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“A machine's ability to 
perform a task that 
would've previously 

required human 
intelligence”
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AI TOOLS
What is ChatGPT?

ChatGPT is a natural language 
processing tool driven by AI 

technology that allows you to 
have human-like 

conversations and much more 
with the chatbot. The 

language model can answer 
questions and assist you with 

tasks, such as composing 
emails, essays, and code.
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IT IS ALL ABOUT THE PROMPTS….

Prompts

Summarize 
long documents and 
articles
"Summarize the text 

below and
give me a list of bullet 
points with key insights 
and the most important 
facts.
[insert text]”

Improve your writing
"Proofread my writing 
above. 
Fix grammar and 
spelling mistakes.
And make suggestions 
that will improve the 
clarity of my writing."

Train ChatGPT to 
generate prompts for 
you
"You are an AI 

designed to help [insert 
profession]. 
Generate a list of the 10 
best prompts 
for yourself. 
The prompts should 
be about [insert topic]."

Human describing
AI building
Human Refining 
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AI PROGRESSION

Feb 2022 April 2022 July 2022

March 2023Nov 2022
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THINGS TO BE AWARE OF

1. Date/data 
restrictions

2. Privacy 
considerations

3. Factual 
correctness



MICHAEL CALAM
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MANAGER QLD
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Building a Meeting Agenda
After clicking + New Chat on the top 
right corner, enter your prompt in the 
text box below.  Then click the green 
arrow to produce a meeting agenda.



Copy The Results
Chat GPT will then produce an 

agenda for you to use, if you’re not 
happy with it click Regenerate 

Response or rewrite your prompt to be 
more specific.



Dictate Your File Notes
I have used Otter AI to dictate a 
summary of the meeting with the 

clients.  It has produced a transcript 
which I can copy across to MS Word.



Remove Private Info
I simply do a find and replace in word 

to remove any names or other 
sensitive information from the 

transcript which I can add back in 
afterwards.



Tidy Up the Transcript
Use Chat GPT to tidy up the 

transcript.  Write a prompt similar to 
below and then copy and paste the 

desensitized information after it.





OUR CHALLENGE TO YOU

Give it a go in the next 
2 weeks to help with a 

task you need to 
do…….



THANK YOU
Questions
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