The Al Skills Playbook (2026 Edition)

A Practical Guide to Becoming Al-Ready for Work, Business & Career
Growth
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Chapter 1

Why Al Skills Matter

Artificial Intelligence is no longer a future technology—it is becoming a core workplace
capability. Professionals who understand how to use Al effectively can often complete
tasks more efficiently, improve decision-making, and create higher-quality outputs.

Al is increasingly being applied to:

e Office administration
e Marketing

e Finance

e Customer support

e Human resources

e Manufacturing

e Healthcare

e Education

e Engineering

Al Doesn't Replace Everyone

Al is most effective when combined with human judgment, creativity, communication, and
domain expertise.

Chapter 2
The Al Skills Pyramid

AT Leadership Cﬂ

Strategic AI Decision Making

AT Business Transformation



AT Automation & Workflow Design
Advanced Prompt Engineering
AI Productivity & Daily Work

Basic AI Usage & Understanding

Higher levels build on foundational Al literacy and practical experience.

Chapter 3
Beginner Al Skills

Learn to:

v Write better emails

v Summarise meetings
v Create reports

v Brainstorm ideas

v Translate languages

v Explain complex topics
v Rewrite documents
Recommended tools

e ChatGPT
e Microsoft Copilot
e Google Gemini

e Claude
e Perplexity
Chapter 4

Professional Al Skills

Professionals should know how to:

* Analyse documents



e Create presentations

e Write proposals

e Prepare meeting minutes

e Produce standard operating procedures
e Generate project plans

e Create policies

e Prepare training materials

Chapter 5
Business Al Skills

Business leaders can use Al to:

* Reduce operational costs

e Improve customer service

* Increase employee productivity
e Accelerate product development
e Support strategic planning

* Analyse competitors

e Forecasttrends

Chapter 6
Prompt Engineering

A good prompt often includes:

Role

Act as an HR Manager

Task

Create a hiring interview guide.

Context

Hiring a Quality Engineer with 5 years of experience.

Constraints

Use behavioural interview questions only.



Output

Presentin a table.

This structured approach typically produces more relevant and consistent results than
short, vague prompts.

Chapter 7
Al Research Skills

Use Al to:

e Summarise research papers
e Compare products

* Analyse competitors

e |dentify industry trends

e Build literature reviews

e Generate market insights

Always verify important findings with reliable sources, especially for decisions involving
legal, financial, medical, or regulatory matters.

Chapter 8
Al Productivity Skills

Daily uses include:

e Email drafting

* Meeting summaries

e Calendar planning

e To-do lists

* Document reviews

e Spreadsheet formulas
* Report writing

Estimated productivity improvements vary by task and workflow, so treat Al as an assistant
rather than a guaranteed time-saver.

Chapter 9



Al Marketing Skills

Examples include:

e Social media posts

* Blog writing

e SEO articles

e Marketing campaigns
e Email newsletters

e Ad copy

e Video scripts

e Product descriptions

Chapter 10
Al Sales Skills

Use Al for:

e Sales proposals

e Customer profiling

e Sales emails

e Follow-up sequences
e CRM notes

e Objection handling

e Sales forecasting

Chapter 11
Al for HR

Applications include:

e Job descriptions

e Interview questions

e Performance reviews

e Training plans

* Employee engagementideas
e Learning content

e Competency frameworks



Chapter 12
Al for Finance

Tasks Al can support include:

Budget planning
Financial summaries
Expense categorisation
Variance analysis
Dashboard creation
Forecasting assistance

Chapter 13
Al Customer Service

Examples:

Chatbots

FAQ generation

Knowledge bases
Complaint responses
Customer sentiment analysis

Service quality reports

Chapter 14
Al Automation Skills

Examples:

Email automation
CRM workflows
Document generation
Approval processes
Data entry

Invoice processing
Reporting

Popular platforms:

Microsoft Power Automate
Zapier



Make

n8n

Chapter 15
Al Data Analysis

Learn to:

Analyse Excel files
Build dashboards
Generate charts
Detect trends
Identify anomalies

Produce executive summaries

Chapter 16
Al Content Creation

Create:

Articles

eBooks
Infographics
Videos

Podcasts
Training materials
Newsletters
LinkedIn posts

Useful tools include:

ChatGPT

Claude

Gemini

Canva Magic Studio
HeyGen

Gamma

Suno



Chapter 17
Al Presentation Skills

Al can help:

e Design slides

e Create speaker notes

e Produce visual diagrams

e Build training decks

e Generate executive presentations

Tools:
e Gamma
e Canva

e Microsoft PowerPoint Copilot
e Beautiful.ai

Chapter 18
Al Decision Making

Al can support decisions by:
e Comparing options
e Conducting SWOT analyses
e Assessing risks
* Building decision matrices
e Scenario planning
e Forecasting outcomes

Final decisions should still account for business context, stakeholder input, and
professional judgment.

Chapter 19
Al Ethics & Security

Good Al practices include:
v Protect confidential information

v Verify Al-generated facts



v Check for bias

v Respect copyright and licensing
v Comply with company policies

v Follow data protection regulations

v Keep a human review process

Chapter 20

90-Day Al Mastery Roadmap

Week Goal

1-2 Learn Al fundamentals

34 Practise prompt writing

5-6 Automate repetitive tasks

7-8 Create reports and presentations

9-10 Use Al in daily work

1-12 Integrate Al into business processes

13 Build an Al portfolio and document your results

Al Skills Checklist

o Write effective prompts

o Summarise complex documents
o Analyse spreadsheets

o Create presentations

o Generate reports

o Automate workflows



o Create marketing content

o Build chatbots

o Use Al responsibly

o Evaluate Al outputs critically

o Learn new Al tools continuously

Top Al Tools by Category

Category Recommended Tools
General Al ChatGPT, Claude, Gemini
Research Perplexity, ChatGPT
Productivity Microsoft Copilot, Notion Al
Design Canva Magic Studio
Presentation Gamma, PowerPoint Copilot
Video HeyGen, Synthesia
Images Midjourney, Adobe Firefly
Coding GitHub Copilot

Automation Zapier, Make, n8n

Audio Suno, ElevenLabs

Final Thoughts

Al is rapidly becoming a foundational workplace skill. The greatest value often comes from
combining Al with human expertise rather than relying on Al alone. Professionals who
continually learn, experiment, and apply Al responsibly will be better positioned to adapt to
changing roles and create value for their organisations.





