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Detailed Course Outline & Outcome Mapping (Capability-Based)
1. Course Information
· Duration: 3 Days (8:00 AM – 3:00 PM) 
· Delivery Mode: In-Person 
· Target Audience: Employees, team leaders, and professionals seeking to enhance productivity, decision-making, and workflow efficiency using artificial intelligence 
· Course Language: English 
2. Course Overview
This program is designed to enable participants to translate AI capabilities into measurable productivity improvements, enhanced decision-making, and optimized workflows within their roles.
It provides a structured and practical understanding of how artificial intelligence can be leveraged in modern workplaces, focusing on real-world applications across key business functions such as communication, data analysis, research, and content creation.
Through hands-on application and guided practice, participants will learn how to select appropriate AI tools, integrate them into daily tasks, and apply them responsibly within organizational contexts.
By the end of the course, participants will be able to confidently use AI to improve performance, streamline processes, and support more effective and data-driven work outcomes.
3. Capability-Based Learning Framework
The program adopts a capability-based learning progression, guiding participants from awareness of artificial intelligence concepts to practical application and workflow optimization within real workplace contexts.
	Level
	Description

	Awareness
	Recognize AI concepts, terminology, and business relevance

	Understanding
	Explain AI mechanisms and identify use cases

	Working Knowledge
	Use AI tools with guidance

	Applied
	Independently apply AI in work scenarios

	Optimization
	Improve workflows, automate tasks, and select optimal tools


4. Learning Objectives (Aligned with Capability Levels)
Upon completion of the program, participants should be able to:
	Code
	Learning Objective
	Capability Level

	LO1
	Understand AI concepts, history, and key components
	Awareness

	LO2
	Identify opportunities to apply AI in the workplace
	Understanding

	LO3
	Use AI tools for writing, communication, and productivity
	Working Knowledge

	LO4
	Apply AI in data analysis and decision-making
	Applied

	LO5
	Use AI for research and information gathering
	Applied

	LO6
	Create professional content using AI tools
	Applied

	LO7
	Automate workflows and repetitive tasks using AI
	Optimization

	LO8
	Evaluate and select appropriate AI tools for different tasks
	Optimization

	LO9
	Apply AI responsibly and ethically within organizational guidelines
	Understanding

	LO10
	Develop practical AI-driven action plans for workplace implementation
	Optimization


5. Course Structure & Outcome Mapping
	Unit
	Key Topics
	Linked LOs
	Capability Level
	Activity Type
	Assessment

	Unit 1: AI Fundamentals
	Concept, history, evolution, key milestones
	LO1
	Awareness
	Presentation, discussion
	MCQs

	Unit 2: AI Foundations
	Machine Learning, Deep Learning, NLP, Computer Vision
	LO1, LO2
	Understanding
	Visual explanation, examples
	Quiz

	Unit 3: AI in Business
	Productivity, decision-making, labor market impact
	LO2
	Understanding
	Case studies, discussion
	Scenario-based

	Unit 4: LLMs & AI Tools
	ChatGPT, LLMs, practical applications
	LO3, LO5
	Working Knowledge
	Hands-on practice
	Practical tasks

	Unit 5: AI for Productivity
	Writing, communication, automation tools
	LO3, LO7
	Applied
	Tool-based exercises
	Application tasks

	Unit 6: Data Analysis with AI
	Insights, visualization, forecasting
	LO4
	Applied
	Data exercises
	Scenario-based

	Unit 7: AI for Research
	Research tools, knowledge extraction
	LO5
	Applied
	Guided activities
	Output evaluation

	Unit 8: AI for Creativity
	Content creation, presentations, visuals
	LO6
	Applied
	Creation exercises
	Project

	Unit 9: Automation & AI Applications
	Workflow automation, micro apps
	LO7
	Optimization
	Hands-on building
	Practical submission

	Unit 10: Ethics & Governance
	Responsible and ethical AI use, risks, and policies
	LO9
	Understanding
	Discussion, reflection
	Case analysis

	Unit 11: AI Action Planning
	Implementation and integration planning
	LO8, LO10
	Optimization
	Workshop
	Final project


6. Delivery Plan (Timetable Overview)
Day 1 (8:00 AM – 3:00 PM)
Objectives: LO1, LO2, LO3
	Time
	Topic
	Activity
	Assessment

	08:00 – 08:30
	Introduction & Pre-Assessment
	Presentation + assessment
	MCQs

	08:30 – 09:50
	Unit 1: AI Fundamentals
	Discussion, concept explanation
	Questions

	09:50 – 10:00
	Break
	—
	—

	10:00 – 11:00
	Unit 2: AI Foundations
	Visual explanation, examples
	Quiz

	11:00 – 11:10
	Break & Prayer Time
	—
	—

	11:10 – 12:00
	Unit 3: AI in Business
	Case studies, discussion
	Scenario-based

	12:00 – 13:00
	Lunch Break
	—
	—

	13:00 – 15:00
	Unit 4: LLMs & AI Tools
	Hands-on practice
	Practical tasks


Day 2 (8:00 AM – 3:00 PM)
Objectives: LO3, LO4, LO5, LO6
	Time
	Topic
	Activity
	Assessment

	08:00 – 08:30
	Recap & Reflection
	Discussion
	Questions

	08:30 – 09:50
	Unit 5: AI for Productivity
	Tool-based exercises
	Application tasks

	09:50 – 10:00
	Break
	—
	—

	10:00 – 11:00
	Unit 6: Data Analysis with AI
	Practical exercises
	Scenario-based

	11:00 – 11:10
	Break & Prayer Time
	—
	—

	11:10 – 12:00
	Unit 7: AI for Research
	Guided activities
	Output evaluation

	12:00 – 13:00
	Lunch Break
	—
	—

	13:00 – 15:00
	Unit 8: AI for Creativity
	Content creation
	Project


Day 3 (8:00 AM – 3:00 PM)
Objectives: LO7, LO8, LO9, LO10
	Time
	Topic
	Activity
	Assessment

	08:00 – 08:30
	Recap & Alignment
	Discussion
	Questions

	08:30 – 09:50
	Unit 9: Automation & AI Applications
	Hands-on building
	Practical submission

	09:50 – 10:00
	Break
	—
	—

	10:00 – 11:00
	Unit 10: Ethics & Governance
	Discussion, case analysis
	Case-based

	11:00 – 11:10
	Break & Prayer Time
	—
	—

	11:10 – 12:00
	Unit 11: AI Action Planning
	Workshop
	Final project

	12:00 – 13:00
	Lunch Break
	—
	—

	13:00 – 15:00
	Post-Assessment & Course Feedback
	Test + survey
	Post-test + Feedback


7. Activity Quality & Learning Approach
The training program is designed based on the 70-20-10 learning model, ensuring a balanced and effective learning experience that emphasizes practical application and workplace relevance:
· 70% Experiential Learning:
Hands-on use of AI tools, real-world applications, and task-based exercises 
· 20% Social Learning:
Group discussions, collaboration, and shared problem-solving 
· 10% Formal Learning:
Structured explanations of concepts and frameworks 
This approach ensures that learning is translated into practical capability, behavioral change, and measurable performance improvement at both individual and organizational levels.
8. Assessment & Outcome Measurement
Assessment Approach
· Pre-training assessment to establish baseline knowledge 
· Continuous formative assessment during training 
· Post-training assessment to measure knowledge and application 
Capability Progression & Outcome Mapping
	Capability Level
	Learning Outcome
	Measurement Method

	Awareness
	Understand AI concepts and terminology
	MCQs, discussions

	Understanding
	Explain AI applications in business
	Scenario-based questions

	Working Knowledge
	Use AI tools with guidance
	Guided exercises

	Applied
	Perform real tasks using AI tools
	Practical assignments

	Optimization
	Improve workflows and automate processes
	Final project


9. Learning Design Alignment
The program is designed to create a structured and measurable learning journey that progresses from awareness to practical application, ensuring that participants can translate learning into real workplace impact.
Pre-Training Assessment
Please answer the following questions.
1. Which of the following best describes Artificial Intelligence?
a) A system that only stores data
b) A system that performs tasks requiring human intelligence
c) A system used only for programming
d) A system that replaces all human jobs
2. Which of the following is a common application of AI in the workplace?
a) Manual data entry
b) Predictive analytics
c) Paper filing
d) Physical storage
3. Name two areas where AI can improve productivity:
4. Which of the following is an example of a Large Language Model (LLM)?
a) Excel
b) ChatGPT
c) PowerPoint
d) Photoshop
5. Using AI tools without checking outputs may lead to:
a) Increased accuracy
b) Faster results with no risk
c) Errors or incorrect information
d) Better decision-making automatically
6. Which task can AI assist with?
a) Writing emails
b) Data analysis
c) Research
d) All of the above
7. What is one concern when using AI tools at work?
8. AI can help decision-making by:
a) Ignoring data
b) Providing insights from data
c) Replacing all managers
d) Slowing down processes
9. Have you used any AI tool before? If yes, name one:
10. What do you expect to gain from this course?
A. Pre-Training Assessment Alignment Matrix (Capability-Based)
	Q#
	Question Type
	Topic
	Learning Objective (LO)
	Capability Level
	Purpose

	1
	MCQ
	AI Concept
	LO1
	Awareness
	Assess basic understanding of AI definition

	2
	MCQ
	AI Applications in Workplace
	LO2
	Awareness
	Identify awareness of AI use cases in business

	3
	Open
	AI for Productivity
	LO2
	Understanding
	Assess ability to recognize productivity improvement areas

	4
	MCQ
	Large Language Models (LLMs)
	LO1
	Awareness
	Concept recognition (LLM = concept/tool category)

	5
	MCQ
	AI Risks & Accuracy
	LO9
	Awareness
	Assess awareness of risks in AI usage

	6
	MCQ
	AI Capabilities
		LO2



	



	Awareness
	Identify awareness of AI-supported tasks and capabilities

	7
	Open
	AI Ethics & Concerns
	LO9
	Understanding
	Evaluate awareness of ethical considerations and risks

	8
	MCQ
	AI in Decision-Making
	LO2 
	Understanding
	Assess understanding of AI role in decision-making

	9
	Open
	AI Tool Usage
	LO3
	Working Knowledge
	Identify prior exposure to AI tools

	10
	Open
	Learning Expectations
	-
	-
	Capture expectations and learning goals


B. Assessment Design Logic (Pre-Assessment)
· Focus: Awareness + Initial Understanding + Prior Experience 
· Capability Coverage: Awareness → Working Knowledge (baseline only) 
· Purpose: 
· Establish participants’ starting point 
· Identify familiarity with AI tools and concepts 
· Capture expectations for learning alignment
Post-Training Assessment
Please answer the following questions.
1. Which of the following best describes how AI improves workplace productivity?
a) By increasing manual work
b) By automating repetitive tasks
c) By reducing communication
d) By avoiding data use
2. Name two AI tools you can use for workplace productivity:
3. Which of the following is the BEST use of AI in decision-making?
a) Ignoring data insights
b) Using AI outputs without validation
c) Analyzing data to support decisions
d) Replacing human judgment completely
4. A colleague asks you to write a report quickly. What is the BEST approach?
a) Write it manually only
b) Use AI to generate and refine content
c) Copy content without checking
d) Ignore the task
5. You receive AI-generated data analysis. What should you do first?
a) Use it immediately
b) Verify and validate the results
c) Share it without review
d) Delete it
6. Which task is BEST suited for AI automation?
a) Strategic decision-making
b) Routine repetitive tasks
c) Confidential negotiations
d) Leadership evaluation
7. You need to research a topic quickly. What is the BEST approach?
a) Search randomly
b) Use AI research tools to gather and summarize information
c) Avoid using tools
d) Wait for others
8. Which of the following reflects responsible AI use?
a) Sharing sensitive data with AI tools
b) Ignoring data privacy policies
c) Using AI within organizational guidelines
d) Relying only on AI decisions
9. Identify and briefly describe one task in your work that you can automate using AI:
10. Write one action you will implement immediately using AI:
11. How can AI support creativity in your work?
12. What is one risk of using AI incorrectly?
End of Assessment
B. Post-Training Assessment Alignment Matrix (Capability-Based)
	Q#
	Question Type
	Topic
	Learning Objective (LO)
	Capability Level
	Purpose

	1
	MCQ
	AI Productivity
	LO2
	Understanding
	Measure understanding of how AI improves productivity

	2
	Open
	AI Tools for Productivity
	LO3
	Working Knowledge
	Assess ability to identify relevant AI tools

	3
	MCQ
	AI in Decision-Making
	LO4
	Applied
	Evaluate ability to apply AI in decision-making scenarios

	4
	Scenario (MCQ)
	AI for Communication & Writing
	LO3
	Applied
	Assess ability to apply AI tools in real work tasks

	5
	Scenario (MCQ)
	Data Validation & AI Output
	LO4
	Applied
	Evaluate critical thinking and validation of AI outputs

	6
	MCQ
	AI Automation
	LO2
	Understanding
	Assess understanding of automation opportunities

	7
	Scenario (MCQ)
	AI for Research
	LO5
	Applied
	Evaluate ability to use AI for efficient research

	8
	MCQ
	Responsible AI Use
	LO9
	Understanding
	Assess awareness of ethical and responsible AI practices

	9
	Open
	Workflow Automation
	LO7
	Optimization
	Evaluate ability to identify automation opportunities

	10
	Open
	AI Implementation
	LO10
	Optimization
	Assess ability to translate learning into action

	11
	Open
	AI for Creativity
	LO6
	Applied
	Evaluate ability to use AI for creative tasks

	12
	Open
	AI Risks & Limitations
	LO9
	Understanding
	Assess awareness of risks and limitations


C. Assessment Design Logic (Post-Assessment)
· Focus: Application + Decision-Making + Behavior Change 
· Capability Coverage: Understanding → Applied → Optimization 
· Purpose: 
· Measure knowledge retention and practical application 
· Evaluate decision-making using AI tools 
· Assess readiness to implement AI in real work scenarios 
· Validate ability to optimize workflows and apply responsible AI practices


Practical AI Task and Assessment Rubric
Purpose: assess demonstrated workplace application of AI through a completed task, output validation and a justified workflow improvement. This assessment supplements the knowledge test; it does not establish sustained workplace performance improvement.
Task brief
Select one routine workplace task, such as drafting a report, summarizing source material, analyzing a small dataset or producing a communication. Use a fictional or anonymized example and an organization-approved AI tool. Complete the task and show where human judgment and checking remain necessary.
Submit the following evidence:
A short task brief defining the audience, intended outcome, inputs and success criteria.
The initial prompt, at least one refinement and a short explanation of the changes.
The AI draft and the final edited output, with material corrections identified.
A validation record showing how claims, calculations or source references were checked, including any remaining limitations.
A before-and-after workflow showing the proposed improvement, human review point and one measure to test later. Label any time saving as an estimate unless directly measured.
Suggested administration: use a 60-minute practical task within the final assessment block: 40 minutes to complete the work, 10 minutes to organize evidence and 10 minutes for assessor review and learner explanation. Reviewers may adjust the schedule to the cohort. The remaining final block accommodates the knowledge test and participant feedback.
Scoring scale
	Score
	Achievement level

	3
	Meets the criterion independently, with complete, accurate evidence and a justified decision.

	2
	Meets the main requirements; minor omissions or limited prompting do not undermine the outcome.

	1
	Partially meets the criterion; substantial gaps or repeated guidance remain.

	0
	No usable evidence, or the criterion is not met.




Practical performance criteria
Award 0–3 for each criterion using the scale on the preceding page. Judge the submitted work and the learner’s explanation together; do not infer capability from self-report or tool names alone.
	Criterion and linked objectives
	Observable standard for full achievement
	Score

	1  Task and tool selection
LO2, LO8
	Defines a useful task, audience and success criteria; explains why the selected tool fits the task and identifies its limitations.
	___ / 3

	2  Prompting and refinement
LO3, LO5, LO6 as relevant
	Provides appropriate context, constraints and output requirements; improves the prompt after reviewing the first result and explains the revision.
	___ / 3

	3  Accuracy and validation
LO4, LO5, LO9
	Checks material claims, calculations or citations against reliable inputs; records corrections and acknowledges uncertainty. A fluent output alone earns no credit for validation.
	___ / 3

	4  Responsible use
LO9
	Uses fictional or properly anonymized inputs, follows stated tool and data rules, considers relevant bias or copyright issues, and retains accountable human review.
	___ / 3

	5  Usable final output
LO3, LO4 or LO6
	Produces an output that meets the task brief and audience needs; makes necessary edits and explains how quality was checked against the success criteria.
	___ / 3

	6  Workflow improvement and transfer
LO7, LO10
	Maps a feasible before-and-after workflow, identifies the AI-supported step and human checkpoint, and proposes a measurable trial. If claiming implemented automation, demonstrates a working sequence and a successful test.
	___ / 3


Decision and feedback
Total: ____ / 18. Suggested pass standard: at least 14 / 18, with at least 2 / 3 in both accuracy and validation and responsible use. A material privacy breach or unchecked consequential error requires correction and reassessment before a pass can be awarded. This is a proposed course criterion, not an externally validated certification standard.
Assessor feedback: record one strength, one priority improvement and the evidence to resubmit if required. Score: ____ / 18. Decision: Pass / Revise and resubmit. Feedback: __________________________________________
Capability interpretation: a pass supports task-specific application under assessment conditions. Optimization requires a tested workflow improvement; an action plan alone shows planning readiness. Broader automation, research, data analysis and creative-production capability require additional relevant tasks. Sustained workplace transfer requires later follow-up evidence.
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