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What am I already 

doing that AI can 

help with?



1. Auditing Repetitive Tasks

2. Collaborate with AI

3. Save time with AI

4. Build your AI action plan

Agenda



Auditing Repetitive Tasks



Prompting

Giving specific 

instructions to an AI 

tool so it can achieve 

what you want it to do

Prompt like a pro



gemini.google.com

Activity
Prompt like a pro



Write a prompt to delegate a task

Prompt like a pro

Help me with [task].

You’re a [persona].

The output should be [format].

You should know that [context].

Here are some [references].



Iterate for a better result

● Add more details to your task, persona, 

format, context or references

● Break up the prompt into several 

shorter ones

● Switch to a similar but different task 

● Add constraints or limitations for 

your output

Prompt like a pro



Build a prompt library

Save your most effective 

prompts in a document or 

spreadsheet for easy 

access the next time you 

need a little help from AI

Prompt like a pro



Collaborate with AI



Built for multimodality

Ask Gemini

text

images

codevideo

audio

Prompt like a pro



Demo

A conversational experience 

available in the Gemini app on 

Android and iOS that lets you 

have a natural, free-flowing, 

back-and-forth conversation 

with Gemini using your voice

Collaborate with AI



Prompt like a pro

and more.



Collaborate with AI





Save time with AI



Demo
Save time with AI

notebook.google.com

Add Sources Ask Questions Listen to Understand



Source: Small Business & Entrepreneurship Council

Small business owners report a 

median weekly savings of 

13 hours
due to AI tools

Save time with AI

https://sbecouncil.org/wp-content/uploads/2023/10/SBE-Small-Business-AI-Survey-Oct-2023-FINAL.pdf


Assess

ACT responsibly

what the AI experience produces – its output – for accuracy, bias, and potential 

harms.

the effects of using AI, including privacy and security implications.

clients and coworkers about your use of AI tools.

Consider

Tell

Save time with AI



Build your AI 
action plan



Build your AI fluency and get more done. 
With 20+ hands-on activities, you’ll 
master the skills to use AI as a partner in 
your daily work. You'll learn to delegate 
routine tasks and build real, job-ready 
solutions you can put to use right away.

grow.google/ai
Build your AI action 

plan

grow.google/business

Google AI Professional 
Certificate
COURSE     7-10 HOURS

Build your AI fluency and get more done. With 20+ 

hands-on activities, you’ll master the skills to use 

AI as a partner in your daily work. You'll learn to 

delegate routine tasks and build real, job-ready 

solutions you can put to use right away.

Get started

Make AI Work for You

U.S. businesses can now access the Google AI 
Professional Certificate at no cost to train their 

employees. Terms apply - visit grow.google/business



Examine what you’re already doing, 
and test how AI can help.

Commit to trying this 3 times 
today.

Start a new habit:



Small Group Deep Dive:

4 Available Spots

Deep
Dive

smartbrandkit.com/coach
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Questions?



Next Steps

30



Advanced

Google Career Certificates

Digital Marketing 

& E-commerce

Project

Management

Cybersecurity IT SupportData 

Analytics

UX Design

Business Intelligence Advanced Data Analytics IT Automation with Python

grow.google/certificates

AI Professional

Entry level



For small businesses

No-cost access to the 

AI Professional Certificate

plus three months of Google 

Workspace Business Standard

grow.google/business



Thank you!
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