Course: Al at the Office - MBK A/S

Do you want to use Al to work smarter, faster and more efficiently?

Do you want to explore how Al can automate routine tasks?

Do you want to save time and make your working day easier with Al tools?
Do you want practical ai training that can be used directly at work?

Do you want to use Al for research, writing and document analysis?

Do you want an ai course with hands-on exercises and concrete examples?

This course gives you a practical introduction to artificial intelligence and how it can be used in
everyday office tasks.

Whether you work with documentation, planning, communication or data, you will learn how Al
can support your work.

The course is relevant for employees and teams who want to use Al in a responsible, practical
and effective way.

Outcome:
After the course, you will be able to:

e Understand the basic principles behind generative Al.

e Know how Al can be used in practical work situations.

e Use Al tools to automate time-consuming tasks.

e Improve writing, analysis, planning and presentations with Al.

e Save time by integrating Al into your daily workflow.

e Reduce manual work and create more room for important tasks.

e Use Al to generate new ideas and better solutions.

e Work responsibly with Al, ethics, data security and reliable results.

Content:
The course covers the following topics:

e Introduction to generative Al.

e What Al is, how Al works and which tools are most relevant.
e Practical techniques for writing effective prompts.

* Al for text writing, documentation and task solving.

e Al for data handling, analysis and reporting.

e Creating texts, reports, summaries and visual material.
e Integrating Al tools into existing work processes.

e Examples of how Al can support idea development.

e Using Al to find solutions to complex challenges.
 Ethical and responsible use of Al in the workplace.

e Future trends and new opportunities within Al.

Form:

The course is interactive and combines short presentations with hands-on exercises.
You will work with practical tasks based on realistic workplace situations.

The course gives you experience in using Al tools in a safe and structured way.
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Course: Al at the Office - MBK A/S

Kursusindhold

Al Introduction
What are the latest developments within Generative Al?
How can Al revolutionise office work?

Text Writing
How do | produce complex and nuanced content with Al?
Which techniques ensure that Al-generated text matches my desired tone?

E-mail Management
How do | implement a sophisticated Al-assisted e-mail strategy?
Can Al help me prioritise and categorise e-mails more effectively?

Document Management
How do | perform complex text analysis on large volumes of documents with Al?
Can Al identify patterns and insights across different document types?

Report Generation
How do | create dynamic, data-driven reports with Al?
Which advanced visualisation techniques can Al help me implement?

Research and Information Search
How do | carry out comprehensive literature reviews with Al?
Can Al training help me identify and validate reliable information sources?

Custom Al Assistants
How do | design and implement specialised Al tools?
Which strategies optimise and maintain my custom GPTs over time?

Productivity and Workflow
How do | integrate Al tools seamlessly into complex work processes?
Which metrics measure and optimise the effect of Al on my productivity?

Ethical Considerations
How do | navigate the ethical grey areas of intensive Al use?
How do | develop and implement a responsible Al policy?
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Course: Al at the Office - MBK A/S

Kursusprogram

Course Programme

The participants’ wishes and needs form the basis of the course programme.
The topics we cover, and how much time we spend on each topic, depend on
you.

We take great care and are happy to tailor the courses to your needs.The
following is an example of what a programme may look like.

Day 1.
9:00 —10:30
In-depth introduction to Generative Al in office work.

10:45-12:15
Advanced Al-assisted text writing.

13:00 — 14:30
Strategic document management with Al.

14:45 - 16:00
E-mail optimisation and communication strategy with Al.
Review and reflection.

Day 2:
9:00 - 10:30
Advanced report generation and data analysis with Al.

10:45 - 12:15
In-depth Al-based research and information search.

13:00 — 14:30
Design and implementation of custom Al assistants.

14:45 - 16:00
Productivity optimisation and ethical considerations.
Summary, action plans and conclusion.
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Course: Al at the Office - MBK A/S

Pris og praktisk
Al courses are often more effective when time is invested in preparation, allowing the course to
be tailored to your specific needs. The price of Al courses depends on the amount of

preparation required.
Call or email us for pricing information.

Kontakt os i dag - TIf. +45 3543 4474 - mail@mbk.dk

Fra https://www.mbk.dk/kursus/internt-ai-at-the-office/
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