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Al INSIGHT
ASSISTANT

Operations and Data

-Description: Analyzes survey
results, identifies trends,
summarizes operational data,
and creates executive summaries
and dashboard insights.
Estimated time saved: 2-3
hours/week

Lead with Al

il PERSONAL BOARD

&’ OF DIRECTORS

Strategic Leadership

Coaelription: Acts as a
sounding board for
leadership decisions,
difficult conversations,
change management, team
development, and strategic
planning.

- Estimated time saved: 1-2
hours/week

Faiza Lodhi

[Manager, Admin.

| Services)
Al RESEARCH

ASSISTANT

Research and Policy

%§éﬁ$9&ﬂt Researches best

practices, summarizes policies,
compares vendors, and gathers
information to support
recommendations and decision-
making.

-Estimated time saved: 2-4
hours/week

Al PRODUCTIVITY

ASSISTANT

Operations and workflow

mabageption:
Drafts team emails,

summarizes lengthy email

threads, creates meeting
agendas and action item
trackers, and formats
standardized operating

procedures (SOPs).
- Estimated time saved: 4-5
hrs/week

Al CREATIVE
ASSISTANT

Communications and
content assistant

-Description: Drafts staff

communications, presentations,

newsletters, recognition messages,

policies, and event materials while

improving tone and clarity.

-Estimated time saved: 2-3
hours/week

Al CODING
ASSISTANT

Automation Assistant

-Description: Creates Excel
formulas, assists with Power
Automate or VBA scripts, helps
troubleshoot spreadsheets, and
automates repetitive
administrative tasks.
-Estimated time saved: 2-4
hours/week



