“Training You Can Really Use”

Productivity Unleashed: Maximizing
Efficiency with ChatGPT and Al Tools

Duration: 2 Days
Method: Live Online Training

Course Description

This course is designed to equip public sector workers with the necessary knowledge and skills
to effectively utilize Al tools, with a specific focus on ChatGPT, in their day-to-day tasks.
Participants will gain hands-on experience in leveraging these tools to enhance productivity,
streamline workflows, and improve decision-making processes. Through practical examples and
interactive exercises, participants will also learn how to harness the power of Al tools while
ensuring ethical considerations and data privacy.

Target Audience
This course is intended for:
® Public Sector Workers.

Prerequisites
To attend this course, candidates must have:
® Basic computer skills.

Course Objectives
Upon successful completion of this course, attendees will be equipped with the knowledge and
practical skills to:

e Effectively utilize ChatGPT and other Al tools in their work.

® Foster innovation, efficiency, and informed decision-making within their respective roles.
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Course Topics

Module 1: Introduction to Al and ChatGPT
e Understanding the Basics of Artificial Intelligence and Its Applications in the Public Sector
® Exploring the Capabilities and Limitations of ChatGPT
e Ethical Considerations and Responsible Use of Al Tools

Module 2: Getting Started with ChatGPT
e Familiarizing Participants with the ChatGPT Interface and Functionality
® Navigating Through Various Options and Settings
e Understanding Input and Output Formatting for Optimal Results

Module 3: Enhancing Productivity with ChatGPT
e Using ChatGPT as a Personal Assistant for Information Retrieval and Task Management
® Automating Routine Tasks and Workflows Using Al Tools
® leveraging ChatGPT for Research, Data Analysis, and Report Generation

Module 4: Decision Support and Policy Analysis
® Harnessing ChatGPT's Analytical Capabilities for Data-Driven Decision-Making
® Applying Al Tools for Policy Analysis, Impact Assessment, and Scenario Modelling
® Evaluating Risks and Uncertainties Associated with Al-Generated Recommendations

Module 5: Maintaining Data Privacy and Security
e Understanding The Importance of Data Privacy in Al Applications
® Implementing Best Practices for Secure Data Handling and Storage
® Addressing Potential Biases and Ethical Concerns In Al-Generated Outputs

Module 6: Case Studies and Practical Applications
® Exploring Real-World Examples of Successful Al Integration in Government Operations
® Analysing Case Studies to Identify Challenges and Lessons Learned
¢ |dentifying Potential Use Cases for Al Tools Within Participants' Respective Government
Roles
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Course Topics Continued

Module 7: Legal and Regulatory Considerations
® Are There Existing Laws and Regulations Related to Al in the Government Sector?
® Understanding Compliance Requirements and Responsible Al Governance
® Implications of Al on Accountability, Transparency, and Citizen Trust

Module 8: Ethical Al and Future Trends
e Ethical Considerations in Al Development, Deployment, and Decision-Making
® Examining the Impact of Al on Society, Employment, and Public Service
® Exploring Emerging Trends and Advancements in Al Technology

EXERCISES, ACTIVITIES AND CASE STUDIES INCLUDED
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