CO

QUEST

Professional Center

PROFESSIONAL TRAINING COURSE

Course No. 1237

Al Productivity Tools
Training Course

Al AUTOMATION & INTELLIGENT WORKFLOWS
ARTIFICIAL INTELLIGENCE & APPLICATIONS

DURATION DELIVERY
5 Days Classroom
QUEST TRAINING COMPANY guest-training.com

W74



QUEST TRAINING COMPANY COURSE NO. 1237

Course Overview

The Al Productivity Tools Training Course is designed to help professionals and organizations
leverage the latest artificial intelligence technologies to improve workplace productivity, streamline
business processes, and enhance operational efficiency. As Al-powered productivity tools become
an integral part of modern workplaces, organizations across government, banking, oil and gas,
healthcare, manufacturing, and corporate sectors are increasingly adopting these technologies to
automate routine tasks, improve collaboration, accelerate decision-making, and optimize business
performance. This course provides participants with the practical knowledge and strategic
understanding required to integrate Al productivity tools into their daily work while maintaining
quality, security, and governance.

This comprehensive training program focuses on the practical application of Al productivity tools for
business communication, document creation, presentations, data analysis, project management,
knowledge management, meeting assistance, workflow automation, and decision support.
Participants will learn how to select the right Al tools for specific business requirements, develop
effective prompting techniques, evaluate Al-generated outputs, and establish efficient workflows that
maximize productivity without compromising organizational standards or compliance requirements.

The course also explores how Al productivity tools support digital transformation initiatives by
reducing repetitive manual work, improving employee efficiency, enhancing collaboration across
departments, and enabling faster access to information and insights. Participants will gain hands-on
experience using Al to create reports, summarize documents, generate presentations, organize
information, automate administrative tasks, analyze business data, and support operational
excellence across various organizational functions.

Throughout the Al Productivity Tools Training Course, emphasis is placed on responsible Al
adoption, data privacy, cybersecurity awareness, Al governance, and ethical business practices. By
combining practical exercises, real-world case studies, and interactive workshops, the course
equips executives, managers, specialists, and professionals with the skills needed to confidently
implement Al productivity tools that support innovation, continuous improvement, and sustainable
organizational performance.
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Objectives

« Analyze daily business processes to identify opportunities for applying Al productivity tools
during the course.

» Develop practical skills for utilizing Al tools to improve workplace productivity and operational
efficiency.

» Evaluate various Al productivity platforms based on organizational needs, business functions,
and security requirements.

» Apply effective prompt engineering technigues to generate accurate, relevant, and high-quality
Al outputs.

» Design Al-assisted workflows that optimize task execution and reduce repetitive manual
activities.

* Improve business communication, reporting, documentation, and presentation development
using Al technologies.

e Strengthen time management and collaboration through intelligent Al-powered workplace
solutions.

* Implement responsible Al practices that support data privacy, governance, and organizational
compliance.

» Assess the impact of Al productivity tools using measurable performance indicators and
productivity metrics.

* Align Al productivity initiatives with organizational goals, digital transformation strategies, and
continuous improvement programs.

Who Should Attend

The Al Productivity Tools Training Course is designed for executives, senior managers, department
managers, office managers, project managers, operations managers, digital transformation leaders,
innovation managers, HR professionals, business analysts, knowledge management specialists,
administrative professionals, and decision-makers seeking to improve organizational productivity
through artificial intelligence.

The course is particularly valuable for professionals working in government entities, ministries,
public sector organizations, banks, financial institutions, oil and gas companies, energy
organizations, healthcare providers, manufacturing companies, telecommunications organizations,
logistics companies, educational institutions, and large corporations undergoing digital
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transformation initiatives.

It is also suitable for business professionals, consultants, team leaders, executive assistants,
marketing professionals, customer service managers, communications specialists, IT professionals,
and anyone responsible for improving operational efficiency, managing information, enhancing
collaboration, or supporting organizational performance through Al-enabled workplace solutions. No
technical or programming background is required.

Learning Outcomes

* By the end of the Al Productivity Tools Training Course, participants will be able to:

» Utilize Al productivity tools to enhance workplace efficiency and streamline daily business
activities.

» Select the most appropriate Al tools based on specific business requirements and organizational
objectives.

* Create effective prompts that produce accurate, relevant, and professional Al-generated outputs.

* Produce high-quality reports, business documents, presentations, and professional
communications using Al.

* Improve time management and task prioritization through Al-assisted productivity technigues.

* Analyze business information and generate meaningful summaries to support informed decision-
making.

« Automate repetitive administrative and operational tasks using Al-powered productivity solutions.

* Apply responsible Al practices while ensuring data privacy, information security, and
organizational compliance.

* Integrate Al productivity tools into existing business workflows to improve collaboration and
operational performance.

* Develop an implementation plan for adopting Al productivity tools that supports continuous
improvement and digital transformation.
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Course Outline

DAY 01

Introduction to Al Productivity Tools

» Understanding artificial intelligence and workplace productivity
» Overview of Al productivity tools and business applications
* ldentifying productivity opportunities across organizational functions

» Selecting Al tools for different business requirements

PRACTICAL WORKSHOP

Assessing Al productivity opportunities within participants' organizations

DAY 02

Prompt Engineering and Al Content Creation

* Fundamentals of effective prompt engineering
» Creating professional business documents using Al
» Developing reports, proposals, and executive presentations

« Using Al for communication, writing, editing, and content generation

PRACTICAL WORKSHOP

Creating professional business deliverables with Al productivity tools

DAY 03

Al for Business Operations and Workflow Optimization

» Al-assisted email management and meeting productivity
 Intelligent task management and workflow automation
» Al-powered information management and knowledge organization

» Data analysis, summarization, and decision support using Al
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DAY 03 — CONTINUED

PRACTICAL WORKSHOP

Designing Al-enhanced workflows for operational excellence

DAY 04

Responsible Al and Enterprise Best Practices

» Evaluating the quality and reliability of Al-generated content
« Al governance, ethics, and responsible business use
» Data privacy, cybersecurity, and organizational compliance

* Managing risks associated with Al productivity tools

PRACTICAL WORKSHOP

Developing organizational guidelines for responsible Al adoption

DAY 05
Implementing Al Productivity Across the Organization

 Integrating Al productivity tools into business processes
» Measuring productivity improvements and business performance
» Building organizational Al adoption and change management strategies

» Future trends in Al productivity and intelligent workplace technologies

FINAL WORKSHOP

Developing a practical Al Productivity Tools implementation roadmap, organizational action
plan, and continuous improvement strategy for sustainable business success.
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