
AI Capability Assessment 
for Knowledge Workers
Identify the Best AI Applications for 
Your Role

Understand Your AI 
Readiness
Assess how your skills align with AI technologies 
to maximize productivity.

Discover Role-
specific AI Tools
Explore AI applications tailored to enrich your 
daily tasks and decision-making.

Plan Your AI 
Integration
Create a step-by-step approach for seamless AI 
adoption in your workflow.

A companion resource to "AI in the Workplace Today"

by Carl Carter

https://gamma.app/?utm_source=made-with-gamma


�  Your Industry AI Readiness Score
Rate each statement from 1-5 (1=Strongly Disagree, 5=Strongly Agree)

Data and Infrastructure
Our organization has clean, well-organized data _____/5

We have reliable internet and modern computer systems _____/5

Our IT department supports new software implementations _____/5

We have budget allocated for productivity tools _____/5

Organizational Culture
Leadership encourages adoption of new technologies _____/5

Team members are open to learning new tools _____/5

We measure and track productivity improvements _____/5

We have time allocated for training and skill development _____/5

Process Maturity
Our workflows are well-documented and standardized _____/5

We regularly identify and eliminate inefficiencies _____/5

We have clear quality control processes _____/5

We collaborate effectively across departments _____/5

Total Score: _____/60

Scoring Guide:

45-60: High AI readiness - Start with advanced implementations

30-44: Moderate readiness - Begin with simple tools and build up

15-29: Basic readiness - Focus on foundational improvements first

Below 15: Address organizational basics before AI adoption
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�  AI Opportunity Identifier by Role
For Marketing Professionals
High-Impact AI Applications:

Content Generation: Blog posts, social 
media, email campaigns

Tools to explore: Jasper, Copy.ai, 
Writesonic

Time savings: 3-5 hours per week

ROI timeline: 1-2 months

Customer Segmentation: Personalized 
campaigns and targeting

Tools to explore: HubSpot AI, Salesforce 
Einstein

Performance improvement: 20-30% 
better engagement

ROI timeline: 2-3 months

Social Media Management: Post 
scheduling and optimization

Tools to explore: Hootsuite AI, Buffer AI

Time savings: 5-8 hours per week

ROI timeline: 1 month

For Sales Professionals
High-Impact AI Applications:

Lead Scoring: Prioritize prospects 
automatically

Tools to explore: Salesforce Einstein, 
HubSpot

Productivity increase: 25-40%

ROI timeline: 2-3 months

Email Automation: Personalized outreach 
at scale

Tools to explore: Outreach.io, SalesLoft

Response rate improvement: 15-25%

ROI timeline: 1-2 months

Call Analysis: Conversation intelligence and 
coaching

Tools to explore: Gong, Chorus, 
ExecVision

Deal closure improvement: 10-20%

ROI timeline: 3-4 months
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�  AI Opportunity Identifier by Role
For Operations Managers
High-Impact AI Applications:

Process Automation: Workflow 
optimization

Tools to explore: Zapier, Microsoft Power 
Automate

Time savings: 10-15 hours per week

ROI timeline: 1-2 months

Predictive Analytics: Demand forecasting 
and planning

Tools to explore: Tableau AI, Power BI AI

Accuracy improvement: 20-35%

ROI timeline: 3-6 months

Quality Control: Automated inspection and 
monitoring

Tools to explore: Industry-specific AI 
platforms

Error reduction: 30-50%

ROI timeline: 2-4 months

For HR Professionals
High-Impact AI Applications:

Recruitment Screening: Resume analysis 
and candidate matching

Tools to explore: HireVue, Pymetrics, 
Workable

Time savings: 8-12 hours per week

ROI timeline: 1-2 months

Employee Analytics: Engagement and 
retention prediction

Tools to explore: Workday, BambooHR AI 
features

Retention improvement: 15-25%

ROI timeline: 6-12 months

Learning Recommendations: Personalized 
training paths

Tools to explore: Coursera for Business, 
LinkedIn Learning

Training completion: 30-40% increase

ROI timeline: 3-6 months

For Financial Professionals
High-Impact AI Applications:

Expense Management: Automated categorization and reporting

Tools to explore: Expensify, Receipt Bank

Time savings: 4-6 hours per week

ROI timeline: 1 month

Risk Analysis: Fraud detection and compliance monitoring

Tools to explore: DataSnipper, MindBridge AI

Accuracy improvement: 25-40%

ROI timeline: 2-3 months

Financial Forecasting: Predictive modeling and analysis

Tools to explore: Adaptive Insights, Planful

Forecast accuracy: 20-30% improvement

ROI timeline: 3-6 months
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�  Implementation Priority Matrix
Rank your top 5 AI opportunities using this framework:

Priority Ranking Criteria
For each potential AI application, score 1-5:

Impact Potential (How much will this improve your work?) Implementation Ease (How difficult will 
this be to set up?) Cost Effectiveness (ROI within 6 months?) Team Readiness (Is your team prepared 
for this change?)

AI 
Applicatio
n

Impact Ease Cost Readiness Total Priority

__________
_______

___/5 ___/5 ___/5 ___/5 ___/20 _________

__________
_______

___/5 ___/5 ___/5 ___/5 ___/20 _________

__________
_______

___/5 ___/5 ___/5 ___/5 ___/20 _________

__________
_______

___/5 ___/5 ___/5 ___/5 ___/20 _________

__________
_______

___/5 ___/5 ___/5 ___/5 ___/20 _________
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À  90-Day AI Implementation Plan
1Month 1: Foundation 

(Weeks 1-4)
Week 1-2: Assessment & 

Planning
Complete this capability assessment

Identify top 3 AI opportunities

Research specific tools and pricing

Get leadership buy-in and budget 
approval

Week 3-4: Pilot Preparation
Select one low-risk, high-impact AI 
tool

Set up trial accounts and test 
environments

Define success metrics and 
measurement methods

Train core team members on 
selected tool

2 Month 2: Pilot 
Implementation 
(Weeks 5-8)
Week 5-6: Initial Deployment

Implement first AI tool with small 
team

Document processes and workflows

Gather daily feedback and usage 
data

Address technical issues and user 
concerns

Week 7-8: Optimization
Analyze usage patterns and results

Optimize settings and configurations

Expand to additional team members

Measure initial ROI and productivity 
gains

3Month 3: Scale and 
Expand (Weeks 9-12)

Week 9-10: Broader Rollout
Deploy to full team if pilot successful

Implement training program for all 
users

Establish ongoing support processes

Begin evaluating second AI tool

Week 11-12: Strategic 
Planning

Compile comprehensive results and 
ROI data

Plan next phase of AI 
implementations

Share success stories with 
leadership

Develop long-term AI strategy
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ä  Quick Wins: Start Here
If you're new to workplace AI, try these low-risk, high-impact applications first:

This Week (0-1 
hours setup)

Grammarly - Writing 
assistance and 
proofreading

Calendly - Automated 
meeting scheduling

IFTTT/Zapier - Simple task 
automation

This Month (2-4 
hours setup)

Notion AI - Enhanced 
note-taking and 
documentation

Canva AI - Quick graphic 
design and presentations

Otter.ai - Meeting 
transcription and note-
taking

Next Quarter (8+ 
hours setup)

Industry-specific AI 
platform - Based on your 
role assessment

CRM with AI features - 
Enhanced customer 
management

Advanced analytics tool - 
Data-driven decision 
making
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�  Success Metrics Tracker
Use this template to measure your AI implementation success:

Productivity Metrics
Time saved per week: Before: ___ hours | After: ___ hours | Improvement: ___%

Tasks completed per day: Before: ___ | After: ___ | Improvement: ___%

Error rate: Before: ___% | After: ___% | Improvement: ___%

Quality Metrics
Customer satisfaction: Before: ___/10 | After: ___/10 | Improvement: ___%

Output quality rating: Before: ___/10 | After: ___/10 | Improvement: ___%

Revision cycles: Before: ___ | After: ___ | Improvement: ___%

Financial Metrics
Tool cost per month: $_______

Time savings value: $_______ (hours saved × hourly rate)

Quality improvement value: $_______

Net ROI: $_______ (benefits - costs)
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U  What's Next?
Once you've identified your AI opportunities, you'll be ready to:

Understand what AI can and cannot do for your specific needs

Choose the right tools for your workflow

Implement AI solutions effectively

Measure and optimize your results

Continue your AI journey: Check out our next guide on "Understanding AI Capabilities and Limits" to 
make informed decisions about AI implementation.

© PracticalAI.world - Making AI accessible for knowledge workers

Save this assessment and revisit it quarterly to track your AI adoption progress!

https://gamma.app/?utm_source=made-with-gamma

