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Research
Assistant

James —
Contract & Policy Analyst

Analyzes contracts and policies;
saves ~0.5-1.5 hrs/week; highlights
important terms and potential
concems.

Writing
Assistant
Jennifer —

AP Communications Specialist

Drafts vendor emails,
reminders, and SOPs; saves
~1.5-3 hrs/week; improves
clarity and speed.

Google Gemini

Analysis/Data
Assistant
Emily —
AP Data & Reconciliation
Analyst

Checks invoices vs. POs and
trends; saves ~1-2 hrs/week;
speeds up finding mismatches and
patterns

——

Rubim
Rwakabuba

Personal
Assistant
Michael —

AP Workflow Coordinator

Supports invoice reviews and
quick responses; saves ~1-2
hrs/week; speeds up handling
and documenting issues..

NotebookLM|

Knowledge
Manager

David —

AP Knowledge & Process Librarian

Stores SOPs, checklists, and
vendor info; saves ~1-2 hrs/week;
reduces searching and keeps steps
consistent.

anva

Presentation
Assistant

Sarah —

AP Reporting & Presentation
Designer

Designs simple dashboards, guides,
and visuals; saves ~0.5—1 hr/week;
improves how quickly and clearly
information is shared.



