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ALTAWAIL Consulting & Training

Leveraging Artificial Intelligence
at Work

What Will | Benefit?

*

Participants will gain a practical understanding of how
artificial intelligence can be used to improve
productivity, enhance decision-making, and streamline
daily workflows in modern work environments. They
will explore how Al tools support tasks such as data
analysis, communication, automation, problem-solving,
and project management, allowing professionals to
work smarter and more efficiently.

Throughout the program, participants will learn how to
integrate Al into their everyday responsibilities, select
the right tools for different tasks, and apply Al safely
and ethically within organizational guidelines. The
training will also help them build confidence in using Al
to generate insights, automate repetitive work, and
enhance creativity. By the end of the course,
participants will be equipped with the skills and
understanding needed to leverage Al effectively and
responsibly in their professional roles.

Course Objectives

At the end of this course, the participants should be able

to:

*

Understand key concepts of artificial intelligence and
its applications at work.

Identify opportunities to enhance productivity using Al
tools.

Use Al for tasks such as writing, analysis, research, and
problem-solving.

Automate repetitive processes and improve workflow
efficiency.

Apply Al safely, responsibly, and in line with
organizational policies.

Improve decision-making through Al-driven insights.
Evaluate different Al tools and choose the right ones for
specific tasks.

Enhance creativity and communication using Al
support.
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Target Audience &

* Administrative and office professionals

* Managers and team leaders

* Business analysts and coordinators

* HR and support teams

* Anyone looking to improve workflow efficiency using Al

* Employees transitioning into tech-enabled work
environments

Course Outline

il

» Understanding Artificial Intelligence
* What Al is and how it works
* Types of Al tools commonly used in the workplace
* Al trends shaping modern industries
» Al for Productivity & Workflow Efficiency
* Automating repetitive administrative tasks
* Smart scheduling, reminders, and workflow
optimization
* Al tools for project management and task
organization
» Al for Communication & Writing
* Drafting emails, reports, and documents using Al
* Improving grammar, structure, and clarity
* Creating presentations and summaries with Al
support
» Data Analysis & Decision Support
* Using Al for financial, operational, and business
insights
* |dentifying patterns and trends
* Creating dashboards and visualizations with Al
tools
» Al for Research & Information Gathering
* Speeding up research, fact-checking, and content
creation
* Extracting insights from large volumes of
information
* Knowledge management using Al
» Creativity & Innovation with Al
* Brainstorming ideas and generating creative
content
* Designing charts, visuals, and workflow diagrams
* Enhancing product and service innovation
> Responsible Use of Al in the Workplace
* Data privacy, confidentiality, and organizational
policies
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* Ethical considerations and avoiding misuse
* Ensuring accuracy and minimizing Al risks
» Al Tools Demonstrations
* Hands-on practice with widely used Al platforms
* Selecting and evaluating Al tools for different roles
* Real case examples of Al adoption at work

Target Competencies

+ Digital literacy and Al adoption

* Analytical and problem-solving skills
*  Workflow automation

* Data-driven decision-making

* Professional communication

* Creativity and innovation

* Ethical and responsible Al use

Course Methodology

This training course will be carried out through the use of
best practices and the right combination of engaging and
purposeful tools such as:

% Practical, relevant case studies

* Group activities and workshops

* Related role plays

* Experiential learning

* Brainstorming

* Stimulating mental activities

* Engaging team competitions

* Suitable training Videos

* Presentations

* Self-assessments

* Learning with Simulations and Games

Course Information
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Date oyl Location glaall Language aolll Fees pquyll
14-18/6/2026 Khobar p1all English (njulai] 7300 SR
6-10/9/2026 Riyadh Lyl Arabic (uye 7300 SR
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Date oyl Location jlaall Language aolll Fees pquyll
27-31/12/2026 Jeddah 629 English cpjulail 7300 SR
Remarks =B albolo
* Fees do not include value added tax dalaoll daydll dyps Jouini U pguigl *
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