4AN \
a EER
umml v
Nl
Global Skill Development Council

Al Career Readiness Assessment

Evaluate Your Al Skills and Build a Smarter Career Roadmap
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1. Welcome

Artificial intelligence is no longer limited to technical teams or software companies. It is
now becoming a daily productivity partner for professionals in operations, finance, HR,
learning and development, marketing, sales, compliance, customer service, design, and
technology. Al readiness means understanding how to use Al tools confidently,
responsibly, and strategically so that they enhance your work rather than create

confusion, risk, or dependency.

This assessment helps you evaluate your current Al capability across five practical
areas: Al fundamentals, Al tool proficiency, prompt engineering, Al productivity, and
responsible Al. The goal is not to label you as “good” or “bad” at Al Instead, it gives you
a structured way to identify strengths, gaps, and next steps for building a smarter career

roadmap.

1.1 Why Al readiness matters in today’s workplace

e Alis changing how work gets done: Professionals are using Al to draft
documents, summarize meetings, analyze data, generate ideas, create

presentations, and automate repetitive tasks.

o Al skills are becoming career differentiators: Employees who can use Al
effectively are often better positioned to improve productivity, support decision-

making, and contribute to innovation.

e Human judgment is still essential: Al can accelerate work, but it cannot fully
replace critical thinking, domain expertise, ethical judgment, or accountability.
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o Responsible use protects organizations: Understanding privacy,

confidentiality, accuracy, and bias helps prevent misuse of Al-generated outputs.

1.2 How to use this assessment

Read each statement carefully and rate yourself from 1 to 5 based on your current
confidence and real-world experience. Be honest rather than aspirational. For example,
if you have used ChatGPT once or twice but do not yet use it regularly in your work,

your rating should be closer to Beginner than Advanced.

e Complete the scorecard independently before discussing it with a manager,

mentor, or coach.
e Use examples from your own work to support each rating.
e Focus on practical application, not just theoretical knowledge.

e Repeat the assessment every 3 to 6 months to track growth.

1.3 Scoring instructions

1 Beginner [ have little or no experience
and need foundational

learning.
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2 Basic [ understand the idea but
need guidance to apply it

effectively.

3 Developing [ can use the skill for simple

tasks with some confidence.

4 Advanced [ use the skill regularly and
can adapt it to different work

situations.

5 Expert [ can apply the skill
strategically, teach others,

and improve workflows.

Add your scores across all statements to identify your overall Al readiness level. A lower
score is not a weakness; it is a signal for where to focus your learning plan. A higher
score should be supported by evidence, such as examples of Al-assisted projects,

reusable prompts, improved productivity, or responsible Al practices.
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2. Al Readiness Scorecard

Rate yourself from 1 (Beginner) to 5 (Expert) for each statement. The examples below

are designed to help you interpret each statement in a practical workplace context.

2.1 Al Fundamentals

Al fundamentals measure whether you understand what Al can do, where it performs
well, and where it requires caution. This category is important because professionals
who understand the basics are more likely to choose the right tool, ask better questions,

and avoid unrealistic expectations.

I understand what [ can explain that Generative

Generative Al is. Al creates new text, images,
code, summaries, or ideas

based on patterns learned

from data.
I know the strengths and [ understand that Al can
limitations of Al summarize quickly but may

produce inaccurate, biased,
outdated, or unsupported

information.
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I can identify the right Al I know when to use a writing

tool for different tasks. assistant, research assistant,
coding assistant, image
generator, or enterprise

productivity tool.

Example: If you need to draft a professional email, a general Al assistant may be useful.
If you need to summarize an internal meeting or locate company information, an
enterprise Al tool with access to organizational data may be more appropriate. If you
need to generate code, a developer-focused assistant such as GitHub Copilot or Cursor

may be better suited.

2.2 Al Tools Proficiency

This section evaluates how comfortable you are with different Al tools. You do not need
to master every tool listed. Instead, focus on the tools most relevant to your role,

industry, and career goals.

e ChatGPT: Useful for drafting, brainstorming, explaining concepts, creating

outlines, and generating structured content.

e Claude: Often useful for long-form writing, document analysis, reasoning, and

summarization.

e Google Gemini: Useful for research, productivity tasks, and integration with

Google-based workflows.
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e Microsoft Copilot: Useful for work within Microsoft 365, such as Word, Excel,

PowerPoint, Outlook, and Teams.

o Perplexity Al: Useful for research-oriented tasks where source-aware answers

are important.

e GitHub Copilot / Cursor: Optional for developers; useful for code generation,

debugging, refactoring, and technical documentation.

e Midjourney / Adobe Firefly: Optional for creative roles; useful for image

concepts, campaign visuals, design exploration, and creative ideation.

ChatGPT

Claude

Google Gemini

Microsoft Copilot

Perplexity Al

GitHub Copilot /

Cursor

Midjourney / Adobe

Firefly
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Example: A finance professional may rate themselves high in Microsoft Copilot for
summarizing reports and drafting variance explanations, but low in Midjourney because
image generation is not central to their role. A software developer may prioritize GitHub

Copilot or Cursor more heavily than presentation tools.

2.3 Prompt Engineering

Prompt engineering is the ability to communicate clearly with Al systems. A strong
prompt gives the Al enough context, direction, constraints, and output expectations.
This skill is valuable because vague instructions usually produce vague results, while

specific prompts improve relevance, structure, and usability.

I write clear prompts. [ specify the task, audience,

tone, format, and expected

level of detail.

I refine prompts for better [ improve the prompt when
results. the first response is
incomplete, too generic, or

inaccurate.

I use context effectively. [ provide relevant

background, constraints,
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examples, source material, or

role instructions.

I verify Al-generated [ check facts, calculations,
outputs. citations, assumptions, and
alignment with business

requirements.

Weak prompt example: “Write about Al skills.”

Stronger prompt example: “Create a two-page guide for mid-career HR professionals
explaining the top Al skills they should build in the next 6 months. Use a professional
tone, include examples for HR operations, recruitment, learning and development, and

employee communications, and end with a 30-day action plan.”

2.4 Al Productivity

Al productivity measures how often and how effectively you use Al to improve everyday
work. The goal is not simply to use Al more often, but to use it where it saves time,

improves quality, supports decision-making, or helps you move from idea to execution

faster.

Writing Drafting policies, reports,

proposals, scripts, training
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content, or executive

summaries.

Research Exploring topics, comparing
options, summarizing
sources, and preparing
background notes.

Presentations Creating slide outlines,

speaker notes, storylines,
and executive briefing

content.

Data analysis

Interpreting trends,
explaining variances,
generating formulas, or

summarizing datasets.

Coding

Generating scripts,
debugging code,
documenting logic, or
creating automation

workflows.

Brainstorming

Generating ideas,

alternatives, scenarios, risks,
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or improvement

opportunities.

Email drafting Writing professional emails,
follow-ups, stakeholder
updates, and concise

responses.

Example: Instead of spending 45 minutes drafting a first version of a project update,
you might use Al to create a structured draft in 5 minutes, then spend 15 minutes
reviewing, correcting, and tailoring it. This is a productive use of Al because the human

professional remains accountable for accuracy, tone, and final judgment.

2.5 Responsible Al

Responsible Al is the practice of using Al safely, ethically, and appropriately. This is one
of the most important parts of Al readiness because poor Al use can create business,
legal, reputational, and privacy risks. Responsible users know that Al output should be

reviewed, validated, and handled with care.

I fact-check Al responses. [ verify claims, numbers,

names, dates, calculations,
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and policy interpretations

before using them.

I understand Al privacy [ know that sensitive,

risks. personal, financial, legal, or
confidential information
should not be entered into

unapproved tools.

I avoid sharing [ remove client names,

confidential data. employee records,
proprietary data, and
internal financial details
unless the tool is approved

for that use.

I know when human [ involve a qualified person
review is necessary. for legal, compliance, HR,
financial, medical, safety, or

high-impact decisions.

Example: If Al drafts a performance policy, an HR or legal reviewer should validate the
final wording before publication. If Al summarizes financial data, the underlying
numbers should be checked against the source workbook or system of record. If Al
produces a recommendation that affects people, customers, compliance, or money,

human review is essential.
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3. Career Readiness by Role

Al career readiness looks different depending on your role. A marketer may use Al for
campaign ideas and content testing, while a software developer may use Al for code
generation, debugging, and documentation. Choose your primary role below, then

review the suggested Al capabilities that are most relevant to that career path.
e 0O Marketing
« 0OHR
e 0O Software Development
e 0O Project Management
e 0 Sales
e 0O Business Analyst
o 0 Operations
e 0 Designer
e 0 Student

e 0 Other:

Marketing Content ideation, campaign Use Al to create five

messaging, customer research, |campaign angles for a

www.gsdcouncil.org
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HR

Software Development

Project Management

Sales

SEO support, and performance

summaries.

Policy drafting, employee
communications, learning
content, recruitment support,

and workforce analytics.
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product launch and compare
the likely audience appeal of

each angle.

Use Al to draft an
onboarding checklist, then
review it for compliance,
inclusivity, and company-

specific requirements.

Code assistance, debugging, test |Use Al to generate unit test

case generation, documentation,/cases for a function and

and architecture brainstorming. then validate the logic

Meeting summaries, risk logs,
stakeholder updates, project

plans, and action-item tracking.

Prospecting research, account

planning, proposal drafting,

www.gsdcouncil.org

manually before merging

code.

Use Al to convert meeting
notes into a structured
action plan with owners,
deadlines, dependencies,

and risks.

Use Al to draft a
personalized follow-up

email after a client meeting,
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Business Analyst

Operations

Designer

Student

objection handling, and follow-

up emails.

Requirement documentation,
process mapping, data
interpretation, stakeholder
questions, and insight

summaries.

Process improvement, SOP
creation, workflow automation,
reporting, and exception

analysis.

Creative ideation, visual
concepts, mood boards, copy
variations, and design brief

development.

Learning support, research

W'GSD
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based on the client’s needs

and next steps.

Use Al to turn raw
stakeholder notes into
business requirements,
assumptions, open
questions, and acceptance

criteria.

Use Al

to identify bottlenecks in a
manual approval process
and suggest automation

opportunities.

Use Al to generate concept
directions for a landing page
and then refine the ideas

using brand guidelines.

Use Al to create a study plan

summaries, study plans, project for a certification exam and

ideas, resume preparation, and

interview practice.

www.gsdcouncil.org
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for self-assessment.

15



http://www.gsdcouncil.org/

@'GSDC

| Development Council

Global Skil

Other

Identify tasks that involve
writing, analysis, decision
support, communication, or

repetitive workflows.

Choose one recurring task
and test how Al can reduce
effort

while maintaining quality

and accuracy.

www.gsdcouncil.org
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4. Your Al Learning Priorities

Based on your score and role, identify the learning priorities that will give you the
highest career value. You do not need to work on everything at once. Select two or three

priorities for the next 30 days so your learning remains focused and achievable.

0 Improve prompting

e 0 Learn Al productivity tools

o 0 Build Al portfolio projects

e 0O Learn Al image generation

e 0 Al for coding

o 0 Al research tools

o 0 Al governance

Improve prompting Better prompts produce Rewrite a vague prompt into

clearer, more relevant,and a detailed prompt with role,
more usable outputs. context, audience, format,

and constraints.

Learn Al productivity Productivity tools help Use Microsoft Copilot or a
tools reduce time spent on routine similar tool to draft a
writing, summarization, meeting summary, email
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Build Al portfolio projects

Learn Al image

generation

Al for coding

Al research tools
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planning, and communicationupdate, or presentation

tasks. outline.

Projects demonstrate that  |Create a small portfolio
you can apply Al in practical |project such as an Al-
situations, not just describe it assisted market research
theoretically. brief, HR policy draft, sales
email sequence, or data

insight report.

Image generation is useful for/Create three visual concepts

creative ideation, marketing [for a campaign, course

visuals, training concepts, module, or product idea and
and design exploration. document the prompt
strategy used.

Al coding tools can accelerate [Use an Al coding assistant to
development, testing, explain existing code,
documentation, and generate a test case, or
debugging when used with  |suggest a refactoring

human review. approach.

Research tools help compare Use an Al research tool to

sources, summarize evidence,compare three sources on
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Al governance

and speed up background an industry trend, then

analysis. verify the claims manually.

Governance knowledge helps Create a simple checklist for
you use Al safely, ethically, privacy, accuracy, bias,
and in alignment with human review, and

organizational policies. approved-tool usage.
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5. Al Career Readiness Score

Use your total score to identify your current Al career readiness level. The score is a

starting point for reflection, not a final judgment. Your goal is to understand where you

are today and what to improve next.

0-25

Al Explorer

You are just getting
started. You may
understand that Al is
important, but you still
need hands-on practice
with basic tools and

concepts.

ChatGPT, Claude, and

Prompt Engineering.

26-50

Al Practitioner

You use Al occasionally
but have room to grow.
You may be able to
complete simple tasks,
but your workflow is not
yet consistent or

strategic.

Gemini, Microsoft
Copilot, Perplexity,
and workflow

automation.

www.gsdcouncil.org
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51-75 Al Professional You have practical Al Portfolio projects,
skills and can apply Al to advanced prompting,
real work tasks. Your nextand role-specific Al
opportunity is to build  tools.
evidence of impact and
develop role-

specific expertise.

76-100 Al Leader You are ahead of most Al strategy, Al
professionals. You can usegovernance,
Al strategically, support |automation, and
others, team enablement.
and identify opportunities
for responsible
automation and

transformation.

Example: If your score is 42, you are an Al Practitioner. Your next step may be to
choose one productivity tool, such as Microsoft Copilot or Perplexity, and use it
consistently for weekly tasks like research summaries, meeting preparation, or report
drafting. If your score is 68, you are an Al Professional and should begin documenting
portfolio-ready examples that show measurable improvement, such as faster reporting

cycles, better content quality, or improved workflow consistency.
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6. Build Your 30-Day Al Action Plan

A 30-day action plan turns your assessment into visible progress. Keep the plan simple,
specific, and measurable. Choose one tool, one skill, and one project that connects

directly to your role or career goal.

This Week I'll Learn How to write structured
prompts using role, task,
context, format, and review

criteria.

Al Tool I'll Master Microsoft Copilot for
document drafting, meeting
summaries, and presentation

planning.

Project I'll Build An Al-assisted portfolio
project, such as a market
research brief, HR
onboarding guide, sales
playbook, or data analysis

summary.
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Resume Used generative Al tools to
Achievement I'll Add reduce first-draft preparation
time by 40%

while maintaining human

review and quality control.

Interview A STAR-format

Story I'll Prepare example explaining the
situation, task, Al-supported
action, result, and

responsible review process.

e Week 1: Learn the basics of your selected Al tool and complete three simple

practice tasks.

e Week 2: Improve your prompting by testing different prompt structures and

comparing the quality of outputs.

e Week 3: Build one role-specific Al project that can be shown in a portfolio,

interview, or performance discussion.

e« Week 4: Review the project, document the impact, update your resume, and

prepare a short interview story.
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7. Al Career Readiness Checklist

Use this checklist as a quick self-review before applying Al skills to your resume,
portfolio, interviews, or workplace projects. The more items you can confidently check,

the stronger your practical Al readiness becomes.

e [1Iknow the Al tools used in my profession.
e [11Ican write effective prompts.

e [IIhave completed at least one Al project.

e [JIcan explain how Al improved my work.
e [l Ihave updated my resume with Al skills.
e [IIunderstand responsible Al practices.

e [lIcontinue learning new Al tools.

Example of a strong readiness statement: “I used Al to draft, refine, and validate a
project communication workflow, reducing preparation time while maintaining human
review for accuracy, confidentiality, and tone.” This kind of statement shows practical

usage, measurable value, and responsible judgment.
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Next Steps

Keep Building Your Al Skills

You are now one step closer to becoming Al-ready. Continue practicing with real-world
projects, strengthen your portfolio, and keep refining your Al workflows to stay
competitive. Al readiness is not a one-time achievement; it is a continuous habit of

learning, experimenting, validating, and improving.

As you continue your journey, focus on building evidence of your Al capability. This may
include a prompt library, before-and-after workflow examples, portfolio projects,
measurable productivity improvements, or responsible Al checklists. These artifacts

help demonstrate that you can apply Al in practical, business-relevant ways.

Interested in validating your skills? Explore the GSDC Certified Generative Al
Professional certification as one possible option for structured learning and an
industry-recognized credential. It can help learners organize their understanding of
generative Al fundamentals, prompt engineering, practical applications, responsible Al,

and workplace use cases.

Final reflection: What is one Al skill you can start using this week, one tool you can

practice consistently, and one project you can complete in the next 30 days?
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CERTIFIED GENERATIVE o~
Al PROFESSIONAL k__f"GSDC

Certified
Generative
Al Professional
GET GLOBAL RECOGNITION AND RTI

STAND OUT AS ALEADER IN THE FIELD
OF GENERATIVE Al ..

ABOUT GSDC CERTIFICATION

EBOOK

Extensive and exclusive Ebook created by
world’s experts to help you with
understanding core concepts.

CREATED BY EXPERTS

GSDC certifications are created and
authored by world’s leading experts in the
field.

LEARNING MATERIALS

Get access to learning materials such as videos,
ebooks, templates, and practice exams, which
will help you clear the certification exam.

Contribute to the dynamic field of artificial intelligence.

LEARN I NG Validate practical application skills in Gen Al.

Propel advancements in generative Al technology.

OBJ ECTIVE Exhibit practical expertise in generative Al.

Enroll now with the

code(@@XTF)T0

avail 20% discount
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