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MY Al SUPPORT TEAM

Al tools | use every day to manage onboarding, administration,
compliance, finance, and department operations.

AVERY

Onboarding
Coordinator

Primary Platform: ChatGPT

| use Al to:

+ Create onboarding checklists

+ Draft welcome and onboarding emails

+ Build orientation and training
schedules

* Write appointment confirmation
letters

* Answer onboarding process
questions
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Administrative

Operations

Primary Platform: ChatGPT
luse Al to:
Prepare meeting agendas
Summarize meetings and capture
key takeaways
Create action item lists and
follow-ups
+ Draft and update SOPs
Organize and clean up
documentation
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IRIS

Visa & Appointment
Specialist

Primary Platform: ChatGPT

luse Al to:

Draft immigration and visa

communications

Create visa process timelines

and checklists

* Summarize appointment and
compliance requirements

* Prepare documentation request

lists

Track visa and appointment

deadlines

HOW THIS HELPS
ME EVERY DAY
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Business Partner
Advisor

luse Al to:

Primary Platform: Google Gemini

Brainstorm solutions before

meetings

Create talking points for

leadership and stakeholders

* Summarize discussions across
departments

* Generate presentation content

* Plan and communicate next steps
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HERNANDEZ

Onboarding Specialist
| Administration Manager

across teams

2

Saves time on
repetitive tasks

Improves accuracy
and consistency
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Q Research Assistant

Primary Platform: Perplexity

luse Al to:

+ Find current regulations and
institutional guidance

Verify information and references
Research best practices in higher
education administration
Benchmark processes and
compensation data

Collect supporting resources for
projects and policies

(0> Strengthens collaboration
(YY) across departments
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Policy & Compliance 392 Finance & Payroll
Analyst Zoe Assistant
Primary Platform: Claude Primary Platform: ChatGPT
luse Al to: luse Al to:
* Review and explain HR and + Organize and maintain account
institutional policies strings
+ Compare policy language + Build funding source reference
and revisions tables
* Check communications for + Create salary comparison sheets
clarity and completeness * Assist with payroll and FTE
® * Identify missing information calculations
*, before submission Format financial reports and
/ey summaries
S
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0 E!I Communications

Manager

Primary Platform: Microsoft Copilot

luse Al to:

Draft and refine professional emails
Rewrite difficult or sensitive
communications

Create meeting recaps and
updates

Edit and format documents in

Word

Build Excel summaries, trackers,
and dashboards

Supports better decisions
with organized information




