved, which tasks Al can handle (e.qg.,
drafting, brainstorming), and what must remain human-driven (e.g., sensitive client matters or decisions).

2 Protect Sensitive Information

Avoid entering confidential, personally identifiable, or proprietary data into public Al tools. Use only approved
and secure platforms for storing private information.

3 Master Prompt Engineering

Use specific, well-structured prompts. Add context, tone, and word limits to steer Al toward useful, inclusive,
and focused outputs. Refine as needed.

4 Maintain Human Oversight

Always review Al outputs! Fact-check data and add your expertise before sharing results.

5 Use Al Across Workflow Stages

Integrate Al from ideas - drafting = visual design - summarizing for end-to-end productivity benefits.

O Foster Continuous Learning & Upskilling

Encourage regular Al training and experimentation with your co-workers. Host workshops, share tips internally,
and keep skills and prompts fresh as tools evolve.

[ set Up Governance & Accountability

Track prompts and usage, log outputs, and monitor for bias or security issues. Establish oversight procedures
with your management team and clarify who is responsible.

8 Be Transparent About Al Involvement

Label Al-generated content where appropriate and ensure colleagues and clients know it's Al-assisted.

By embracing Al as a collaborative tool, supported by transparent governance, oversight, and ethical practices,
you’ll unlock sustainable value while staying relevant. To stay ahead of the curve, it is important to
continuously improve your Al Literacy.
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