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STAFF HANDBOOK Paulina’s Al Team: LEGAL CONTRACT
Roles & Tools ASSISTANT
Laura Ally

Answers employee questions
about company policies using the
full staff handbook as its
knowledge base. Employees can
ask questions directly instead of
searching documents. Each

TOOL response links to the exact policy
SURVEY WRITER or guideline for reference.
AND ANALYSER Uses: NotebookLM.

Ola

Helps design employee pulse
surveys by suggesting topics
and phrasing clear questions.
Analyzes results over time using
data from previous surveys and

current organizational contest to 0;(; ANIZ ATION AL
identify patterns and areas that PSYCHOLOGIST

need deeper exploration.
Uses: Gemini Gem

Sadie

Advice on workplace situations
involving employees and
managers. Helps analyze
interpersonal dynamics and
suggests how to respond or
communicate in ways that land
well within our organization.
Uses: Gemini Gem

Lead with Al

Reviews requested changes to
employment or contractor agreements
». using the company’s standard contracts
as reference. Explains what the change
would mean for the company, highlights
potential risks, and suggests pragmatic
alternatives that protect the business
while helping move agreements
forward.

Uses: Gemini Gem 100L

DOMESTIC C00

nders

Ndvise on running and maintaining

a house. Helps evaluate repairs,
maintenance, and investments such

100L as energy systems, renovations,
HR R ESPONSE and operating costs, providing
WRITER practical recommendations and
cost estimates for managing a villa.
/ A lexan d ra Uses: Chat GTP Project

Finds the relevant information in
company policies, routines, and
processes and drafts replies to
employee questions in my tone,
Helps turn policy guidance into
clear, personal emails or chat
responses that I can quickly review
and send.

Uses: Gemini Gem.
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