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A Lunch & Learn Plus Series for Real-World AI 
Confidence 

Duration: 8 weeks | Session length: 90 minutes | Format: Online 

Structure: Each week combines live instruction with practical assignments. Between 
sessions, you’ll apply what you’ve learned to your own work context — whether that’s 
legal, HR, finance, consulting, or operations. This “learning by doing” approach ensures 
the course stays relevant to your actual day-to-day challenges. 

Who This Is For: 

• Professionals in non-technical roles who need to understand, apply, or supervise AI 
in their work. 

• Managers, consultants, and SME leaders 

• L&D and HR professionals 

• Anyone ready to move from AI-curious to AI-capable 

What’s Inside: 

Each week includes dedicated time for reflection: you’ll consider how the concepts apply 
to your specific role and work environment, both now and in the future. This ensures the 
learning stays practical and immediately relevant. 

Week 1 — AI in Plain English: Demystify & Decide 

Goal: Understand what AI really is, what it can do, and what to avoid. 
You’ll learn: 

• The difference between AI, Generative AI, machine learning, and neural networks 

• Understanding ML limitations: data quality, solution bias, overfitting — why AI 
results aren’t gospel 

• Understanding GenAI limitations: bias, hallucinations, knowledge cut-off dates 

• Practical examples from industries 

• A simple framework to decide: AI or not AI? 

• Building a healthy scepticism: when to trust AI and when to verify 
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Outcome: You can explain AI clearly to anyone, spot when it’s being oversold, and 
know the real limitations. 

Assignment: Identify three processes in your role where AI might help — and one where it 
definitely shouldn’t. 

Week 2 — Use Case Lab & Prompting Foundations 

Goal: Map your own processes to identify AI opportunities, then learn to communicate 
effectively with AI tools. 
You’ll learn: 

• Use Case Mapping Exercise: Map your daily/weekly processes and identify where 
AI could save time or reduce manual work 

• The “ease of build” scale: prioritising what’s worth tackling first 

• Real examples from companies: automating reports, checking stock, extracting 
data from PDFs 

• The 3-part prompting structure: Role, Constraints, Output 

• How to iterate prompts effectively 

• Tips for writing prompts that scale across tasks 

Outcome: You have a prioritised list of AI use cases for your role, plus the prompting 
skills to start implementing them. 

Assignment: Build and test three different prompts for a real task in your work — 
document what works and what doesn’t. 

Week 3 — Build Your Own AI Copilot: Turning Content into Answers 

Goal: Create a lightweight system that answers questions from your internal documents, 
and understand how AI connects to your existing tools. 
You’ll learn: 

• What Retrieval-Augmented Generation (RAG) is — in plain English 

• How to upload, connect, and query your own materials 

• How to test accuracy and avoid “hallucinations” 

• Simple integration concepts: How AI links with systems you already use (Excel, 
ERP, SharePoint, etc.) — just enough to demystify how these pieces connect 

Outcome: You can turn PDFs and manuals into your own searchable “AI assistant” and 
understand how AI fits into your tech stack. 
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Assignment: Upload 3-5 documents from your work and test the accuracy of responses. 
Document where it works well and where it struggles. 

Week 4 — Proposal & Report Accelerator: Writing Faster with 
Guardrails 

Goal: Use AI to draft and refine documents efficiently and safely. 
You’ll learn: 

• Structuring scopes, reports, and summaries with templates 

• Keeping outputs accurate, professional, and on-brand 

• Avoiding plagiarism and confidentiality risks 

Outcome: You can use AI as a writing partner — faster, cleaner, and fully under your 
control. 

Assignment: Use AI to draft a report, proposal, or summary for your work. Compare the 
time saved vs. manual drafting and note quality improvements needed. 

Week 5 — Handling Hallucinations: Fact-Checking AI 

Goal: Learn to detect, prevent, and fix AI-generated errors. 
You’ll learn: 

• Why AI makes things up (and how to spot it) 

• Verification checklists and “trust-but-verify” techniques 

• Lightweight tools for fact-checking 

Outcome: You can tell when AI is wrong — and confidently correct it. 

Assignment: Take an AI-generated output from your work and fact-check it using the 
verification techniques. Document any errors or hallucinations found. 

Week 6 — Data Safety & Ethics: Use AI Responsibly 

Goal: Stay smart, safe, and compliant with data when using AI. 
You’ll learn: 

• What not to upload 

• Lightweight AI policies for teams and consultants 

• Tools for anonymising and protecting sensitive information 

Outcome: You can safely use AI without breaching client or company data policies. 
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Assignment: Review your organisation’s data policies and create a one-page “AI usage 
checklist” for your team or department. 

Week 7 — Budget-Friendly AI Toolkit: Practical Tools Under 
€50/Month 

Goal: Explore the most effective, affordable AI tools for real work. 
You’ll learn: 

• Comparing open-source vs commercial options 

• How AI tools combine in workflows to automate repetitive tasks 

• Integrating simple search and automation tools 

• Tracking cost and usage to avoid surprises 

Outcome: You’ll walk away with a personal “AI stack” you can use immediately. 

Assignment: Build a simple 2-3 step AI workflow for a repetitive task in your work. 
Calculate the time saved per week. 

Week 8 — AI’s Impact on Work & Rolling Out AI Successfully 

Goal: Understand how AI will reshape roles and responsibilities, then learn how to 
introduce it in your team or organisation the right way. 
You’ll learn: 

• What AI will and won’t do: Realistic expectations for automation and 
augmentation 

• Which roles and tasks become more valuable vs. which will be automated 

• How to position yourself and your team for an AI-enabled future 

• The 30-day adoption plan: champions, pilots, and communications 

• Common pitfalls and how to avoid resistance 

• Keeping skills fresh and content current 

Outcome: You can lead an AI rollout confidently — with trust, transparency, and 
results. You’ll also understand how to adapt your career and team strategy for long-
term success. 

Assignment: Create a 30-day AI adoption plan for your team or department. Include quick 
wins, communication strategy, and success metrics. 
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