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Overview

ChatGPT Foundations for Effective Workplace Use Course is a five-day foundation course for professionals
and business users, who leave with a Personal ChatGPT Usage Playbook. Participants frame tasks, structure
prompts, refine responses, apply ChatGPT to writing, research, summaries, analysis, and action lists, verify
claims and assumptions, and protect sensitive information. Agile Leaders Training Center provides training
in ChatGPT foundations for workplace use.

Who Should Attend

• Business users responsible for routine writing, research, and analysis
• Operations teams responsible for summaries, action lists, and task support
• Communication teams responsible for drafts, tone, and audience adaptation
• Administrative teams responsible for documents, notes, and follow-up
• Managers responsible for reviewing AI-assisted work and decisions

The course assumes participants use common workplace digital tools and leaves out coding, model
development, workflow automation, and technical administration.

Departments and Industries

The course supports effective ChatGPT use across business functions and service and production sectors.

• Operations, administration, projects, and shared services
• Marketing, communication, sales, and customer service
• Human resources, finance, procurement, and management
• Healthcare, financial services, retail, and professional services
• Manufacturing, logistics, education, and hospitality

Learning Objectives

By the end of this course, participants will be able to:

• Analyze a work task before using ChatGPT
• Build prompts with task, context, constraints, and output criteria
• Apply follow-up questions to refine useful responses
• Use ChatGPT for writing, summaries, research, and analysis
• Evaluate claims, assumptions, tone, completeness, and privacy
• Build a personal ChatGPT usage playbook



Course Agenda

Day 1: Task Framing and Use Boundaries

• Work Task and Desired Outcome Canvas
• ChatGPT Use-Case Suitability Checklist
• Human Judgment and Decision Ownership Map
• Sensitive Information Input Boundary Guide
• Task Success and Review Criteria

Day 2: Prompt Structure and Refinement

• Task-Context-Constraint Prompt Template
• Audience, Tone, and Output Format Specification
• Example and Reference Material Selection
• Follow-Up Question and Clarification Loop
• Prompt Revision and Result Comparison Log

Day 3: Everyday Workplace Applications

• Business Writing and Rewrite Brief
• Meeting Note and Action List Template
• Document Summary and Key-Point Grid
• Research Question and Source Plan
• Basic Analysis and Option Comparison Table

Day 4: Output Verification and Responsible Use

• Claim and Source Verification Checklist
• Assumption, Omission, and Bias Review
• Tone, Accuracy, and Completeness Check
• Privacy and Acceptable Input Decision Gate
• Human Review and Correction Record

Day 5: Effective ChatGPT Use Practice

• Suggested Exercise: Frame a Suitable Work Task
• Suggested Exercise: Build and Refine a Structured Prompt
• Suggested Exercise: Create and Review a Workplace Output
• Suggested Exercise: Verify Claims and Privacy Boundaries
• Capstone Exercise: Personal ChatGPT Usage Playbook

Practical Exercises

The course uses suggested activities to turn routine work into reviewed ChatGPT practices.



• Suggested activity: define a task, outcome, suitability, human owner, information boundary, and
success criteria

• Suggested activity: write and refine prompts using context, constraints, examples, format, tone, and
follow-up questions

• Suggested activity: create writing, summaries, action lists, research questions, and option
comparisons for workplace cases

• Suggested activity: verify claims, sources, assumptions, omissions, bias, tone, completeness, privacy,
and corrections

FAQs

Who suits ChatGPT foundations for effective workplace use training?

ChatGPT foundations training suits professionals, business users, operations teams, communication teams,
administrators, and managers beginning to use AI-assisted work. It assumes routine digital-tool experience,
not technical expertise.

How does ChatGPT foundations training differ from advanced workflow automation?

ChatGPT foundations training focuses on individual task framing, prompt structure, refinement, common
work outputs, verification, and responsible use. Advanced workflow automation connects multiple steps,
systems, handoffs, controls, and exception paths.

What makes a useful ChatGPT prompt for workplace tasks?

A useful prompt states the task, relevant context, audience, constraints, source material, expected format,
tone, quality criteria, and what should be checked or clarified before the response is used.

How should beginners verify ChatGPT outputs?

Beginners should compare factual claims with reliable sources, inspect assumptions and missing context,
test calculations, review tone and completeness, protect sensitive information, and make a responsible
human decision.

Which workplace tasks suit foundational ChatGPT use?

Suitable tasks include drafting, rewriting, summarizing, extracting action items, preparing questions,
comparing options, structuring notes, and exploring ideas when a person reviews and corrects the output.

Conclusion

Participants take back a Personal ChatGPT Usage Playbook linking suitable tasks, prompt structures,
follow-up methods, output checks, privacy boundaries, and review responsibilities. It makes individual
working practices visible and repeatable. It supports more consistent prompting, verification, correction,
and responsible use in everyday work.


