AI IS COMING TO WORK: THE 12-WEEK PLAYBOOK TO ADAPT AND THRIVE
TOC v3. With EXPANDED CHAPTER SUMMARIES (Writing Guidelines)

INTRODUCTION: Your 12-Week Action Plan Word count: ~2,000 words
Purpose: Hook readers immediately and establish urgency without panic. Set up the 12-week structure and explain why they need to act now. 
Key Points:
· OpenAI chief economist: 18-36 months until major impact. You need to position yourself BEFORE companies make decisions.
· This isn't about becoming a programmer. It's about demonstrating the right behaviors while your company is watching.
· The 12-week structure: one focus area per week, each building on the last. By Week 12, you'll have transformed how your company sees you.
· Who this book is for: mid-career professionals in non-technical roles (HR, operations, finance, admin, marketing, supply chain). NOT for software engineers or executives.
· How companies are already measuring: performance reviews now include AI engagement, career ladders mention AI skills, managers track who volunteers and who resists.
· What success looks like: Week 2 baseline assessment, Week 12 progress check showing measurable improvement in your positioning.
· How to use this book: Read one chapter per week, take that week's actions before moving to the next. This is a program, not just information.
· Employee sentiment as evidenced in the Reddit documents and A Lewis reveal a lot of resistance to change, a lot of frustration. But it's not because they don't want it to good. It's not clear what to do.
Tone: Direct, honest, urgent but not doom-laden. Like a mentor who's seen this before giving you real talk.
End with: "You have 12 weeks to change your trajectory. Week 1 starts now."



WEEK 1: Why Attitude Beats Skills Word count: ~4,500 words
Core Thesis: Research shows attitude toward AI predicts career outcomes better than technical ability. Companies track behavior during transformation and distinguish between people who make change easier and people who make it harder.
Section 1: The Research (1,200 words)
· AI Daily Brief data: "Attitude is a very good predictor of how ready the company will be regardless of all the other data"
· Companies conducting thousands of employee interviews to assess readiness
· Agent readiness scores: average 52.1 out of 100, most organizations in "Agent Pilot" category
· What companies measure: volunteer rates, training completion, pilot participation, visible enthusiasm vs. visible resistance
Section 2: The Real-World Evidence (1,500 words)
· Walmart case study: Compare tech division employee ("My manager has made it clear—learn prompt engineering, agent monitoring, and Python, because these skills will get you promoted/redeployed instead of managed out") vs. warehouse employee ("All this talk about AI just means more attrition by stealth")
· The engineer who said "I'll fight vendor tools till they die" - this is a culture problem, not a tech problem
· Change management frameworks prioritize attitude over technical skills
· Companies identify resistance as something that must be addressed, not accommodated
· Microsoft research on top 40 jobs exposed to AI - attitude about adaptation matters more than current role
Section 3: What "Good Attitude" Actually Means (1,200 words) NOT: Be fake cheerful, pretend you're not worried, blindly accept everything IS: Specific observable behaviors:
· Asking questions instead of complaining
· Volunteering to test tools instead of waiting to be told
· Documenting what works instead of only noting what doesn't
· Helping peers instead of spreading anxiety
· Showing up to trainings instead of finding excuses
· Talking about possibilities instead of only problems
Section 4: Why This Matters More Than You Think (600 words)
· Performance reviews increasingly include AI engagement language
· Career advancement tied to demonstrated adaptability
· Companies building formal champion networks - volunteers get selected first
· Early adopters get resources, recognition, and opportunities
· Resistors get managed out quietly through attrition, not dramatic layoffs
This Week's Actions:
1. Take honest inventory: What's your current attitude? (Provide self-reflection questions)
2. Identify one behavior to change this week (from complaining to asking, from avoiding to exploring)
3. Notice who in your organization demonstrates "good attitude" behaviors - what specifically do they do?
4. Write down three things AI could improve about your current work (reframe from threat to opportunity)
Tone: Evidence-based, not judgmental. Acknowledge fear is normal, but show why behavioral response matters.

WEEK 2: Assess Your Vulnerability Word count: ~4,500 words
Core Thesis: You can't address risk you haven't measured. This assessment reveals your actual vulnerability across seven dimensions so you can take targeted action.
Section 1: Why Self-Assessment Matters (800 words)
· Most people have inaccurate sense of their risk (either over-confident or unnecessarily panicked)
· Assessment provides baseline for Week 12 comparison
· Helps prioritize which weeks to focus on most
· Companies use similar frameworks to identify redeployment vs. attrition candidates
· Honest assessment is better than denial or assumption
Section 2: The Seven Vulnerability Dimensions (2,500 words)
Dimension 1: Role Automation Exposure
· Microsoft's research on 40 most exposed jobs
· Tasks vs. jobs: AI replaces tasks, not entire positions
· How to evaluate your role: what % of your work is routine, repetitive, or rules-based?
· Questions to assess exposure
Dimension 2: Demonstrated Adaptability
· Past behavior predicts future response
· How have you handled previous technology changes?
· Do you have examples of learning new systems successfully?
· Questions to assess adaptability
Dimension 3: Current AI Engagement
· Are you using company-approved AI tools now?
· Have you completed any AI training?
· Usage frequency matters (daily vs. never)
· Questions to assess engagement
Dimension 4: Visibility and Documentation
· Does your manager know you're engaging with AI?
· Have you documented any wins or improvements?
· Are you visible in the right ways?
· Questions to assess visibility
Dimension 5: Network Position
· Are you connected to early adopters?
· Do you know who the champions are?
· Do people come to you for help?
· Questions to assess network
Dimension 6: Skills Currency
· 39% of current skills will be outdated by 2030 (WEF)
· Are you adding new skills or relying only on existing ones?
· When did you last complete training?
· Questions to assess skills
Dimension 7: Attitude and Reputation
· How do colleagues describe you? (resistant or curious?)
· What do you say in meetings about change?
· Have you complained publicly about AI initiatives?
· Questions to assess attitude/reputation
Section 3: Scoring and Interpretation (800 words)
· How to score each dimension (1-5 scale)
· Total score ranges and what they mean
· High risk (7-14): Immediate action required across multiple dimensions
· Moderate risk (15-24): Targeted improvement needed
· Lower risk (25-35): Maintain and build on strengths
· Important: This is your baseline, not your destiny. The next 10 weeks show you how to improve.
Section 4: What Your Score Reveals (400 words)
· Pattern analysis: Are you weak in one area or several?
· Surprising strengths you can leverage
· Biggest vulnerabilities to address first
· Connection to upcoming weeks (if you scored low on engagement, Week 5-6 are critical)
This Week's Actions:
1. Complete full assessment honestly (no one sees this but you)
2. Calculate total score and identify your three weakest dimensions
3. Share results with accountability partner if desired (optional)
4. Write down your top three risk factors based on assessment
5. Mark calendar for Week 12 reassessment
Tone: Clinical, honest, non-judgmental. Like a medical checkup - the diagnosis helps you treat the condition.

WEEK 3: Understand What's Being Tracked Word count: ~4,500 words
Core Thesis: Companies are formally measuring AI adoption and linking it to career advancement. Understanding what gets tracked helps you make yourself visible in the right ways.
Section 1: The Measurement Reality (1,000 words)
· OpenAI research: "Directly link AI engagement to performance evaluations and career growth"
· OKRs now include AI-related goals (identify workflows, pilot use cases)
· Career ladders updated to include AI-related language
· Promotions and recognition conversations highlight AI contributions
· This isn't informal - it's built into formal HR systems
Section 2: What Companies Actually Track (1,800 words)
Usage Metrics:
· Daily active users (DAU) / Weekly active users (WAU)
· Login frequency and session duration
· Which tools used and how often
· Enterprise vs. shadow AI usage
· Real example: Promega tracks high-usage teams to identify and invest in innovators
Training and Completion Rates:
· Enrollment in AI courses and workshops
· Completion rates (started vs. finished)
· Certification acquisition
· Time to completion
· Assessment scores where applicable
Pilot and Volunteer Participation:
· Who volunteers for pilots before they're mandatory
· Champion program nominations and participation
· Early adopter identification
· Hackathon and innovation session participation
· Ideas submitted that move from prototype to production
Visible Contributions:
· Documentation of wins (time saved, quality improved)
· Shares of GPTs or workflows created
· Peer training or help provided
· Internal presentations or demos
· Mentions in team updates or manager reports
Resistance Signals (what NOT to do):
· Complaints in team meetings
· No-shows for mandatory training
· Zero tool usage despite availability
· Public skepticism about initiatives
· Shadow AI use of unauthorized tools
Section 3: How Tracking Connects to Decisions (1,000 words)
· Performance review cycles: AI engagement as formal criterion
· Promotion decisions: "shows adaptability and future readiness"
· Redeployment vs. attrition: who gets offered new roles vs. managed out
· Resource allocation: high-usage teams get budget and time to innovate
· Visibility matters: silent adoption doesn't help your career as much as visible engagement
· Real quote from Walmart employee: "My manager has made it clear these skills will get you promoted/redeployed instead of managed out"
Section 4: The Timeline (700 words)
· When tracking starts: often before formal announcements
· Baseline periods: companies establish "before" metrics
· Pilot phases: heavy tracking of participation and outcomes
· Scale-up phases: tracking becomes standard practice
· Your window: demonstrating engagement early creates compounding advantage
· 58% of organizations already have pilots and infrastructure in place
This Week's Actions:
1. Ask your manager directly: "What AI metrics or activities matter for our team?" (Script provided)
2. Find out if your company tracks tool usage - request your own usage data if possible
3. Document your current baseline: What tools have you used? How often? Any training completed?
4. Identify one trackable metric you can improve this week (start using approved tool daily, sign up for training)
5. Make one visible contribution (share a useful prompt, demo a feature to colleague)
Tone: Matter-of-fact, not paranoid. This is business reality, not surveillance. Frame as "here's how to make your efforts count."

WEEK 4: Volunteer for Something Word count: ~4,500 words
Core Thesis: Companies build formal champion networks and select volunteers first for training, resources, and opportunities. Volunteering before you're asked positions you as an adapter, not a resistor.
Section 1: Why Volunteering Matters (900 words)
· Champion programs are standard practice at successful organizations
· Companies nominate and train internal champions (some train 20% of workforce)
· Champions get three-day intensive training, ongoing support, visible recognition
· Early volunteers get first access to new tools and initiatives
· Kotter's change management: "Enlist a volunteer army" is a formal strategy
· Waiting to be told vs. stepping forward: different categories of employee
Section 2: What Champion Programs Actually Look Like (1,200 words)
Program Structure:
· Selection process: mix of volunteers and manager nominations
· Training intensity: often 3-day comprehensive programs
· Responsibilities: identify use cases, build local capabilities, help peers
· Time allocation: some companies give 10-20% of work time for champion activities
· Recognition: formal acknowledgment, first access to new resources
· Career impact: positioned as "AI-ready" for future opportunities
Real Examples:
· Company that trained 20% of workforce as champions
· Walmart lab team member who volunteered for digital projects
· Internal support bot pilots (double ROI: functional benefit + reduced resistance)
· Teams that get resources to reinvest after demonstrating high usage
What Champions Actually Do:
· Test new tools before wider release
· Provide feedback to IT/product teams
· Create internal documentation and how-to guides
· Run lunch-and-learns or demos for colleagues
· Serve as go-to person for questions
· Report back on what works and what doesn't
Section 3: How to Volunteer Effectively (1,400 words)
Finding Opportunities:
· Ask your manager directly about upcoming pilots
· Monitor internal communications for calls for volunteers
· Ask IT or innovation teams about beta programs
· Propose your own pilot for your team's specific needs
· Connect with known champions to learn about pathways
The Right Way to Volunteer:
· Express specific interest, not vague enthusiasm
· Explain why you're interested (better work efficiency, career development)
· Acknowledge time commitment openly
· Ask what's expected before committing
· Follow through completely if selected
What to Say to Your Manager (Scripts):
· "I heard the company is piloting AI tools for [function]. How can I get involved?"
· "I've been using [approved tool] and seeing good results. Are there opportunities to help test new features or train others?"
· "I'm interested in becoming an AI champion. What's the process for getting nominated or applying?"
· "Are there any pilot programs coming up that need volunteers? I'd like to participate."
What to Do if Not Selected First Time:
· Ask for feedback: "What would make me a stronger candidate next time?"
· Stay engaged: continue using tools, completing training
· Help informally: assist peers, document wins
· Re-volunteer for next opportunity
· Build relationship with current champions
Section 4: Making Your Interest Visible (700 words)
· Don't assume managers know you're interested
· Document your ask in writing (email after conversation)
· Mention in 1:1s and performance conversations
· Connect volunteering to your development goals
· Make it easy for managers to say yes (show you've thought through time management)
· Be patient but persistent - opportunities come in waves
Section 5: What Not to Do (300 words)
· Don't volunteer then complain about extra work
· Don't volunteer for visibility only (managers can tell)
· Don't volunteer then ghost when it gets hard
· Don't criticize the program publicly even if you have concerns
· Don't use volunteer role to resist or sabotage
This Week's Actions:
1. Identify one AI pilot, initiative, or champion program to volunteer for (if nothing exists, propose something small)
2. Have the conversation with your manager this week using provided scripts
3. Follow up in writing (email template provided)
4. If selected: mark calendar for commitments. If not: ask what would help you be selected next time.
5. Connect with one current champion to learn about their experience
Tone: Encouraging but realistic. Volunteering is strategic career positioning, not extra work. Frame as investment in yourself.

WEEK 5: Find Your Learning Time Word count: ~4,500 words
Core Thesis: The bandwidth paradox is real - employees are too busy to learn the thing that saves time. Successful adapters find time proactively rather than waiting for permission. This week you build a sustainable learning routine.
Section 1: The Bandwidth Paradox Explained (1,000 words)
· AI Daily Brief research: employees "too busy to learn the thing that saves time"
· Bandwidth, not budget, is the constraining factor
· 70% of surveyed organizations report significant skills gaps
· Executives provide tools and excitement but often fail to mandate learning time
· The gap: companies expect adoption but don't restructure workload to allow learning
· Employees who don't find time fall behind those who do
· Compounding effect: early learners save time faster, have more time to learn more
Section 2: How Successful Adapters Find Time (1,500 words)
Real Examples from Different Roles:
Example 1: Operations Manager
· Blocks 6:30-7:30 AM three days per week before team arrives
· Uses this time for LinkedIn Learning courses on AI workflow tools
· Completed 4 courses in 8 weeks
· Now saves 45 minutes daily using tools learned, reinvests in more learning
Example 2: HR Coordinator
· Takes lunch break twice per week for AI training
· 30-minute focused sessions with phone on airplane mode
· Uses company-approved mobile learning during commute (audio courses)
· Tracks progress in simple spreadsheet
Example 3: Finance Analyst
· Negotiated with manager: 2 hours per week protected time for AI upskilling
· Manager agreed after seeing employee's self-directed progress
· Condition: document and share learnings with team
· Result: entire team benefited, employee got promoted
Example 4: Supply Chain Supervisor
· Substituted social media scrolling time with AI tutorials
· 15 minutes before bed, 15 minutes during coffee break
· Small chunks added up: 2.5 hours per week
· Low-pressure approach prevented burnout
Common Patterns:
· Early morning before work chaos starts
· Lunch breaks with clear boundaries
· Protected blocks negotiated with manager
· Commute time for audio learning
· Weekend hours for intensive learning sprints
· Substitution of low-value activities
Section 3: Asking for Protected Time vs. Finding It Yourself (1,000 words)
When to Ask:
· Company has formal upskilling initiative
· Your role directly impacted by announced changes
· You can tie request to business outcomes
· You have track record of self-directed learning
· Manager has resources to backfill some work
How to Ask (Scripts):
· "I'd like to dedicate 2 hours per week to AI upskilling. Can we discuss how to protect that time?"
· "I've been learning AI tools on my own time and seeing results. Would the company support protected learning time?"
· "For my development goals this quarter, I'd like to focus on AI capabilities. Can we carve out time for structured learning?"
When to Find It Yourself:
· Company hasn't announced formal programs yet
· Manager facing own bandwidth constraints
· You want to demonstrate initiative before asking
· Small time chunks work better for your learning style
· You don't want to wait for permission
Section 4: Building a Sustainable Learning Routine (1,000 words)
Principles:
· Start smaller than you think (2-3 hours per week total)
· Same time/same days (builds habit)
· Clear boundaries (phone off, door closed)
· Focus on application (learn + immediately use)
· Track completions (motivates continuation)
· Adjust based on energy patterns (morning person vs. night person)
Weekly Time Blocks:
· 3 hours = excellent progress
· 2 hours = solid foundation
· 1 hour = minimum for momentum
· Less than 1 hour = likely insufficient
Types of Learning Time:
· Structured courses: need longer blocks (45-60 min)
· Tutorials and how-tos: work in 15-30 min chunks
· Experimentation: needs protected time without interruption
· Peer learning: schedule with colleague
· Documentation: can happen in small moments
Preventing Burnout:
· Don't sacrifice sleep
· Don't create family conflict
· Build rest weeks into plan
· Celebrate completions
· Make learning enjoyable (choose interesting topics first)
Section 5: What to Learn (700 words - preview for Week 6)
· Company-approved enterprise tools first
· Focus on use cases for your actual role
· Start with highest-impact applications
· Don't try to learn everything at once
· Next week provides detailed learning roadmap
Section 6: Tracking Your Time Investment (300 words)
· Simple tracking template (Week, Hours Spent, What Learned, Applied How)
· Review monthly: Are you maintaining commitment?
· Share with manager in 1:1s as evidence of initiative
· Use tracking data for Week 12 assessment
This Week's Actions:
1. Audit your current week: where could you find 2-3 hours for learning?
2. Block specific learning times on calendar for next 4 weeks
3. Inform key people: "I'm blocking Tuesday lunch for AI training, please don't schedule over it"
4. Complete one 30-minute learning session this week as proof of concept
5. Set up simple tracking system (spreadsheet or document)
6. If asking for protected time: have conversation with manager using scripts this week
Tone: Practical and honest. Acknowledge time is tight but show it's possible. Emphasize that this is temporary investment with compounding returns.

WEEK 6: Learn What Matters Word count: ~4,500 words
Core Thesis: Skills are transforming faster than most people realize (WEF data: 39% outdated by 2030). But you don't need to learn everything. Focus on AI skills + human skills combination that companies actually want, starting with what's approved and applicable to your role.
Section 1: The Skills Transformation Reality (1,000 words)
· World Economic Forum data: 59 out of 100 workers need training by 2030
· 39% of existing skill sets will be transformed or outdated by 2030
· 77% of companies plan to reskill existing workforce to work with AI
· 70% of HR professionals prioritizing upskilling in 2025
· Skills gaps #1 barrier to business transformation (63% of employers)
· LinkedIn data: professionals added 40% broader skillset in 2024 than 2018
· Pace accelerating: 140% increase in skill diversity since late 2022
· The question isn't whether you need new skills, but whether you start before or after company decides current skills insufficient
Section 2: What Companies Actually Want (1,200 words)
The Combination That Matters:
· NOT just AI skills alone
· NOT just soft skills alone
· The intersection: "learn new technical skills while maintaining strong human skills"
· LinkedIn: 38% of C-suite prioritize agility in entry-level candidates
· Adaptability signals: can learn + can apply + can collaborate
AI Skills in Demand:
· Prompt engineering (writing effective instructions for AI)
· Agent monitoring (overseeing AI outputs for quality)
· Basic Python or low-code tools (connecting AI to workflows)
· Data interpretation (understanding what AI analysis means)
· Tool selection (knowing when to use which AI capability)
· Integration thinking (connecting AI to existing processes)
Human Skills in Demand:
· Creative thinking (AI needs human direction)
· Analytical thinking (evaluating AI outputs)
· Resilience and flexibility (adapting to constant change)
· Leadership and social influence (helping others adopt)
· Curiosity and lifelong learning (staying current)
· Communication (explaining AI impact to non-technical colleagues)
What This Looks Like in Practice:
· Using ChatGPT to draft content + human judgment to refine and validate
· Using AI for data analysis + human interpretation for business decisions
· Using AI for process automation + human oversight for quality and exceptions
· Using AI for customer interactions + human empathy for complex situations
Section 3: Start With Approved Enterprise Tools (1,000 words)
Why Enterprise Tools First:
· Avoids shadow AI problems (Week 7)
· Ensures data security compliance
· Often includes training and support
· Usage gets tracked and recognized
· Integration with existing workflows
· Peer network using same tools
Common Enterprise AI Tools by Function:
For Everyone:
· Microsoft Copilot (Office suite integration)
· Google Workspace AI features
· Internal chatbots and assistants
· Enterprise ChatGPT or similar
By Department:
· Operations: Process automation tools, workflow AI
· Finance: Forecasting tools, automated reporting
· Marketing: Content generation, campaign optimization
· HR: Candidate screening, scheduling assistants
· Supply Chain: Demand forecasting, route optimization
· Customer Service: Response suggestions, sentiment analysis
Section 4: Learning Pathways by Role (1,200 words)
For Each Role Category, Provide:
· Highest-impact tools to learn first
· Specific use cases in your role
· Learning sequence (start here, then this, then that)
· Time investment needed
· Where to find training
Administrative/Operations Roles:
· Priority: Workflow automation, scheduling AI, document management
· Start: Microsoft Copilot for email, meetings, documents
· Use case: "Summarize this meeting recording and create action items"
· Learning: LinkedIn Learning "AI for Administrative Professionals" (3 hours)
· Practice: Use daily on real work for 2 weeks
Finance/Accounting Roles:
· Priority: Data analysis, forecasting tools, automated reporting
· Start: Excel AI features, Power BI integration
· Use case: "Analyze this dataset for trends and anomalies"
· Learning: Company-specific tools training + Coursera "AI for Finance" (6 hours)
· Practice: One report per week using AI-assisted analysis
Marketing/Communications Roles:
· Priority: Content generation, campaign analysis, customer insights
· Start: ChatGPT or similar for content drafting
· Use case: "Create three variations of this email subject line"
· Learning: OpenAI tutorials + internal marketing AI tools (4 hours)
· Practice: Generate content outlines, refine with human judgment
HR/People Operations Roles:
· Priority: Candidate screening, scheduling, employee communications
· Start: ATS AI features, scheduling assistants
· Use case: "Screen these resumes for key qualifications"
· Learning: Platform-specific training + "AI in HR" course (5 hours)
· Practice: Use AI for initial screening, human review for final decisions
Supply Chain/Logistics Roles:
· Priority: Demand forecasting, route optimization, inventory management
· Start: Company-specific logistics AI tools
· Use case: "Forecast demand for Q4 based on historical data"
· Learning: Vendor training + industry-specific AI applications (8 hours)
· Practice: Run parallel forecasts (traditional + AI) to build confidence
Section 5: Where to Learn (600 words)
Free or Company-Paid Resources:
· Company LMS (Learning Management System) - always start here
· LinkedIn Learning (often company subscription)
· Coursera for Business (if company provides)
· Vendor training (Microsoft, Google, Salesforce offer free training)
· YouTube channels focused on business AI applications
· Internal champions and peer learning
Recommended Course Structures:
· Beginner: "AI Fundamentals for Business" (2-4 hours)
· Tool-specific: "Using [Tool Name] for [Your Function]" (3-6 hours)
· Advanced: "Building AI Workflows" or similar (8-12 hours)
Learning Sequence:
1. Company-required training first (shows compliance)
2. General AI literacy course (understand concepts)
3. Tool-specific training for your primary work tools (immediate application)
4. Role-specific advanced applications (deeper capability)
5. Cross-functional applications (broadens value)
Section 6: Application is Learning (500 words)
· Don't just complete courses for certificates
· Must apply what you learn to real work
· Application reveals gaps in understanding
· Creates documentation opportunities (Week 8)
· Builds confidence and competence simultaneously
· Example: Learn prompting → Use for actual report → Document time saved → Share with team
This Week's Actions:
1. Identify your company's approved AI tools - make a list
2. Complete one training module on your primary work tool (minimum 30 minutes)
3. Apply what you learned to one actual work task this week
4. Document result: what worked, what didn't, what you learned
5. Schedule next learning session for next week
6. Inform your manager of your learning commitment (visibility)
Tone: Practical and focused. This isn't about becoming an AI expert. It's about learning enough to stay relevant and demonstrate adaptability.

WEEK 7: Avoid the Shadow AI Trap Word count: ~4,500 words
Core Thesis: How you use AI tools matters as much as whether you use them. Shadow AI (using external tools without informing management) raises red flags even when unintentional. Clear policy awareness and compliant usage protect your career.
Section 1: What Shadow AI Is and Why It Happens (1,000 words)
Definition:
· Using external AI tools (personal ChatGPT, Claude, consumer apps) for work without company knowledge
· Using company-provided tools but with sensitive data against policy
· Sharing proprietary information with external AI services
· Building workflows outside approved enterprise ecosystem
Why It Happens:
· Policy awareness gaps: employees don't know what's allowed
· Better consumer tools: external models sometimes more capable than enterprise versions
· Convenience: external tools more accessible than requesting enterprise access
· Lack of alternatives: company hasn't provided approved tools yet
· Innocent experimentation: trying to be helpful and efficient
AI Daily Brief Research:
· Employees frequently don't know exact AI policies
· Leads to two outcomes: avoidance (bad) or shadow usage (worse)
· Shadow AI isn't usually intentional rule-breaking
· It's usually "I don't really know what the rules are, and I'm not exactly sure how to find out"
Section 2: Why Shadow AI Raises Red Flags (1,000 words)
The Company Perspective:
· Data security risk: sensitive information leaving enterprise ecosystem
· Compliance violations: especially in regulated industries
· Audit trail gaps: can't track what data went where
· Legal liability: data breach or exposure consequences
· Trust signal: shows employee doesn't follow policy frameworks
· Intent question: even if innocent, looks like deliberate circumvention
Real Consequences:
· Security team investigations
· Required meetings with IT and manager
· Documentation in employee file
· Delayed or denied promotions (shows poor judgment)
· In extreme cases: termination (especially in regulated industries)
· Reputational damage: known as "the person who didn't follow policy"
The Irony:
· You were trying to be productive
· You were engaging with AI (which is good)
· But wrong approach undermines both goals
· Better to use compliant tools less effectively than perfect external tools inappropriately
Section 3: Policy Awareness Gaps (1,000 words)
Common Scenarios:
Scenario 1: "I didn't know there was a policy"
· Company launched AI initiatives but didn't clearly communicate rules
· Employee uses personal ChatGPT for work drafting
· IT flags external data transmission
· Employee surprised by consequences
Scenario 2: "I thought that was okay"
· Company provides enterprise ChatGPT
· Employee thinks that means all ChatGPT usage is fine
· Uses personal account at home for work emails
· Violates policy without realizing
Scenario 3: "Nobody told me specifically not to"
· General guidance to "explore AI tools"
· No explicit approved tool list
· Employee interprets broadly
· Uses multiple external services
Scenario 4: "The approved tools don't work as well"
· Company provides limited enterprise AI
· Consumer tools more capable
· Employee frustrated by restrictions
· Uses external tools to get work done better
Why Gaps Exist:
· Policies written by IT/legal, not translated for employees
· Scattered communication (email, intranet, meetings)
· Conflicting messages from different leaders
· Policies evolving faster than communication
· Assumption employees will proactively seek clarity
Section 4: Getting Clear on What's Allowed (1,000 words)
Questions to Ask Your Manager:
· "What AI tools are approved for our team to use?"
· "Are there specific data types we should never put into AI tools?"
· "Can I use personal AI accounts for work, or only company-provided tools?"
· "If I want to test a new AI tool, what's the approval process?"
· "Where can I find the written AI usage policy?"
· "Who should I ask if I'm unsure whether something is allowed?"
Questions to Ask IT/Security:
· "What are the data classification rules for AI usage?" (what data can go where)
· "How do you prefer we test new tools - sandboxed environment, approval process?"
· "Are there specific vendors on the approved list?"
· "What happens if I accidentally use an external tool - what's the right response?"
Documentation to Request:
· Written AI usage policy
· Approved tools list
· Data classification guidelines
· Approval process for new tools
· Training on compliant usage
If Policies Don't Exist Yet:
· Ask what's being developed
· Request interim guidance in writing
· Suggest employee questions leadership should address
· Default to caution: don't use external tools until you have clear approval
Section 5: Using Approved Tools Correctly (800 words)
Best Practices:
Data Classification:
· Understand what constitutes sensitive data (PII, financial, confidential business info)
· When in doubt, ask before inputting
· Use approved data handling procedures
· Never upload customer data to external tools
Enterprise Tool Usage:
· Use company-provided credentials (not personal accounts)
· Stay within licensed user limits
· Follow company's acceptable use policies
· Report technical issues through proper channels
Documentation:
· Track which tools you use for which purposes
· Document in ways company can audit if needed
· Share useful approaches with team (makes usage visible and compliant)
· Report wins through proper channels
Experimentation:
· Test in sandboxed environments when possible
· Use dummy data for learning
· Request pilot access to new tools through proper channels
· Share learnings to help company evaluate tools
Section 6: What to Do If You've Been Using Shadow AI (700 words)
If You Realize You've Violated Policy:
Step 1: Stop immediately
· Cease using external tools for work
· Don't delete evidence (looks like coverup)
· Don't panic
Step 2: Assess the situation
· What data did you share?
· How sensitive was it?
· How long has this been happening?
· Have you saved or downloaded anything from external tools?
Step 3: Decide whether to self-report
· If sensitive data involved: likely should report
· If minor/non-sensitive: may be able to just stop and shift to compliant tools
· If unsure: consult with trusted colleague or HR
Step 4: If self-reporting:
· Approach manager or IT directly
· Explain it was unintentional, you're clarifying policies now
· Provide details about usage
· Ask about remediation steps
· Document the conversation
Step 5: Shift to compliant tools immediately
· Request access to enterprise equivalents
· If they don't exist yet, ask what to do in interim
· Document your commitment to compliance
This Week's Actions:
1. Find and read your company's AI usage policy (if it exists)
2. Ask your manager the three most important policy questions from the list above
3. Make a list of approved tools you can use
4. Audit your current AI usage: anything that might be shadow AI?
5. If using external tools: stop and request approved alternatives
6. Document your policy questions and answers in writing (email follow-up)
Tone: Practical and non-judgmental. Shadow AI is often innocent, but consequences are real. Better to get clear now than face problems later.

WEEK 8: Document Your Wins Word count: ~4,500 words
Core Thesis: Small wins matter during transformation. Companies track and reward visible results. Documentation makes your AI usage visible to managers and creates evidence for performance reviews, promotions, and future opportunities.
Section 1: Why Documentation Matters (1,000 words)
The Visibility Problem:
· Silent adoption doesn't help your career
· Managers don't see what they don't know about
· Without documentation, your efforts disappear
· Performance reviews require concrete examples
· Promotion discussions need evidence of impact
· Memory fades - capture results while fresh
What Companies Track:
· Usage metrics (daily active users, tool adoption)
· Visible contributions (GPT shares, workflow improvements)
· Documented outcomes (time saved, quality improved)
· Training completion and certification
· Peer assistance and knowledge sharing
· Innovation and experimentation
The Compounding Effect:
· Week 8 win becomes Quarter 2 performance review evidence
· Multiple small wins = pattern of adaptability
· Documentation today = promotion conversation next year
· Shared wins = team benefits + your visibility increases
Research Support:
· OpenAI guidance: track and report on how often AI impact influences promotions and reviews
· Promega example: tracked high-usage teams to identify and invest in innovators
· Companies reward teams showing measurable results with resources to reinvest
Section 2: What Counts as a "Win" (1,000 words)
Time Savings:
· Task that took 2 hours now takes 30 minutes
· Weekly report generation automated
· Meeting notes and action items AI-generated
· Email responses drafted faster
· Research compiled more efficiently
Quality Improvements:
· Fewer errors in output
· More comprehensive analysis
· Better-structured documents
· Improved customer communications
· Stronger data insights
Insights Generated:
· Patterns identified in data
· Customer sentiment analyzed
· Market trends spotted faster
· Risk factors flagged earlier
· Opportunities identified
Process Improvements:
· Workflow streamlined
· Handoffs reduced
· Bottlenecks eliminated
· Collaboration enhanced
· Standards improved
Learning and Capability:
· New skill acquired
· Certification completed
· Tool mastery demonstrated
· Peer training provided
· Knowledge documentation created
Innovation:
· New use case identified
· Custom GPT or workflow created
· Problem solved in novel way
· Cross-functional application discovered
Section 3: How to Track and Document Results (1,200 words)
Simple Tracking Template:
	Date
	Tool/AI Used
	Task/Project
	Time Before
	Time After
	Quality Impact
	Other Benefits

	10/15
	ChatGPT
	Draft customer email
	20 min
	5 min
	Better clarity
	More time for complex emails

	10/18
	Excel AI
	Analyze sales data
	2 hours
	30 min
	Spotted trend I missed before
	Delivered ahead of deadline


What to Capture:
· Specific tool or AI feature used
· Actual task or project
· Quantified improvement (time, quality, output)
· Unexpected benefits
· What you learned
· What you'd do differently
How Often to Document:
· Real-time best: right after achievement
· Weekly minimum: Friday afternoon review
· Monthly compilation: pattern analysis
· Quarterly summary: performance review preparation
Where to Keep It:
· Personal document (not company system) for draft
· Share selectively with manager
· Include in performance review submissions
· Reference in 1:1 meetings
· Use in promotion applications
Section 4: Making Your Wins Visible (1,000 words)
To Your Manager:
In Regular 1:1s:
· "I used AI to streamline our reporting process. Cut time from 4 hours to 1 hour. Can I show you?"
· "I completed three AI courses this month and applied what I learned to [project]. Here's the result."
· "I helped Sarah get started with [tool]. She's already seeing time savings. Happy to do more peer training if useful."
In Performance Reviews:
· Include 3-5 specific AI wins with quantified results
· Pattern: "Demonstrated adaptability by [action] resulting in [outcome]"
· Connect to company goals: "Supported digital transformation initiative by..."
· Show progression: learning → application → results → sharing with team
In Team Meetings:
· Brief demonstrations of useful features
· Share specific prompts or workflows that work well
· Celebrate peer wins to create positive momentum
· Offer to help others replicate results
In Written Updates:
· Monthly team updates: include AI-enabled achievements
· Project completion reports: note AI tools used
· Email summaries to stakeholders: mention efficiency gains
· Slack/Teams: share useful tips and tricks
To Peers:
Informal Knowledge Sharing:
· "Hey, I found a way to use AI for [task]. Want to see how?"
· Screen share or demo in casual setting
· Share prompts or workflows via team channel
· Create quick how-to guides for common tasks
Formal Documentation:
· Write internal blog posts or wiki articles
· Create video tutorials
· Present at lunch-and-learns
· Contribute to internal knowledge base
Section 5: What Good Documentation Looks Like (800 words)
Example 1: Administrative Assistant
"Used Microsoft Copilot to transform meeting notes process.
Before: Manually typed notes during 1-hour meetings, then spent 30 minutes formatting and distributing. Total: 1.5 hours per meeting x 8 meetings/week = 12 hours/week.
After: Copilot transcribes and generates summary with action items. I review and refine in 10 minutes. Total: 1.2 hours/week for same 8 meetings.
Result: Saving 10.8 hours per week. Reinvesting time in proactive project support and calendar optimization. Team feedback: action items clearer and more actionable than my manual notes.
Shared how-to guide with other assistants. Three adopted same approach."
Example 2: Financial Analyst
"Applied AI-assisted data analysis to monthly variance reporting.
Before: Excel manual analysis took 6-8 hours. Often missed subtle trends in large datasets.
After: Used Excel AI features to identify patterns and anomalies automatically. Then applied human analysis to validate and interpret. Total: 2 hours.
Result: Delivered report 2 days early. Identified customer segment trend that led to targeted campaign (+$45K revenue). Manager asked me to train team on approach.
Completed LinkedIn Learning 'AI for Financial Analysis' course to deepen capability."
Example 3: Marketing Coordinator
"Integrated ChatGPT into content creation workflow.
Before: Created social post variations by brainstorming alone. 6-8 options took 45 minutes. Often felt uncreative.
After: Use AI to generate 15 variations in 5 minutes. Select best 6, refine with brand voice. Total: 20 minutes.
Result: Higher engagement on posts (avg +15% over 3 weeks). More time for strategic content planning. Boss approved AI use for entire team after seeing results.
Created prompt template library for team. Now standard practice."
Common Elements:
· Specific task described
· Before/after comparison with numbers
· Result quantified
· Additional benefits noted
· Sharing or scaling mentioned
Section 6: How Documentation Connects to Career Growth (500 words)
Performance Review Cycle:
· Self-assessment: concrete examples ready
· Manager assessment: evidence provided proactively
· Rating justification: documented impact supports higher ratings
· Development goals: shows initiative and follow-through
Promotion Applications:
· Required examples: specific achievements documented
· Adaptability demonstration: pattern of learning and application
· Leadership potential: sharing with peers and training others
· Business impact: quantified results
Redeployment Opportunities:
· If role changes, documentation shows transferable capabilities
· AI skills demonstrated become qualification for new positions
· Track record of adaptation signals low-risk candidate
Reputation Building:
· Known as "person who knows how to use AI"
· Go-to resource for colleagues
· Visible contributor to transformation
· Pattern of helpful knowledge sharing
This Week's Actions:
1. Set up your tracking system (use template provided or create your own)
2. Document 2-3 wins from your AI usage this week (even if small)
3. Share one win with your manager (in person, email, or 1:1)
4. Share one useful tip or trick with a colleague
5. Schedule 30 minutes next Friday to review and document wins from the week
Tone: Practical and encouraging. Documentation feels like extra work, but it's career insurance. Frame as "making your efforts count."

WEEK 9: Help a Peer Word count: ~4,500 words
Core Thesis: Grassroots adoption matters as much as top-down mandates. When you help peers, you strengthen your own learning, build your internal network, position yourself as a resource, and create the collaborative culture companies reward.
Section 1: Why Peer Help Matters (1,000 words)
The Grassroots Adoption Reality:
· Top-down mandates create compliance, peer influence creates buy-in
· CEO emails have "half-life of 5 minutes"
· Peer demonstrations create lasting change: "if my colleague can do it, I can too"
· Change management frameworks emphasize "volunteer army" at all levels
· Companies intentionally build internal champion networks
· Kotter's 8-step model: "Enlist a volunteer army" is formal strategy
Your Personal Benefits:
Learning Reinforcement:
· Teaching reveals gaps in your understanding
· Explaining forces clarity
· Questions from peers deepen your knowledge
· Repetition builds expertise
Network Strengthening:
· Become known as helpful resource
· Build relationships across functions
· Create reciprocal support system
· Increase visibility with multiple managers
Leadership Demonstration:
· Shows initiative and collaboration
· Signals readiness for greater responsibility
· Practice for formal training or champion roles
· Evidence for performance reviews
Career Insurance:
· Known as person who makes transformation easier
· Multiple people advocate for you
· Cross-functional visibility
· Reputation as team player
Section 2: What "Helping" Actually Looks Like (1,200 words)
Not This:
· Taking over someone's work
· Showing off your expertise
· Making peers feel inadequate
· Creating dependency
· Interrupting workflow to push help
Instead This:
· Answering questions when asked
· Offering specific demonstrations
· Sharing what worked for you
· Collaborating on problem-solving
· Creating resources others can use
Appropriate Help Scenarios:
Scenario 1: Coffee Conversation Colleague: "I heard you're using AI for those reports. Does it actually help?" You: "Yeah, it cuts my time in half. Want me to show you how I do it? Five-minute demo?" [Brief screen share or walkthrough] Result: Colleague tries it themselves, comes back with questions later
Scenario 2: Team Meeting Question Manager: "Anyone found useful AI applications for our work?" You: "I've been using [tool] for [task]. Happy to demo if anyone's interested." [Two colleagues ask for demo after meeting] Result: You schedule 15-minute sessions with each
Scenario 3: Slack Channel Question Peer posts: "Struggling with [task]. Anyone have tips?" You reply: "I use AI to help with that. Here's the prompt I use: [example]. Try it and let me know if you want to troubleshoot." Result: Peer tries it, shares success, others ask for your approach
Scenario 4: Proactive Offer You to desk neighbor: "I just learned a cool trick for [common task]. Want to see it? Takes two minutes." Neighbor: "Sure, show me." [Quick demonstration] Result: Neighbor adopts approach, tells others
Section 3: How to Help Without Overwhelming (1,000 words)
Principles:
Start Small:
· 5-15 minute sessions
· One specific task or tool
· No commitment to ongoing support
· "Try this and let me know if you want more help"
Meet People Where They Are:
· Complete beginners: start with simplest use case
· Skeptics: focus on specific pain point they care about
· Busy people: emphasize time savings
· Curious learners: share resources and let them explore
Make It Easy:
· Show, don't just tell
· Provide simple written steps after demo
· Share your actual prompts or templates
· Follow up: "Did that work for you?"
Know Your Limits:
· "I'm learning too, but here's what's worked for me"
· "I don't know the answer to that, but let's find out together"
· "For that question, you might want to ask [IT/champion]"
· Don't overpromise or pretend expertise you don't have
Respect Time:
· "Do you have 10 minutes this week?"
· Scheduled, not random interruption
· Focused on specific outcome
· Clear endpoint: "Okay, try that and come back if you need help"
Section 4: Creating Shareable Resources (1,000 words)
Types of Resources to Create:
Simple How-To Guides:
· Task-specific instructions (1 page)
· Screenshots with annotations
· "Before you start" checklist
· "Common problems and fixes"
· Estimated time to learn/apply
Prompt Libraries:
· Collection of prompts that work for your function
· Context for when to use each
· Examples of inputs and outputs
· Notes on refining for better results
Quick Reference Cards:
· Most useful features of a tool
· Keyboard shortcuts
· Common workflows
· Where to find help
Video Tutorials:
· 2-5 minute screen recordings
· Narrated walkthrough of specific task
· Shared via Teams, Slack, or internal platform
· No fancy editing needed - just clear demonstration
FAQ Documents:
· Questions you get repeatedly
· Clear, simple answers
· Links to official resources
· Updated based on new questions
Section 5: Formal Peer Training Opportunities (800 words)
Lunch-and-Learns:
· 30-45 minute session during lunch
· One specific topic or tool
· Interactive demonstration
· Q&A time
· Food provided if possible
· Recorded for those who can't attend
Office Hours:
· Regular time you're available for AI questions
· 1-2 hours per week or biweekly
· Open drop-in or scheduled 15-minute slots
· Bring-your-own-problem format
· Track common questions to inform future topics
Peer Training Sessions:
· Proposed to manager: "I could train our team on [tool]"
· 1-hour structured session
· Agenda and materials prepared
· Hands-on practice time
· Follow-up resources provided
Team Collaboration:
· Work alongside colleague on their actual project
· Apply AI together in real context
· Coach through their first attempts
· Gradually hand off ownership
Internal Champions Network:
· Join formal or informal group
· Share practices across teams
· Learn from other champions
· Coordinate training efforts
Section 6: Handling Different Response Types (700 words)
The Enthusiastic Adopter:
· Needs minimal help, mostly resources
· May quickly surpass your knowledge
· Create mutual learning relationship
· Share discoveries with each other
The Cautious Trier:
· Needs encouragement and small wins
· Start with lowest-risk, highest-impact use case
· Celebrate first success
· Build confidence gradually
The Skeptic:
· Focus on specific pain point that matters to them
· Show, don't evangelize
· Let results speak for themselves
· Respect skepticism: "Try it once, see what you think"
· Don't take resistance personally
The Overwhelmed:
· Break into smallest possible steps
· One thing at a time
· Check in frequently
· Normalize struggle: "This took me a while to figure out too"
The Passive Resistor:
· "That's interesting" but never follows through
· Don't push - plant seeds and move on
· Focus energy on people ready to engage
· Circle back later if they show interest
Section 7: Documentation and Visibility (300 words)
Track Your Peer Help:
· Who you helped and with what
· Resources you created
· Impact they reported (time saved, quality improved)
· Unexpected questions or challenges
· Ideas for future training or resources
Make It Visible:
· Mention in 1:1s: "I've been helping Sarah and Tom get started with [tool]"
· Include in performance reviews: "Trained 5 colleagues on AI workflows"
· Share in team meetings: "Several people asked about this, so I created a guide"
· Contribute to team metrics: "Our team adoption rate increased after peer training"
This Week's Actions:
1. Help one colleague get started with an AI tool (offer specifically to someone you know is curious)
2. Create one simple resource others can use (how-to guide, prompt template, or quick reference)
3. Share your learnings/wins with your team through appropriate channel
4. Document who you helped and what impact they reported
5. Identify one formal peer training opportunity you could propose to your manager
Tone: Collaborative and generous. Frame helping as strengthening the entire team, not just individual career advancement. Natural and non-pushy.

WEEK 10: Position for Leadership Word count: ~4,500 words
Core Thesis: The gap between "using AI" and "leading AI initiatives" is smaller than you think. Small leadership opportunities during transformation position you for bigger roles and demonstrate readiness for advancement.
Section 1: Why Leadership Opportunities Emerge During Transformation (900 words)
The Transformation Reality:
· Companies need leaders at every level, not just top-down
· Middle managers overwhelmed: need people to delegate to
· Formal champion programs require leaders
· Pilot programs need coordinators and facilitators
· Training requires internal trainers
· Documentation needs owners
· Cross-functional initiatives need connectors
The Gap You Can Fill:
· Management needs help executing transformation
· Many employees waiting to be told what to do
· Few stepping forward to help coordinate
· Opportunity for people who show initiative
What "Leadership" Means Here:
· NOT: Managing people or formal authority
· IS: Taking ownership of small initiatives
· IS: Coordinating peer efforts
· IS: Facilitating learning or adoption
· IS: Connecting people and information
· IS: Making manager's job easier during chaos
Why This Matters:
· Visibility at multiple levels (your manager's manager)
· Practice for future formal leadership roles
· Evidence of initiative and collaboration
· Differentiation from peers who just do assigned work
· Signal you're ready for more responsibility
Section 2: Small Leadership Opportunities to Pursue (1,500 words)
Opportunity 1: Lunch-and-Learn Coordinator
What It Is:
· Schedule and host regular learning sessions
· Invite colleagues to present or demo
· Coordinate topics based on team needs
· Handle logistics (room, calendar invites, food if applicable)
Time Investment: 2-3 hours per month
What You Gain:
· Cross-functional visibility
· Practice facilitating meetings
· Network with presenters
· Reputation as connector and enabler
How to Pitch: "I've noticed several people asking similar questions about AI. What if I coordinate a monthly lunch-and-learn where we share tips and demos? I could handle the logistics."
Opportunity 2: Internal Knowledge Base Owner
What It Is:
· Create and maintain AI resources repository
· Collect how-to guides, prompts, FAQs
· Organize by function or use case
· Update based on new tools or feedback
· Promote resources to team
Time Investment: 5 hours to set up, 1-2 hours per month to maintain
What You Gain:
· Ownership of valuable resource
· Insight into what entire team needs
· Documentation and organization skills
· Recurring visibility (people use resource regularly)
How to Pitch: "We have AI knowledge scattered across emails and Slack. I could create a centralized resource where people find answers quickly. Would that be helpful?"
Opportunity 3: Peer Training Lead
What It Is:
· Develop structured training for specific tool or use case
· Deliver training to multiple cohorts
· Iterate based on feedback
· Track completion and results
· Report outcomes to management
Time Investment: 8-10 hours to develop, 2 hours per delivery
What You Gain:
· Formal training experience
· Public speaking practice
· Curriculum development skills
· Direct impact on team capability
How to Pitch: "I've trained several people one-on-one on [tool]. Would it be helpful if I created a structured 1-hour training I could deliver to the whole team?"
Opportunity 4: Pilot Program Coordinator
What It Is:
· Help manager coordinate pilot participants
· Communicate timeline and expectations
· Collect feedback from participants
· Track usage and outcomes
· Compile lessons learned report
Time Investment: 3-5 hours per week during pilot period
What You Gain:
· Project management experience
· Exposure to how pilots are run
· Relationship with IT or innovation team
· Clear, measurable outcomes to document
How to Pitch: "I know you're managing the [pilot program]. I could help coordinate participants, track feedback, and compile results. Would that be useful?"
Opportunity 5: Cross-Functional Connector
What It Is:
· Connect people working on similar problems in different departments
· Share use cases across teams
· Facilitate informal knowledge exchange
· Identify opportunities for collaboration
Time Investment: 1-2 hours per week
What You Gain:
· Network across entire organization
· Visibility with multiple managers
· Reputation as connector and problem-solver
· Insight into how other teams work
How to Pitch: "I've noticed marketing and operations are both working on [similar problem]. Want me to connect them? Could save duplication of effort."
Opportunity 6: Champion Program Participant → Coordinator
What It Is:
· After being champion yourself, help coordinate champion network
· Organize champion meetings or knowledge sharing
· Onboard new champions
· Track champion impact and share successes
Time Investment: 2-4 hours per month
What You Gain:
· Leadership within peer group
· Partnership with program sponsors
· Organization and coordination experience
· Access to broader organizational initiatives
How to Pitch: "I'm part of the champion program now. As we add more champions, would it help if I coordinated the monthly meetups or helped onboard new people?"
Section 3: How to Make the Ask (1,000 words)
Principles for Successful Pitches:
Frame as Help, Not Self-Promotion:
· "I noticed [problem]. I could [solution]. Would that be helpful to you?"
· Focus on value to manager/team, not your career goals
· Make manager's life easier, not create more work for them
Be Specific:
· Not: "I want to do more AI leadership"
· Instead: "I could coordinate our team's lunch-and-learn series"
· Clear scope, time commitment, deliverables
Show You've Thought It Through:
· Describe what you'd actually do
· Estimate time required
· Identify resources needed
· Mention potential challenges
Start Small:
· Propose pilot first: "Want me to try this for next quarter?"
· Expand if successful
· Easier for manager to say yes to small commitment
Make It Reversible:
· "If it doesn't work out, we can hand it off to someone else"
· Reduces risk for manager
· Shows you're pragmatic, not ego-driven
Connect to Business Goals:
· "This would help accelerate adoption, which is one of our Q2 goals"
· "This addresses the skills gap issue leadership mentioned"
· Show you understand bigger picture
Sample Scripts:
For Lunch-and-Learn: "I've been thinking about our team's AI adoption. Several people ask similar questions. What if I coordinated a monthly lunch-and-learn where we demo useful features and share tips? I'd handle logistics - room booking, invites, finding presenters. It would be informal and optional. Want to try it for three months and see if it's useful?"
For Training: "I've helped five people get started with [tool] in the last few weeks. Rather than keep doing this one-on-one, what if I created a 1-hour group training? I'd prep materials, deliver it to the team, and provide follow-up resources. If the first one goes well, I could offer it quarterly for new hires. What do you think?"
For Pilot Coordination: "I know you're managing the [pilot program]. That's a lot on top of your regular work. I could help coordinate - send updates to participants, collect their feedback weekly, track who's engaging, and compile a summary report. Would that free up your time?"
Section 4: Managing Your New Responsibility (800 words)
Don't Let It Consume You:
· Set clear boundaries on time commitment
· Don't let core job suffer
· Communicate if scope creeps beyond original agreement
· Ask for help if overwhelmed
Deliver Consistently:
· If you commit to monthly lunch-and-learn, deliver monthly
· If you build knowledge base, keep it updated
· Reliability matters more than perfection
· Underpromise, overdeliver
Document Your Impact:
· Track participation, completion, outcomes
· Collect feedback and testimonials
· Measure what you can (time saved, adoption rates)
· Compile regular updates for manager
Share Credit:
· Acknowledge presenters and contributors
· Highlight peer successes
· Thank manager for support
· Position as team achievement, not solo hero work
Iterate Based on Feedback:
· Ask what's working and what isn't
· Adjust approach based on participant input
· Show you're responsive and improving
· Document evolution over time
Section 5: Handling Challenges (700 words)
"I don't have time" Response: Start smaller. 1-hour commitment per month. Prove value before expanding.
"Someone else is already doing something similar" Response: Collaborate with them. Offer to help rather than compete. Or find different angle/audience.
"Manager doesn't seem interested" Response: Make business case clearer. Connect to specific pain point or goal they care about. Or propose to different stakeholder.
"I'm too junior for leadership" Response: These are coordination roles, not formal authority. Everyone needs to lead sometimes. Frame as helping, not leading.
"What if I fail?" Response: Start with pilot. "Let's try for one quarter." Failure is reversible if you set it up right.
"I'm not the expert" Response: You don't need to be. You're facilitating, not teaching everything yourself. Bring in experts.
Section 6: How This Connects to Advancement (600 words)
Performance Reviews:
· Concrete examples of initiative
· Evidence of leadership potential
· Demonstrated project management
· Impact on team success
Promotion Discussions:
· "Ready for next level" requires showing capabilities beyond current role
· Leadership opportunities provide proof
· Informal leadership → formal leadership pipeline
· Distinguishes you from peers at same level
Redeployment Opportunities:
· If roles change, coordination experience is transferable
· Shows you can handle ambiguity and new challenges
· Network you built becomes resource for new role
· Reputation follows you: "person who gets things done"
Visibility:
· Your manager's manager knows your name
· Other departments see your work
· HR and leadership notice coordinators and facilitators
· Creates opportunities you don't have to seek
This Week's Actions:
1. Identify one small leadership opportunity that would genuinely help your team (from list above or your own idea)
2. Develop your pitch using the principles and scripts provided
3. Have conversation with your manager this week
4. If manager says yes: create simple plan with timeline and deliverables
5. If manager says no: ask what would make it more feasible or what else would be helpful
6. Document this conversation and outcome for Week 12 assessment
Tone: Encouraging and practical. Frame small leadership as natural progression, not giant leap. Emphasis on helping team succeed while advancing your career.

WEEK 11: Upskill Strategically Word count: ~4,500 words
Core Thesis: 77% of companies plan to reskill existing workforce (WEF), but they prefer employees who reskill themselves proactively over those who wait to be trained. Strategic upskilling now positions you for opportunities that emerge over the next 6-18 months.
Section 1: The Reskilling Imperative (1,000 words)
The Data:
· 77% of companies globally plan to reskill/upskill workforce to work with AI
· 70% of HR professionals prioritize upskilling initiatives in 2025
· 85% of employers surveyed plan to prioritize upskilling workforce
· 70% expect to hire staff with new skills
· 40% plan to reduce staff as skills become less relevant
· 50% plan to transition staff from declining to growing roles
The Reality:
· Your current skill set has expiration date
· Question isn't whether you need new skills
· Question is whether you start before or after company decides current skills insufficient
· Companies prefer proactive reskillers over reactive learners
· LinkedIn: "Those who are proactive and forward-thinking will be better positioned to meet the demands of the modern economy"
What This Means:
· Waiting for company training program may be too late
· Self-directed learning signals adaptability
· Strategic upskilling = positioning for roles that emerge
· Reactive upskilling = scrambling to keep current role
· 6-month head start creates compounding advantage
The Combination That Wins:
· Technical skills (AI, data, digital tools)
· Human skills (creativity, collaboration, judgment)
· Adaptability signal (continuous learning pattern)
· Application ability (learn → use → improve workflow)
Section 2: Identifying Strategic Skills to Develop (1,200 words)
Skills in Growing Demand Across Industries:
From WEF Future of Jobs Report:
· AI and big data (93% say increasing importance by 2030)
· Technological literacy (70%)
· Creative thinking (70%)
· Analytical thinking (65%)
· Resilience, flexibility and agility
· Curiosity and lifelong learning
· Networks and cybersecurity
Skills Specific to Your Function:
Administrative/Operations:
· Workflow automation tools (Zapier, Power Automate)
· Process documentation and optimization
· Data-driven decision making
· Project coordination in digital environments
Finance/Accounting:
· Advanced data analysis with AI tools
· Predictive modeling and forecasting
· Automated reporting and dashboard creation
· Data visualization and storytelling
Marketing/Communications:
· AI-assisted content creation
· Campaign performance analysis
· Customer segmentation with AI
· Personalization at scale
HR/People Operations:
· People analytics and workforce planning
· AI in talent acquisition
· Learning and development program design
· Change management facilitation
Supply Chain/Logistics:
· Demand forecasting with AI
· Supply chain optimization
· Real-time analytics and monitoring
· Risk analysis and scenario planning
How to Identify Your Strategic Skills:
Method 1: Gap Analysis
· Current skills vs. emerging job descriptions in your field
· What's showing up in job postings for next-level roles?
· What skills do successful people in your target role have?
Method 2: Industry Trend Analysis
· What skills are industry publications highlighting?
· What certifications are becoming standard?
· What tools are competitors using?
Method 3: Internal Signals
· What skills is your company investing in training?
· What projects are getting budget and attention?
· What capabilities do high-performers demonstrate?
· What gaps has leadership mentioned?
Method 4: Future Role Preparation
· What role do you want in 2-3 years?
· What skills will that role require?
· What can you start learning now?
· What projects would demonstrate capability?
Section 3: Building Your 6-Month Upskilling Plan (1,500 words)
Planning Framework:
Step 1: Select 2-3 Strategic Skills (not 10)
· Focus better than breadth at this stage
· Choose skills that:
· Align with company direction
· Complement your current strengths
· Interest you personally (motivation matters)
· Have clear application in your work
· Build on each other (create skill stack)
Step 2: Identify Learning Resources
For Technical Skills:
· Company-provided learning platforms (LMS, LinkedIn Learning)
· Vendor certifications (Microsoft, Google, Salesforce)
· Coursera or Udemy for specific tools
· YouTube for tactical how-tos
· Industry associations' training programs
For AI/Data Skills:
· OpenAI tutorials and documentation
· Kaggle for practical data projects
· Fast.ai for accessible AI courses
· Company-specific AI tool training
· Peer learning from internal champions
For Human Skills:
· Books from recognized experts
· LinkedIn Learning courses
· Internal leadership development programs
· Practice through volunteer leadership (Week 10)
· Mentorship or coaching if available
Step 3: Create Learning Schedule
Time Allocation:
· 3-5 hours per week for focused learning
· Mix of structured courses and applied practice
· 60% learning, 40% application
· Weekly consistency better than monthly sprints
Sample 6-Month Plan:
Months 1-2: Foundation
· Week 1-4: Complete comprehensive course on Skill #1
· Week 5-8: Apply Skill #1 to 2-3 real work projects
· Track results and refine approach
Months 3-4: Expansion
· Week 9-12: Complete course on Skill #2
· Week 13-16: Apply Skill #2, integrate with Skill #1
· Create demonstration project combining both
Months 5-6: Advanced Application
· Week 17-20: Deep dive on advanced applications
· Week 21-24: Major project showcasing new capabilities
· Document comprehensive case study for portfolio
Step 4: Build Application into Learning
· Never learn without applying
· Each course module → immediate work application
· Document results (connects to Week 8)
· Iterate based on what works
· Share learnings with team
Step 5: Track and Adjust
Monthly Review:
· Hours invested in learning
· Courses or modules completed
· Real work applications
· Results and impact
· What's working vs. what isn't
· Adjustments needed
Quarterly Assessment:
· Skills demonstrably improved?
· Clear evidence of new capability?
· Recognized by manager/peers?
· Ready for next skill level?
· Plan still aligned with company direction?
Section 4: Making Your Upskilling Visible (800 words)
To Your Manager:
In 1:1s:
· "I'm working on developing [skill] to support [company initiative]. I've completed [course] and applied it to [project]. Here's the result."
· "For my development goals, I'm focusing on [skills]. I'd like to use [upcoming project] to demonstrate these capabilities. Can we discuss?"
· "I completed certification in [skill]. How can I use this to contribute more to team goals?"
In Performance Reviews:
· List specific courses/certifications completed
· Quantify time invested in development
· Connect skills to business impact
· Show pattern of continuous learning
· Request stretch assignments to apply new skills
In Development Conversations:
· Proactively propose skill development aligned with company needs
· Ask for projects that would let you practice new skills
· Request feedback on skill growth
· Discuss next-level skill requirements
To The Organization:
Certifications and Credentials:
· Add to LinkedIn profile immediately
· Share completion in team channels
· Include in email signature if appropriate
· Update internal profile/directory
Demonstrations:
· Present project using new skills in team meeting
· Write internal blog post about learning journey
· Offer to train others on newly acquired skill
· Volunteer for projects requiring new capability
Section 5: The Timing Advantage (500 words)
Why 6 Months Matters:
· Most peers waiting for company training programs
· You're building capability while others delay
· When opportunities emerge, you're ready
· Position yourself before role requirements change
· Demonstrate initiative that gets remembered
The Compounding Effect:
· Month 1-2: Basic capability
· Month 3-4: Demonstrated application
· Month 5-6: Advanced proficiency and visible results
· Month 7+: You're the go-to person for that skill
· Year 2: You're training others and leading initiatives
The Alternative Timeline:
· Wait for company training: 6-12 months behind
· React to role change: learning under pressure
· Miss opportunities: not ready when roles posted
· Fall behind peers who started earlier
· Play catch-up instead of leading
Section 6: Balancing Current Job and Upskilling (500 words)
The Reality:
· You still have to do your current job well
· Upskilling can't compromise current performance
· Need sustainable pace, not burnout sprint
· Integration is key: learn skills you can apply at work
Making It Sustainable:
Integrate Learning with Work:
· Choose skills directly applicable to current role
· Use work projects as practice ground
· Learning improves current job performance
· Creates positive feedback loop
Protect Core Performance:
· Current job excellence is foundation
· Strong performance gives you permission to grow
· Poor performance while learning looks like distraction
· Maintain standards while adding new capabilities
Manage Energy:
· Don't sacrifice sleep or health
· Build rest into schedule
· Take learning breaks when needed
· Sustainable 6-month pace beats intense 1-month burnout
Communicate Transparently:
· Let manager know you're upskilling
· Connect to business value
· Don't make it seem like you're checked out
· Frame as investment in contribution
This Week's Actions:
1. Identify 2-3 strategic skills to develop over next 6 months (use framework provided)
2. Research learning resources for each skill (courses, certifications, tutorials)
3. Create your 6-month upskilling plan with specific timeline and milestones
4. Schedule first learning session for next week (3 hours minimum)
5. Inform your manager of your commitment to upskilling and how it aligns with team goals
6. Set up tracking system for courses completed and skills applied
Tone: Strategic and forward-looking. This isn't about surviving the next month. It's about positioning yourself for the opportunities that emerge over the next 1-2 years. Empowering and practical.

WEEK 12: Decide Your Next Move Word count: ~4,500 words
Core Thesis: You've spent 11 weeks changing how your company sees you. Week 12 is about honest assessment of your progress, deciding whether to stay and build on momentum or start looking for better opportunities elsewhere, and creating your 6-month action plan.
Section 1: Retake Your Vulnerability Assessment (800 words)
The Week 2 Baseline:
· Your original seven-dimension assessment
· Your total score (7-35 range)
· Your three weakest areas
· Your concerns and fears at Week 2
The Week 12 Reassessment:
· Same seven dimensions, same questions
· Answer honestly based on current reality
· Calculate new total score
· Identify areas of improvement and areas still weak
Seven Dimensions Recap:
1. Role Automation Exposure
2. Demonstrated Adaptability
3. Current AI Engagement
4. Visibility and Documentation
5. Network Position
6. Skills Currency
7. Attitude and Reputation
Comparison Analysis:
· Week 2 score vs. Week 12 score
· Which dimensions improved most?
· Which dimensions still need work?
· Overall trajectory: better positioned or same/worse?
What Different Outcomes Mean:
Significant Improvement (5+ point increase):
· You've made measurable progress
· Your positioning has changed
· Continue building on momentum
· Focus on weakest remaining dimension
Moderate Improvement (2-4 point increase):
· Progress made but more work needed
· Some behaviors adopted, others still developing
· Continue 12-week practices
· Accelerate in key areas
Minimal Improvement (0-1 point increase):
· Honest assessment: did you actually do the work?
· If yes but no progress: may be wrong company fit
· If no: restart with real commitment
· May need different approach or environment
Decline (lower score than Week 2):
· What happened? External factors or your actions?
· Honest evaluation of effort and execution
· Company situation may have deteriorated
· May be time to look elsewhere
Section 2: Evaluating Your Company's Trajectory (1,000 words)
Regardless of your personal progress, assess your company's AI adoption reality:
Positive Signals:
· Clear communication about AI strategy and timeline
· Formal champion programs and support structures
· Investment in training and tools
· Recognition and rewards for early adopters
· Transparent about job changes but supportive of redeployment
· Examples of successful transitions
· Growing opportunities for AI-skilled employees
Warning Signals:
· No clear AI strategy communicated
· Tools provided but no training or support
· Resistance from leadership or middle management
· Budget cuts while claiming transformation priority
· Quiet attrition without redeployment offers
· Declining business performance
· Industry disruption accelerating faster than company response
The Honest Questions:
About Opportunity:
· Are there growing roles you're qualified for?
· Is company creating new positions or only eliminating old ones?
· Do successful adapters get recognized and promoted?
· Are there visible career paths forward?
About Culture:
· Does company actually reward adaptation or just demand it?
· Is there psychological safety to experiment and fail?
· Are early adopters celebrated or exploited?
· Does leadership walk the talk?
About Timeline:
· How fast is company moving relative to industry?
· Are you ahead of the curve or behind it?
· Will your progress matter if company fails to transform?
About Fit:
· Do you believe in company's direction?
· Can you see yourself here in 2 years?
· Are your values aligned with company's approach?
· Is this where you want to invest your career energy?
Section 3: The Stay Decision (1,000 words)
When Staying Makes Sense:
Strong Progress + Positive Company Signals:
· Your score improved significantly
· Company showing real commitment to transformation
· Opportunities emerging that match your new capabilities
· Manager recognizes and supports your growth
· You're positioned well for next opportunities
Your 6-Month "Stay" Plan:
Months 1-2: Consolidate Gains
· Continue weekly actions from playbook
· Deepen skills in strategic areas
· Take on one larger responsibility
· Build on Week 10 leadership opportunity
Months 3-4: Expand Influence
· Train more peers (scale Week 9 efforts)
· Lead larger initiative
· Cross-functional project or collaboration
· Propose new pilot or improvement
Months 5-6: Position for Advancement
· Apply for internal opportunities using documented wins
· Request expanded role or promotion conversation
· Propose next-level responsibility
· Demonstrate readiness for formal leadership
Quarterly Check-ins:
· Retake vulnerability assessment every 3 months
· Evaluate company trajectory quarterly
· Adjust plan based on changes
· Keep option to pivot if situation deteriorates
Section 4: The Look Decision (1,000 words)
When Looking Makes Sense:
Minimal Progress Despite Effort:
· You did the work but score barely changed
· Company not recognizing or rewarding adaptation
· No opportunities emerging despite your positioning
· Manager unsupportive or resistant
· Culture punishes risk-taking
Declining Company Situation:
· Clear signs of trouble (layoffs, budget cuts, leadership turnover)
· No real AI strategy, just cost-cutting with AI label
· Best people leaving
· Your industry disrupting faster than company adapting
· Writing on the wall
Personal Misalignment:
· Don't believe in company's direction
· Values conflict with company's approach to transformation
· Better opportunities elsewhere
· Geographic or lifestyle factors
· Simply ready for change
How to Look While Staying:
Update Your Positioning:
· LinkedIn profile: highlight AI skills and adaptability
· Resume: include documented wins from 12 weeks
· Portfolio: case studies of AI applications
· Certifications: visible credentials
· Network: reconnect with contacts at target companies
Target Companies Ahead of Curve:
· Look for companies further along in AI adoption
· Seek cultures that value learning and adaptation
· Find organizations investing in employee development
· Identify companies where your new skills are in demand
Interview with New Story:
· "Over the past three months, I've positioned myself as an AI champion..."
· Specific examples of wins and leadership
· Clear pattern of proactive development
· Evidence of adaptability and initiative
Timeline:
· Don't rush: look strategically, not desperately
· Continue performing in current role
· Leave on good terms: you're not fleeing, you're growing
· 3-6 month search timeline reasonable
Section 5: When to Leave vs. When to Stay (700 words)
Stay If:
· Company trajectory positive
· Your manager supports your growth
· Opportunities aligned with your new skills
· You're getting recognition and advancement
· 12-week progress validated you're in right place
· Culture rewards adaptation
· You believe in the mission
Look If:
· Company trajectory declining
· Manager unsupportive despite your efforts
· No opportunities despite positioning
· Adaptation not recognized or rewarded
· 12-week progress showed misalignment
· Culture punishes risk or innovation
· You don't believe in direction
The Gray Zone:
· Some positive signals, some concerning ones
· Some progress, but slower than hoped
· Some recognition, but not enough
Gray Zone Strategy:
· Stay but start networking
· Continue building skills
· Set clear decision deadline (3-6 months)
· If specific milestones not met, activate search
· Keep options open while giving it fair chance
Section 6: Your 6-Month Action Plan (800 words)
Regardless of Stay or Look decision, create forward plan:
Month 1: Immediate Next Steps
· Based on Week 12 assessment, what's your #1 priority?
· Which dimension still needs most work?
· What's one new behavior to adopt?
· What's one achievement to target?
Month 2-3: Build Momentum
· One new skill to develop
· One leadership opportunity to pursue
· One relationship to strengthen
· One win to document
Month 4-5: Accelerate or Pivot
· If staying: push for expanded role or promotion conversation
· If looking: actively interviewing at target companies
· Either way: continue skill development and win documentation
Month 6: Assess and Decide
· Retake vulnerability assessment again
· Compare Week 2 → Week 12 → Month 6
· Evaluate company trajectory again
· Make definitive decision: committed stay or active search
Continuous Practices to Maintain:
· Weekly learning time (Week 5)
· Regular documentation (Week 8)
· Peer help and leadership (Weeks 9-10)
· Tool usage and visibility (Week 3)
· Skill development (Week 11)
Section 7: Final Reflections (700 words)
What You've Accomplished:
· Honest vulnerability assessment
· Understanding of what companies track
· Active AI engagement with approved tools
· Volunteering and champion behavior
· Sustainable learning routine
· Strategic skill development
· Shadow AI avoidance and policy clarity
· Documented wins and visible contributions
· Peer help and knowledge sharing
· Leadership opportunity pursuit
· Strategic upskilling plan
· Clear-eyed view of your position
What This Means:
· You're no longer waiting to see what happens
· You've taken control of your positioning
· You have evidence of adaptability
· You're visible in the right ways
· You've built relevant capabilities
· You've created options for yourself
The Ongoing Reality:
· AI transformation isn't ending after 12 weeks
· This is ongoing work, not one-time project
· Maintain practices that worked
· Stay alert to changes
· Keep assessing and adjusting
· Continue building capabilities
Two Paths Forward:
If Staying: You've positioned yourself to thrive during transformation. Continue building on momentum. Pursue opportunities that emerge. Help others follow your path. You're an adapter, not a resistor.
If Looking: You've made yourself significantly more attractive to employers. You have evidence of initiative and capability. You're leaving from position of strength, not desperation. Your next company gets an employee who knows how to navigate change.
Either Way: You're better positioned than you were 12 weeks ago. You've demonstrated to yourself and others that you can adapt. You have a playbook you can use again. You know what works.
The Truth: Some readers won't survive their company's transformation. But you've given yourself the best chance possible. You've done the work. You've positioned yourself properly. You've created evidence and built capabilities. The outcome isn't entirely in your control, but you've controlled what you can.
Section 8: Continuing the Journey (300 words)
Resources:
· Continue learning (courses, certifications, communities)
· Stay connected (champions, peers, network)
· Keep documenting (wins never stop mattering)
· Watch trends (AI evolving rapidly)
· Reassess quarterly (don't get complacent)
Final Note: The 18-month window continues. You've used the first 3 months well. You have 12-15 months before the major impact OpenAI's chief economist predicted. Stay ahead of it. Keep adapting. Help others. Build capabilities. Document wins. Position strategically.
You're not just surviving AI transformation. You're positioning yourself to thrive during it.
This Week's Actions:
1. Retake full vulnerability assessment (all seven dimensions)
2. Calculate Week 12 score and compare to Week 2 baseline
3. Write honest evaluation: Did I do the work? Did it matter? Is my company moving in the right direction?
4. Make Stay or Look decision based on data, not emotion
5. Create detailed 6-month action plan with specific milestones
6. Schedule Month 3 and Month 6 reassessment dates now
7. Identify one person to share your plan with (accountability)
Tone: Honest, reflective, and empowering. Acknowledge some readers may need to leave their companies. Celebrate progress regardless of outcome. Emphasize that they've created options and control over their positioning. Forward-looking and practical.

APPENDICES
Appendix A: The Vulnerability Assessment (~1,500 words)
· Complete seven-dimension assessment with all questions
· Scoring guide for each dimension
· Total score interpretation
· Week 2 and Week 12 comparison template
Appendix B: Resource Directory (~1,000 words)
· Learning platforms by skill type and function
· Certification programs worth pursuing
· Industry-specific AI adoption timelines and reports
· Change management frameworks (ADKAR, Kotter's 8-Step, Lewin)
· Professional communities and networks
Appendix C: Scripts and Templates (~1,500 words)
· How to volunteer (email templates for managers)
· How to document wins (tracking spreadsheet template)
· How to ask about AI policy (conversation scripts)
· 6-month skill development plan (worksheet)
· Performance review self-assessment template
· Leadership opportunity pitch templates

TOTAL WORD COUNT: ~60,000 words (Introduction: 2,000 + 12 chapters @ 4,500 each = 56,000 + Appendices: 4,000) PAGE COUNT: ~240 pages at 250 words/page STRUCTURE: Meets 200-page target, allows for some condensing or white space
This expanded outline gives you writing guidelines with:
· Clear structure for each chapter
· Specific data points and research to include
· Real examples and case studies
· Tactical actions for each week
· Tone guidance
· Connection between chapters
· Balance of research, examples, and application
Ready to start drafting specific chapters?
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