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Al INSIGHT
ASSISTANT

IT Weekly Briefing

> Scans the week’s Al, cybersecurity,
governance, and vendor news every
Monday.

> Estimated time saved: ~1.5-2
hrs/week

Lead with Al

Al RESEARCH
ASSISTANT

Incident Response Plan
> Built the Incident Response Plan:

severity matrix, communications
matrix, and message templates.

> Estimated time saved: ~3-4 days of
drafting

Al PRODUCTIVITY

ASSISTANT
JSD Weekly Brief

> Reviews the Business Services Desk
in Jira every Friday, surfacing tickets
needing a response.

> Estimated time saved: ~30-45
min/week

Dave Anderson
Head of Business
Services

Al PRODUCTIVITY
ASSISTANT

Daily Briefing

» Scans mailbox & calendar each
weekday morning for priority emails,
today’s meetings, and 1:1 prep with
my team.

> Estimated time saved: ~2 hrs/week

Al PRODUCTIVITY
ASSISTANT

BS Mailbox Weekly Review

> Reviews the Business Services
mailbox every Friday, flagging emails
still needing a response or filing.

Al PRODUCTIVITY > Estimated time saved: ~30-45
ASSISTANT minfweek

Weekly Email Response
Review

» Checks sent mail from the last 14
days every Friday, flagging anything
still awaiting a reply.

> Estimated time saved: ~20-30
min/week



