\“‘) GSDC
4 mmm

unml v

U

Giobal Skill Development Council

HR Al Readiness Checklist

Identify Gaps, Prioritize Use Cases, and Prepare for Responsible Al
Adoption
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1. HR Al Readiness

HR Al readiness is the organization’s ability to use Al tools safely, effectively, and ethically
across people-related processes. A ready HR function has clear workflows, reliable data,
trained users, accountable decision makers, and governance controls. Without these
foundations, Al may increase efficiency in the short term but create bias, privacy,

compliance, or employee trust risks.

1.1 Current Al Adoption

Start by identifying where Al is already being used in HR. Many organizations have formal
Al tools in platforms such as applicant tracking systems, learning platforms, HR service
portals, analytics dashboards, or productivity tools. At the same time, employees may be
using generative Al informally to draft emails, job descriptions, interview questions, or

policy summaries.

Create an inventory of all Al-enabled HR tools currently in use.

o Identify whether each tool is approved, experimental, or informally used.

e Document the purpose of each tool, such as screening, drafting, analytics, learning

recommendations, or employee query handling.

e Assign an owner for every Al use case, such as Talent Acquisition, HR Operations,

IT, Legal, or Data Governance.

Example: Ifrecruiters use an applicant tracking system that ranks candidates, HR should

confirm how the ranking works, whether recruiters can override the recommendation,
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whether bias testing is performed, and whether candidates are informed that automated

support is used.

1.2 HR Workflows and Processes

Al works best when the underlying HR process is already clear, consistent, and
measurable. If a process is poorly defined, Al may simply automate confusion. Before
adopting Al, HR should review process maturity across recruitment, onboarding,

learning, performance management, employee relations, payroll, and HR operations.

Map the current workflow from request to completion.

Identify repeated manual tasks, handoffs, bottlenecks, and rework.

Measure current baseline performance, such as cycle time, cost, error rate,

employee satisfaction, or compliance exceptions.

Decide whether the process needs redesign before Al is introduced.

Example: If onboarding tasks are completed late because responsibilities are unclear
between HR, IT, and hiring managers, an Al onboarding assistant will not solve the root

cause. The first step is to clarify ownership, deadlines, and escalation paths.

1.3 Al SKkills and Literacy

HR teams need enough Al literacy to use tools effectively, question outputs, and recognize
risk. Al literacy does not mean every HR professional must become a data scientist. It
means users understand what Al can and cannot do, how to write useful prompts, how to

validate outputs, and when human judgment is required.

www.gsdcouncil.org 3



http://www.gsdcouncil.org/

@'GSDC

Global Skill Develop

e Train HR teams on practical Al concepts, including generative Al, predictive

analytics, bias, hallucinations, privacy, and human oversight.

e Create role-based training for recruiters, HR business partners, L&D teams,

payroll teams, and HR service center staff.
e Provide prompt examples and review checklists for common HR tasks.

e Set clear rules for what information should not be entered into public or

unapproved Al tools.

Example: An HR business partner may use Al to draft a manager coaching guide.
However, the HRBP should review the output for accuracy, tone, legal sensitivity, and

alignment with company policy before sharing it.

1.4 Data Readiness

Al quality depends heavily on data quality. HR data often includes sensitive personal
information, compensation details, performance information, absence records, skills
data, and employee relations notes. Before using Al, HR must confirm that the data is

accurate, complete, secure, and appropriate for the intended use.

e Review data accuracy, completeness, timeliness, and consistency across HR

systems.
o C(lassify sensitive data and restrict access based on role and purpose.

e Check whether historical data may contain bias or outdated assumptions.
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e Confirm consent, retention, security, and privacy requirements before using

employee data in Al models or tools.

Example: A skills recommendation engine will produce weak recommendations if
employee skills profiles are incomplete or outdated. HR should first update job role

profiles, skills taxonomies, learning records, and employee self-assessments.

1.5 Governance and Oversight

Governance defines how Al decisions are approved, monitored, challenged, and
improved. This is especially important in HR because Al may influence decisions about
hiring, promotion, pay, learning opportunities, and employee support. Strong governance

protects employees, candidates, and the organization.

Maintain a register of approved HR Al use cases.

o Define decision rights for HR, Legal, IT, Security, Data, and business leaders.

e Require human review for high-impact decisions such as hiring, termination,

promotion, and compensation.

e Monitor Al outputs for bias, accuracy, explainability, privacy, and unintended

consequences.

e Create a clear escalation process when employees or candidates question an Al-

supported outcome.
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Example: If Al is used to shortlist candidates, a governance process should require

periodic bias audits, recruiter review, documentation of overrides, and transparent

communication to candidates where required.
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2. Identify Al Opportunities

Once readiness is assessed, HR should identify AI opportunities based on value,
feasibility, risk, and employee impact. The best early opportunities are usually repetitive,
high-volume, rules-supported, and low-risk. More sensitive use cases should be

introduced later, with stronger governance and human oversight.

2.1 Recruitment

Recruitment is often one of the first HR areas where Al creates visible value. Al can help
draft job descriptions, source candidates, screen resumes, schedule interviews,
summarize interview feedback, and improve candidate communication. However,
recruitment also carries high fairness and compliance risk, so human oversight is

essential.

Use Al to draft inclusive and skills-based job descriptions.

e Use Al to identify matching candidates, but avoid fully automated rejection

decisions.

e Use Al scheduling assistants to reduce recruiter administration.

e Use Al to summarize structured interview feedback, while ensuring final decisions

remain with trained hiring teams.

Example: For a high-volume customer support role, Al can group applicants by relevant
experience and required skills. Recruiters should then review shortlisted profiles, check

for false positives or false negatives, and document the final decision rationale.
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2.2 Onboarding

Al can improve onboarding by giving new hires timely answers, personalized guidance,
and structured learning paths. It can reduce repetitive HR questions and help managers
track whether key onboarding tasks are complete. Al should support, not replace, the

human connection between the new hire, manager, buddy, and team.

e Create an Al onboarding assistant that answers questions about policies, benefits,

equipment, access, and first-week tasks.
e Personalize onboarding content by role, location, department, and seniority level.
e Generate 30/60/90-day learning plans for managers to review.

e Monitor common onboarding questions to improve documentation and employee

experience.

Example: A new joiner asks, “How do I claim relocation reimbursement?” The Al
assistant can point to the relevant policy and steps, while routing complex or exceptional

cases to HR operations.

2.3 Learning and Development

Al can make learning more personalized, timely, and aligned with business needs. It can
recommend courses, summarize learning content, generate practice scenarios, identify
skills gaps, and help managers build development plans. The strongest learning use cases

combine Al recommendations with human coaching and business priorities.
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e Use Al to recommend learning paths based on job role, career goals, performance

themes, and skills gaps.
e Generate practice cases, quizzes, role-play scenarios, and reflection prompts.
e Summarize long training materials into short learning briefs.

e Analyze learning participation and completion trends to identify low engagement

areas.

Example: If a sales team is moving to a consultative selling model, Al can recommend
courses on discovery questioning, objection handling, and industry research. The L&D

team should validate that the recommendations match the sales strategy.

2.4 Employee Experience

Al can help HR understand and improve employee experience by analyzing feedback,
identifying recurring themes, and providing faster support. It can support employee
listening, service center queries, policy navigation, and personalized nudges. Because
employee experience data can be sensitive, HR must use clear privacy rules and avoid

intrusive monitoring.

e Use Al to summarize themes from engagement surveys, pulse checks, and exit

interviews.

e Deploy HR chatbots for routine questions about leave, benefits, policies, and

payroll deadlines.
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e Identify patterns in employee queries to improve HR content and

communications.
o Use sentiment analysis carefully, with clear boundaries and privacy safeguards.

Example: If survey comments repeatedly mention slow HR response times, Al can cluster
the feedback into themes such as payroll queries, benefits claims, or manager approvals.

HR can then redesign service workflows based on evidence.

2.5 HR Operations

HR operations is a strong area for Al because it contains many repeatable, transaction-
heavy activities. Al can improve speed, consistency, and service quality in areas such as
policy queries, case routing, document generation, payroll checks, benefits
administration, and compliance reporting. The priority should be to automate routine

work while preserving human escalation for exceptions.

Use Al to classify HR service tickets and route them to the right team.

e Generate standard letters, policy summaries, and employee communication drafts

for HR review.

e Detect missing information in HR forms before submission.

e Support compliance reporting by summarizing exceptions, overdue

acknowledgements, and audit observations.

Example: An employee submits a benefits query without including dependent details. Al
can identify the missing information, request clarification, and route the completed case
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to the benefits team. This reduces back-and-forth communication and improves service

turnaround time.
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3. Assess Al Use Cases

After identifying possible HR Al opportunities, assess each use case before investing time,
budget, and employee trust. A structured assessment helps HR avoid choosing projects
only because they sound innovative. Good Al use cases should solve a clear business
problem, be feasible to implement, have manageable risk, and include appropriate human

accountability.

3.1 Business Value

Business value measures whether the Al use case will improve outcomes that matter to
HR and the organization. Value may come from reduced cycle time, lower administrative
effort, better employee experience, stronger compliance, improved decision quality, or

increased manager productivity.

Define the business problem in one clear sentence.

o Identify the metric that will improve, such as time-to-hire, onboarding completion

rate, HR ticket resolution time, learning completion, or employee satisfaction.

o Estimate the size of the opportunity by looking at volume, frequency, cost, delay,

and pain points.

o Prioritize use cases that can show measurable impact within a defined pilot

period.

Example: If HR receives 2,000 policy-related tickets each month, an Al policy assistant

could reduce repetitive queries and allow HR operations staff to focus on complex cases.
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The business value should be measured through ticket deflection rate, response time, and

employee satisfaction.

3.2 Implementation Effort

Implementation effort measures how difficult it will be to design, approve, deploy,
integrate, and support the Al use case. A use case may have strong business value but still
be a poor first choice if it requires complex integrations, unclear ownership, large data

cleanup, or significant change management.

e Assess technology effort, including system integration, security review, and

vendor configuration.

e Assess process effort, including workflow redesign, approvals, escalation routes,

and standard operating procedures.

e Assess people effort, including training, communications, adoption support, and

manager readiness.

o Start with use cases that can be piloted with limited integration and clear

ownership.

Example: An Al assistant that answers questions from existing HR policy documents may
be easier to pilot than an Al tool that predicts employee attrition, because the policy

assistant can use approved documents and has a clearer human escalation path.
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3.3 Risk Level

Risk level reflects the potential harm if the Al output is inaccurate, biased, poorly
explained, insecure, or used without proper review. HR use cases that influence
employment opportunities, compensation, promotion, performance, or termination
should be treated as higher risk than administrative drafting or knowledge search use

cases.
e C(Classify each use case as low, medium, or high risk.
e Consider legal, ethical, privacy, employee trust, and reputational risks.

e Require additional review for use cases affecting hiring, promotion, pay,

performance, workforce planning, or employee relations.

Avoid fully automated decisions in high-impact HR processes.

Example: Using Al to summarize HR policy FAQs is relatively low risk if the source
documents are approved. Using Al to recommend which employees should be promoted
is high risk because it may affect career progression and requires strong fairness,

explainability, and human review controls.

3.4 Data Requirements

Data requirements define what information the Al system needs, where that information
comes from, how reliable it is, and whether it is appropriate to use. HR should avoid

launching Al use cases based on incomplete, outdated, biased, or poorly governed data.
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o Identify the data sources required, such as HRIS records, applicant data, learning

data, policy documents, employee surveys, or service tickets.
o Confirm data ownership, access rights, retention rules, and privacy obligations.

e Check whether the data is complete, current, representative, and free from

obvious quality issues.

e Document whether the Al tool uses company data for training, retrieval, analytics,

or output generation.

Example: A learning recommendation use case may require job role profiles, skills
taxonomies, course metadata, employee learning history, and manager development
goals. If these inputs are inconsistent, the Al recommendation may be technically

impressive but practically unreliable.

3.5 Human Oversight

Human oversight defines who reviews Al outputs, who makes the final decision, and who
is accountable if something goes wrong. In HR, Al should support informed judgment
rather than replace professional responsibility. Oversight must be stronger when the use

case has a direct impact on employees or candidates.

e Define whether Al is used for drafting, recommending, ranking, routing,

summarizing, or deciding.

e Assign a human decision owner for every medium- or high-risk use case.
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e Create review checklists so users can validate accuracy, tone, fairness, and policy

alignment.

e Record when human reviewers accept, reject, edit, or override Al

recommendations.

Example: Al may draft interview questions based on a job description, but a recruiter or
hiring manager should review the questions to ensure they are role-relevant, inclusive,

lawful, and consistent across candidates.
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4. Responsible Al Readiness

Responsible Al readiness ensures that HR Al tools are trustworthy, fair, secure,
explainable, and monitored over time. This is especially important because HR systems
can affect employment access, development opportunities, workplace support, and
employee confidence. Responsible Al is not a one-time approval activity; it is an ongoing

operating discipline.

4.1 Data Privacy

Data privacy is central to HR Al because employee and candidate information is highly
sensitive. HR must collect only the data that is necessary, use it only for approved

purposes, store it securely, and communicate clearly when Al is involved in a process.

e Apply data minimization: use only the information needed for the stated HR

purpose.
e Define allowed and prohibited data types for each Al use case.

o Confirm access controls, encryption, retention, deletion, and vendor data handling

terms.

e Provide appropriate notices to employees or candidates when Al materially

supports an HR process.

Example: An Al chatbot answering benefits questions should not expose one employee’s
personal health or dependent information to another user. Access should be restricted

based on identity, role, and business need.
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4.2 Bias and Fairness

Bias and fairness controls help ensure Al does not create or amplify unfair outcomes. In
HR, fairness must be reviewed across recruitment, learning access, career mobility,
performance support, and workforce analytics. A fair Al system should be tested before

launch and monitored after deployment.

Test Al outputs for different candidate and employee groups where legally and

ethically appropriate.

e Review whether historical data reflects past inequities or outdated job

requirements.

e Use structured criteria rather than vague indicators such as “culture fit” or

informal manager preferences.

Document fairness reviews, mitigation actions, and approval decisions.

Example: If an Al tool recommends candidates based on previous successful hires, HR
should check whether past hiring patterns excluded qualified groups or overvalued

credentials that are not actually required for job success.

4.3 Human-in-the-Loop Controls

Human-in-the-loop controls ensure that people remain accountable for important HR
decisions. These controls should be clear enough that an auditor, employee, candidate, or
manager can understand when Al was used and how human judgment was applied.

e Define which decisions require mandatory human review before action is taken.
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e Give reviewers enough context to challenge or override Al outputs.

e Train reviewers to avoid automation bias, where people accept Al

recommendations without proper scrutiny.
e Require documentation for high-impact Al-supported decisions.

Example: If Al flags an employee as a potential retention risk, the manager should not
treat that output as a fact. HR should review the underlying signals, consider context, and

use the insight only to provide support, not to make assumptions about the employee.

4.4 Al Governance

Al governance provides the structure for approving, managing, and monitoring HR Al It
should define ownership, acceptable use, risk review, vendor due diligence,
documentation standards, and escalation paths. Governance also ensures that Al

practices remain aligned with laws, organizational values, and employee expectations.

e Create an HR Al governance committee or decision forum with HR, Legal, IT,

Security, Privacy, Compliance, and business representation.

e Maintain an Al use case register with owner, purpose, risk level, data sources,

vendor details, and approval status.

e Define prohibited uses, such as unsupported automated hiring rejections or

hidden employee monitoring.

e Review vendors for data handling, explainability, audit rights, model updates, and

security controls.
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Example: Before buying an Al recruitment tool, the governance committee should
review the use case, vendor documentation, privacy terms, fairness testing approach,

integration requirements, and final decision accountability.

4.5 Monitoring and Evaluation

Monitoring and evaluation confirm whether the Al use case continues to work as
intended after launch. Al performance can change when policies change, employee
behavior shifts, vendor models are updated, or source data becomes outdated. HR should

review both technical performance and people impact.

e Track performance metrics such as accuracy, adoption, response time, escalation

rate, user satisfaction, and error rate.

e Monitor fairness, privacy incidents, complaints, appeals, and unusual outcome

patterns.

o Review Al-generated outputs periodically for quality, tone, compliance, and policy

alignment.
e Set clear triggers for retraining, pausing, changing, or retiring an Al use case.

Example: If an HR chatbot starts giving outdated leave policy answers after a policy
update, monitoring should detect the issue quickly. HR should update the knowledge
source, test the corrected answers, and communicate any important correction to

affected employees.
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5. HR Al Action Plan

The HR Al action plan converts readiness findings into practical execution. It should show
which Al use cases will be started first, which readiness gaps must be closed, who owns
each action, what resources are required, and how success will be measured. A strong
action plan avoids scattered experimentation and creates a controlled path from pilot to

scale.

5.1 Identify Priority Use Cases

Priority use cases should be selected based on business value, feasibility, risk, employee
impact, and readiness. HR should not start with the most complex or sensitive use case.
Instead, begin with opportunities that have clear ownership, available data, measurable

outcomes, and manageable governance requirements.

Rank use cases using an impact-versus-effort matrix.

e Separate quick wins from strategic transformation initiatives.

e Confirm that each priority use case has a business owner and HR process owner.

e Select one to three use cases for an initial pilot rather than launching too many

experiments at once.

Example: HR may prioritize an Al policy assistant, interview question generator, and
onboarding FAQ assistant because these use cases are high-volume, easy to measure, and

lower risk than Al-supported promotion or performance decisions.
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5.2 Address Readiness Gaps

Readiness gaps are the issues that could prevent an Al use case from succeeding or create
unacceptable risk. These gaps may relate to poor data quality, unclear process ownership,
lack of Al literacy, weak governance, missing privacy controls, or low employee trust. The

action plan should address these gaps before or during the pilot.

e Create a gap log covering people, process, data, technology, governance, and

change management.
e Assign an owner and due date for each readiness gap.

e C(Classify gaps as critical, high, medium, or low based on their impact on safe

implementation.
e Resolve critical gaps before moving a use case into production.

Example: If HR wants to deploy a chatbot but policy documents are outdated, the
readiness gap is not the chatbot itself. The priority action is to update, approve, and

centralize the policy knowledge base before launch.

5.3 Define Implementation Steps

Implementation steps should describe how the Al use case will move from idea to pilot
and then to controlled scale. The plan should include design, approval, testing, training,
launch, monitoring, and improvement activities. Each step should have a clear owner,

timeline, dependency, and decision point.

o Define the use case objective, scope, users, and expected outcomes.
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e Confirm data sources, security approvals, privacy review, and vendor

requirements.

e Design the workflow showing where Al is used and where human review is

required.
e Run a small pilot with trained users and collect structured feedback.
e Decide whether to stop, improve, expand, or scale based on evidence.

Example: For an Al onboarding assistant, implementation steps may include confirming
approved onboarding content, testing answers with HR operations, piloting with one
department, tracking unanswered questions, and expanding only after accuracy and

satisfaction targets are met.

5.4 Set Success Metrics

Success metrics help HR prove whether Al is creating value without increasing risk.
Metrics should cover efficiency, quality, experience, adoption, compliance, and
governance. A use case should not be considered successful simply because the tool goes

live; it should improve a clearly defined outcome.
e Define baseline performance before the Al pilot begins.

e Measure efficiency, such as reduced cycle time, lower manual effort, or faster

response times.

e Measure quality, such as accuracy, completeness, consistency, and reduced

rework.
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e Measure employee or candidate experience through satisfaction scores, feedback

themes, and escalation rates.

e Measure responsible Al controls, such as override rate, privacy incidents, bias

findings, and audit exceptions.

Example: For an HR service chatbot, success metrics may include a 25% reduction in
routine tickets, 90% answer accuracy on approved policy questions, improved employee

satisfaction, and zero privacy incidents during the pilot period.

5.5 Review and Improve

Al implementation should be treated as an ongoing improvement cycle, not a one-time
project. HR should review usage data, user feedback, risk signals, and business outcomes
on a regular schedule. Improvements may involve updating source content, retraining
users, adjusting prompts, changing workflows, or retiring a use case that no longer

delivers value.

e Hold regular review meetings with HR, IT, Legal, Security, Privacy, and business

owners.
e Compare pilot results against the original success metrics.
o Capture user feedback and unresolved issues in an improvement backlog.

e Update governance controls when new risks, regulations, or operating changes

emerge.
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Example: If recruiters report that Al-generated interview questions are too generic, HR

can improve the prompt template, strengthen role-specific inputs, and require a final

recruiter review before use.
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6. Final Readiness Score

The final readiness score gives HR leaders a simple way to summarize the assessment,
communicate priorities, and decide the next level of action. The score should not be
treated as a pass-or-fail result. It is a decision tool that highlights where HR is ready to

move, where caution is needed, and where foundational work must be completed first.

6.1 Al Readiness Score

Use a simple scoring scale to rate each section of the checklist. A practical approach is to
score each area from 1 to 5, where 1 means “not ready,” 3 means “partially ready,” and 5
means “ready to scale.” HR can calculate an overall score by averaging the section scores
or by giving higher weight to critical areas such as governance, data privacy, and high-

risk use cases.

e 1 - Notready: No clear ownership, weak process clarity, poor data quality, or no

governance controls.

e 2 - Early readiness: Some awareness exists, but practices are informal and

inconsistent.

e 3 - Partially ready: Basic processes, owners, and controls exist, but gaps remain

before scaling.

e 4 - Mostly ready: Strong foundations exist, and selected pilots can proceed with

managed risk.
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e 5 - Ready to scale: Clear strategy, reliable data, trained users, governance,

metrics, and monitoring are in place.

Example: If HR scores 4 in current Al adoption, 3 in data readiness, 2 in governance, and
3in Al literacy, the overall readiness may appear moderate. However, the low governance

score should be treated as a priority gap before scaling sensitive HR Al use cases.

6.2 Key Strengths
Key strengths are the areas where HR already has the capability to move forward. These
strengths should be documented because they help build confidence, secure sponsorship,

and identify where early pilots are most likely to succeed.

Strong executive sponsorship for responsible Al adoption.

e C(Clear and well-documented HR workflows.

e Good-quality HR data with defined ownership and access controls.

o High Al literacy or strong willingness to learn within HR teams.

o Existing governance forums that can be expanded to cover Al use cases.

Example: If HR already has a strong service management process and a well-maintained
policy library, that strength can support an Al policy assistant pilot with lower

implementation risk.
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6.3 Priority Gaps

Priority gaps are the weaknesses that could block Al value or create unacceptable risk.
These gaps should be translated into funded actions with owners, timelines, and
measurable outcomes. HR should focus first on gaps that affect multiple use cases or high-

risk decisions.
e Unclear ownership for Al decisions and escalations.
e Incomplete, outdated, or fragmented HR data.
e No formal policy for approved and prohibited Al use.
e Low confidence among HR users in validating Al outputs.
e No agreed metrics for proving value or monitoring risk.

Example: If HR has multiple Al pilots but no inventory of use cases, owners, data sources,
or risk ratings, governance is a priority gap that should be addressed before expanding

Al adoption.

6.4 Recommended Next Steps

The recommended next steps should be practical, sequenced, and realistic. HR should
avoid trying to solve every readiness gap at once. A good approach is to define a
30/60/90-day plan that builds momentum while protecting employees, candidates, and

the organization.

www.gsdcouncil.org 28



http://www.gsdcouncil.org/

@'GSDC

Global Skill Develop

o First 30 days: create the HR Al use case inventory, identify owners, classify risk,

and agree governance principles.

e Next 60 days: clean priority data sources, train pilot users, confirm privacy

controls, and select one to three pilot use cases.

o Next 90 days: run controlled pilots, measure results, collect feedback, and decide

whether to stop, improve, expand, or scale.

e Reportprogress to leadership using a simple dashboard covering readiness, value,

risk, adoption, and next decisions.

Example: HR may start with a 90-day pilot of an Al onboarding assistant for one business
unit. If the pilot improves response time, maintains answer accuracy, and receives
positive new-hire feedback, HR can expand it to additional functions with updated

governance and training.
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Conclusion

HR Al readiness is not only about adopting new tools. It is about building the capability
to use Al responsibly, confidently, and repeatedly across HR work. The most successful
HR teams will connect Al to clear business problems, reliable data, well-designed

workflows, skilled users, strong governance, and measurable outcomes.

Organizations should begin with practical, lower-risk use cases, learn from pilots,
strengthen governance, and scale only when value and controls are proven. By using this
checklist, HR leaders can move from Al curiosity to Al execution in a way that improves

employee experience, protects trust, and supports long-term workforce transformation.
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will help you clear the certification exam.
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