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Evaluate your current Generative Al knowledge, identify skill gaps,

and build a practical roadmap for future growth.
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1. Generative Al Fundamentals Assessment

1.1 Understanding Core Concepts

Before someone can use Generative Al effectively, they need a strong foundation in
what it is, how it differs from other forms of Al, and where its strengths and weaknesses
lie. Generative Al refers to systems that can create new content such as text, images,
audio, code, or summaries based on patterns learned from training data. Unlike
traditional Al systems that typically classify, detect, or predict, generative systems
produce new outputs that resemble the data they were trained on. This distinction
matters because it changes how people should evaluate quality, risk, and usefulness.
The [NIST Al Risk Management Framework]() specifically highlights that generative Al

introduces unique risks and requires targeted risk management practices.
A good fundamentals assessment should examine whether you can clearly explain:
e What Generative Al is and why it is different from rule-based automation.

o The difference between traditional Al and generative Al, such as prediction

versus creation.

e Common Al models and terminology, including large language models,
prompts, tokens, fine-tuning, embeddings, inference, hallucinations, and

retrieval.

e Core capabilities and limitations, such as summarization, drafting, ideation,

translation, and the inability to guarantee factual accuracy.
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Example: A traditional Al system may classify whether an email is spam or not spam. A
generative Al system may draft a response to that email, summarize a long thread, or
suggest next actions. Both are valuable, but they solve very different business

problems.
When evaluating yourself, ask questions like:
e Can I explain Generative Al to a colleague in simple business language?

e Do I understand why model outputs can sound convincing even when they are

wrong?

e CanIidentify when an Al task is better suited for classification, forecasting, or

content generation?

1.2 Al Knowledge Self-Evaluation

This subsection helps you reflect honestly on your current awareness and comfort level.
An effective self-evaluation is not just about whether you have heard common Al terms.
[t is about whether you can apply the concepts in realistic work situations. Research on
generative Al literacy emphasizes that users need a combination of conceptual
understanding, prompt interaction skills, critical evaluation, and responsible-use
awareness to work effectively with these systems. [Generative Al Literacy: Twelve
Defining Competencies]() provides a useful competency-oriented perspective for this

kind of reflection.

Assess yourself across these dimensions:
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e Current familiarity with Al concepts: Are you a beginner, informed user,

regular practitioner, or advanced user?

o Confidence across key topics: How confident are you with prompts, use cases,

limitations, governance, and workflow design?

e Understanding of Al use cases: Can you identify meaningful, realistic

applications for your role or department?

e Areasrequiring further learning: Which topics still feel unclear, intimidating,

or inconsistent?
A simple rating model can help:
e 1 =T1have heard of this but cannot explain it.
e 2 =]understand the basics but need guidance to apply it.
e 3 =Ican useitindependently for common tasks.
e 4 =1can guide others and evaluate quality confidently.
e 5 =1Ican design, optimize, and govern advanced usage.

Example: If you rate yourself a 4 in use-case identification but a 2 in hallucination
awareness, your next learning step should not just be more tool practice. It should

include governance-focused learning and output validation techniques.

www.gsdcouncil.org 4



http://www.gsdcouncil.org/

@'GSDC

Global Skill Develop

2. Al Tools Proficiency Assessment

Knowing about Generative Al conceptually is important, but practical readiness
depends on whether you can use tools effectively in real work scenarios. This section
evaluates your hands-on proficiency with commonly used Al assistants such as
ChatGPT, Claude, Gemini, and Copilot. The goal is not to compare brands superficially,
but to understand whether you can select the right tool, frame good prompts, and

integrate outputs into your workflow responsibly.
Your proficiency assessment should examine several areas:

o Experience with multiple Al tools: Have you only experimented casually, or do
you understand how different tools behave across drafting, summarization,

brainstorming, research, and workflow support?

e Prompt engineering skills: Can you write clear, specific prompts with context,

role, constraints, and desired output format?

o Al-assisted content creation capabilities: Can you use Al to draft emails,
reports, job descriptions, training material, presentations, checklists, or

summaries while still applying human judgment?

o Al workflow integration: Can you embed Al into your regular way of working

rather than using it as a novelty tool?

Example: A recruiter might use Al to create a first draft of a job description, generate

interview questions, summarize candidate notes, and propose onboarding content.
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However, true proficiency means checking tone, compliance, role accuracy, and fairness

before using any output.

To assess your prompt engineering skills, consider whether you can do the following

consistently:
e State the task clearly.
e Provide relevant business context.
e Specify the audience and tone.
o Define output structure, such as bullets, tables, summaries, or scripts.
e Ask the model to include assumptions, limitations, or verification checkpoints.

For instance, a weak prompt might be: “Write a report on AL” A stronger prompt would
be: “Draft a two-page executive summary for HR leaders on how Generative Al can
improve onboarding, using simple language, practical examples, and a section on

governance risks.”
You can rate tool proficiency by maturity level:
e Beginner: Uses Al occasionally for simple drafts or quick ideas.
e Developing: Uses structured prompts and reviews output carefully.
e Applied: Integrates Al into recurring tasks with measurable time savings.

e Advanced: Designs reusable prompt frameworks, quality checks, and team

guidance.
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This section is especially helpful because many professionals overestimate readiness
based on casual use. Real proficiency is not just “I have used AL” It is “I can use Al

efficiently, repeatedly, and responsibly to improve outcomes.”
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3. Business Application Readiness

Generative Al becomes valuable when it is linked to meaningful business outcomes. This
section assesses whether you can move beyond experimentation and identify practical,
high-value use cases in your role, team, or industry. Business readiness is about
judgment: knowing where Al can create speed, consistency, insight, and innovation,

while also understanding where human expertise remains essential.
This part of the assessment should explore the following:

o Identifying relevant Al use cases: Can you map Al to recurring tasks,

bottlenecks, or communication-heavy work?

e Applying Al to business workflows: Do you understand where in a process Al

adds value, such as drafting, reviewing, summarizing, extracting, or ideating?

e Al-powered productivity opportunities: Can you recognize tasks where Al

reduces cycle time or improves quality?

e Industry-specificimplementation scenarios: Can you adapt Al ideas to the

realities of your sector, risks, customer needs, and regulations?
Examples of strong business applications include:

e HR: Drafting policy summaries, onboarding guides, training content, interview

question banks, and employee communication templates.

o Finance: Summarizing reports, drafting management commentary, explaining

variance trends, and generating first-pass narratives for board reviews.
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o Sales: Preparing call briefs, proposal summaries, prospect research notes, and

follow-up emails.

e Operations: Creating SOP drafts, incident summaries, task checklists, and

recurring review notes.

Example: In a customer support team, Al can summarize long ticket histories, draft
response suggestions, classify themes in complaints, and create knowledge-base articles
from solved cases. However, if the issue involves refunds, legal concerns, or sensitive

escalation, human approval remains essential.
A practical readiness check includes asking:

Can I identify three low-risk, high-value Al use cases in my role?

e Do I know which tasks should remain fully human-led?

e (Can I explain how Al would improve speed, consistency, or decision supportin a

specific workflow?

e Dol understand the dependencies, such as data access, approvals, or policy

controls?

If you cannot connect Al to measurable workflow improvement, your readiness is still
early-stage. If you can prioritize use cases by impact and risk, you are moving toward

operational maturity.
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4. Al Governance & Responsible Use

Strong Al readiness is incomplete without governance. Many users focus on what Al can
do, but mature readiness also requires understanding what Al should not do, what risks
must be controlled, and how outputs should be reviewed before use. Governance is
especially important for Generative Al because its outputs can appear polished and
persuasive even when they are incomplete, biased, or inaccurate. The [NIST Al Risk
Management Framework]() and its Generative Al profile emphasize the importance of
trustworthiness, risk identification, and governance controls when organizations adopt

these systems.
Your assessment should cover the following dimensions:

o Data privacy awareness: Do you know what information should never be

entered into public or unmanaged Al tools?

e Al ethics and compliance understanding: Do you understand issues such as

bias, transparency, consent, copyright, confidentiality, and appropriate use?

o Hallucination risk management: Can you recognize that generative models

may invent facts, sources, or explanations and therefore require verification?

o Human oversight best practices: Do you apply review, approval, escalation,

and accountability before using Al-generated outputs in business decisions?

Example: If a manager uses Al to draft a performance communication, the final output

should be reviewed for fairness, tone, factual accuracy, policy alignment, and
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confidentiality. Al can support drafting, but it should not be the final decision-maker in

sensitive people matters.
Key self-check questions include:

e Dol avoid entering confidential, customer, employee, financial, or regulated data

into tools that are not approved?

e Can I explain why Al-generated content should be verified before publication or

decision-making?

e Dol know when to escalate Al use to legal, compliance, security, or management

review?

o Can I differentiate between acceptable productivity support and risky

automation?

Good governance habits include:

Using approved tools and environments.

e Reviewing outputs for factual accuracy and bias.

e Maintaining human accountability for decisions.

e Documenting assumptions and limitations when Al contributes to important

work.

e Applying stronger review controls for sensitive, regulated, or external-facing

outputs.
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If you score low in this section, your priority should not be advanced prompting. It

should be safe-use training, policy awareness, and risk-based oversight.
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5. Career & SKkills Gap Analysis

This section connects Al readiness to professional development. Many people ask, “Do [
need to become technical to stay relevant in an Al-enabled workplace?” In most cases,
the answer is no. However, almost every professional now benefits from some level of
Al literacy, tool fluency, and responsible-use capability. The important question is not

whether you need Al skills, but which Al skills matter most for your role.
A career-focused readiness assessment should look at:

e Current Al competency level: Are you an explorer, practitioner, power user, or

strategic enabler?

e Role-specific Al skills assessment: Which capabilities matter most for your
function, such as prompting, content evaluation, workflow redesign, analytics

interpretation, or governance?

o SKkills gap identification: Where is the biggest gap between your current

capability and the level your role will require in the next 12 to 24 months?

e Career development recommendations: What learning, practice, or project

exposure will help close that gap?

Example: An HR business partner may need stronger skills in communication prompts,
policy summarization, employee training content creation, and ethical use controls. A
project manager may need better Al support for meeting summaries, action tracking,

planning drafts, and cross-functional communication. A data professional may need
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deeper skills in model evaluation, prompt chaining, retrieval, and governance

integration.
A simple competency mapping model can help:
o Foundation level: Understands Al basics and uses simple prompts.

o Working level: Uses Al regularly for common tasks and reviews outputs

effectively.

e Advanced level: Designs Al-enabled workflows, mentors others, and manages

quality controls.

e Strategiclevel: Aligns Al initiatives to business value, policy, and long-term

capability building.

To identify skills gaps, compare your current state with future role expectations. For

example:

e Ifyourrole increasingly requires faster content turnaround, prompt engineering

may be a priority.

e Ifyourrole influences policy or decision-making, governance and critical

evaluation may be more important.

e Ifyourrole is becoming more digital and cross-functional, Al workflow

integration may be a major growth area.

This analysis should end with clear recommendations, not vague observations. Instead

of saying “learn more about Al,” a better conclusion would be: “Strengthen structured
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prompting, safe-use policy awareness, and use-case prioritization over the next 90

days.”
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6. Personalized Learning Roadmap

The final step in a readiness assessment is turning insight into action. Once you
understand your strengths, weaknesses, and role requirements, you can create a
focused learning roadmap. An effective roadmap should be practical, phased, and tied to
real work outcomes rather than abstract ambition. Enterprise readiness frameworks
consistently emphasize moving from assessment to prioritized action, including
maturity scoring, gap analysis, and milestone-based adoption planning. [GenAl
Organizational Readiness Assessment: Enterprise Framework]() and [How to Measure
Al Readiness: Complete Assessment Guide 2026]() both reinforce the importance of

structured prioritization after readiness evaluation.
Your roadmap should include:

e Readiness score and benchmarking: A summary of your overall maturity, such

as beginner, developing, applied, or advanced.

e Recommended learning pathway: The most logical sequence of what to learn

first, second, and third.

e Suggested tools and resources: Which platforms, practice methods,

communities, or internal learning channels will help most.

e Certification readiness guidance: Whether you are ready for structured

certification or still need foundational practice first.

One useful way to structure the roadmap is by time horizon:

www.gsdcouncil.org 16



http://www.gsdcouncil.org/

@'GSDC

Global Skill Develop

e Next 30 days: Learn core concepts, basic prompting, safe-use rules, and two

role-specific use cases.

e Next 60 days: Practice with real workflows, refine prompts, build reusable

templates, and strengthen output review habits.

o Next 90 days: Measure productivity gains, document lessons learned, expand

into higher-value use cases, and explore advanced learning or certifications.
Example of a personalized roadmap for a non-technical business user:

e Month 1: Complete foundational Al literacy training and practice

summarization, drafting, and brainstorming prompts.

e Month 2: Apply Al to one recurring workflow such as meeting notes, training

material, or email drafting.

e Month 3: Add governance checks, create a reusable prompt library, and evaluate

whether formal certification is worthwhile.

Certification readiness should be based on demonstrated competence, not only interest.
If you still struggle to explain core concepts or validate outputs, a fundamentals course
is the better next step. If you can already use Al in role-specific tasks with consistent
quality and safe-use discipline, then a certification or advanced program may add strong

career value.

A strong roadmap is realistic and personalized. It should reflect your role, goals,
workload, business context, and risk environment. The best plan is not the most

ambitious one; it is the one you will actually follow and apply.
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Conclusion

Generative Al readiness is not a single score or a one-time exercise. It is an evolving
combination of knowledge, practical ability, business judgment, governance awareness,
and career planning. By assessing yourself across these areas, you can move beyond

surface-level experimentation and build meaningful, responsible capability.

The most valuable outcome of this document is clarity. You should now be able to
identify what you already do well, where your confidence is limited, which skills matter
most for your role, and what next steps will create the greatest impact. Whether you are
just beginning or already using Al regularly, a structured readiness assessment helps

ensure that your growth is intentional, practical, and aligned to future opportunities.
Next, consider turning this document into an actionable workbook by adding:

e Ascoring table for each section.

o Reflection questions for self-rating.

e Afinal readiness dashboard.

e A 30-60-90 day development plan.

e Manager discussion prompts or team workshop questions.

If you would like, I can also turn this into a fully interactive assessment format with

scoring criteria, rating tables, and a personalized action-plan template.
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