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	Course Overview
Ready to supercharge your daily work and creativity? 
This course shows you how to use powerful AI tools like ChatGPT and Gemini and you don’t need tech skills needed! 
You’ll learn to write smarter emails, create stunning presentations, analyse data easily, and even do market research faster. 
Plus, we’ll help you stay ahead with AI trends and use AI responsibly. 
Whether you’re a student, professional, or just curious, this course gives you the confidence and skills to make AI your secret weapon every day.

Course Objectives
· Equip everyday users with essential knowledge and hands-on skills
· Enable confident AI use for communication, creativity, productivity, and data handling
· Foster responsible, ethical AI adoption


	Duration
2 days

Who Should Attend
· Professionals across various industries seeking to enhance workflows
· Students, creatives, marketers, and general knowledge seekers
· Anyone interested in practical AI use with little to no technical background

· 

Course Outline
	Module 1
	Module 1 : Introduction to AI & Generative AI

	
	· Understand fundamental AI concepts and terminology.
· Get familiar with popular AI tools like ChatGPT, Gemini, and Copilot.
· Recognize the impact of AI on everyday tasks and workflows

	Module 2
	Module 2 : The Power of Generative AI

	
	· Explore practical applications of generative AI for productivity.
· Understand ethical considerations and responsible AI use.
· Learn how AI boosts creativity and innovation

	Module 3
	Module 3 : AI for Communication

	
	· Master AI-assisted drafting of emails and proposals.
· Improve response effectiveness using AI tools.
· Streamline communication workflows with AI automation
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	Module 4 : Creating Effective Presentations
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	· Use AI to design visually appealing slides effortlessly.
· Automate notetaking and generate presentation summaries.
· Enhance storytelling and audience engagement with AI help
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	Module 5 : AI for Data Analysis

	
	· Utilize AI tools for quick and accurate data insights.
· Create easy-to-understand visualizations with AI assistance.
· Leverage AI for informed decision-making based on data

	Module 6
	Module 6 : AI for Strategy and Research

	
	· Use AI to support strategic planning and data gathering.
· Conduct market research and analyse emerging trends with AI.
· Generate comprehensive research insights for business initiatives.


              








	Module 7
	Module 7 : Building a Creative Mindset with AI

	
	· Use AI to brainstorm and ideate new concepts.
· Overcome creative blocks with AI-generated suggestions.
· Foster innovation through AI-powered creativity

	Module 8
	Module 8 : AI for Productivity and Daily Tasks

	
	· Automate routine activities like reminders and scheduling.
· Increase efficiency in daily workflows using AI tools.
· Integrate AI to simplify task management and organization

	Module 9
	Module 9 : Future Trends and Skills

	
	· Stay updated on emerging AI developments and tools.
· Commit to continuous learning and skill improvement.
· Understand ethical AI adoption for future readiness.
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