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How to use this workbook
This workbook contains your structured observation sheets for each of the two workflow and agent demonstrations in Unit 2, followed by a post-demo reflection activity. Complete each observation sheet during or immediately after the relevant lesson video, and bring this workbook to your coaching session.
Your observation sheet responses are portfolio evidence — write in enough detail to demonstrate your analytical thinking, not just a description of what you saw. Your coach will use your responses to help you connect the demos to your own workplace project in Unit 3.



	Activity 1 — Observation Sheet: Demo 1



Complete during or immediately after Lesson 1
	Demo 1 — AI-Powered Customer Feedback Analysis & Follow-Up  |  Low / No-Code Workflow



	Platform: Make.com or Microsoft Power Automate with a GenAI connector.
Scenario: A customer service team automates sentiment analysis of feedback, drafts personalised
follow-up emails, routes them through a human review gate, and generates a summary report for
the team manager.

Work through all six questions below as you watch the demo. Record specific details — not just
general impressions. Your coach will use your responses to probe your analytical thinking.



	KSB Relevance   
K9  AI and automation concepts, models and limitations     K5  Methods to identify productivity opportunities     S14  Identification and evaluation of opportunities for increased productivity



	1.  What is the trigger for this workflow or agent? What starts it?

	Type your answer here…



	2.  What data does it need, and where does it come from?

	Type your answer here…



	3.  Where does the AI component sit, and what specifically does it do?  (There are two GenAI steps in this demo — describe both.)

	Type your answer here…



	4.  Where does a human need to be involved, and why is that step not fully automated?

	Type your answer here…



	5.  What could go wrong, and how does the design handle — or fail to handle — those failure points?

	Type your answer here…



	6.  What business problem does this solve? How would you begin to measure the value it creates?

	Type your answer here…



	Workplace connection
Is there a process in your organisation where a similar pattern could apply? Note your initial thoughts — even rough ones.



	Your initial thoughts on workplace relevance

	Type your answer here…




	Activity 1 — Observation Sheet: Demo 2



Complete during or immediately after Lesson 2
	Demo 2 — Structured Data Extraction from Documents  |  Advanced Technical Pipeline (Python)



	Platform: Python script running on internal organisational infrastructure.
Scenario: A finance or operations team receives PDF documents and needs specific data fields
extracted automatically into an internal database. No data leaves the internal network.

Before answering the standard questions, address the context question below about why an
in-house technical approach is used here rather than a no-code platform.



	KSB Relevance   
K9  AI and automation concepts, models and limitations     K5  Methods to identify productivity opportunities     S13  Identify automation opportunities; support ethical, empathetic decision-making     S14  Identification and evaluation of opportunities for increased productivity



	Context question — answer this first:

Why is a Python-based in-house pipeline used for this scenario rather than a no-code platform
like Make.com or Power Automate? What organisational or regulatory factors make the technical
approach necessary here?



	Your answer to the context question

	Type your answer here…




	1.  What is the trigger for this workflow or agent? What starts it?

	Type your answer here…



	2.  What data does it need, and where does it come from?

	Type your answer here…



	3.  Where does the AI component sit, and what specifically does it do?  (Describe what the LLM API call does and what a structured JSON output looks like in practice.)

	Type your answer here…



	4.  Where does a human need to be involved, and why is that step not fully automated?

	Type your answer here…



	5.  What could go wrong, and how does the design handle — or fail to handle — those failure points?

	Type your answer here…



	6.  What business problem does this solve? How would you begin to measure the value it creates?

	Type your answer here…



	Workplace connection
Is there a process in your organisation where a similar pattern could apply? Note your initial thoughts — even rough ones.



	Your initial thoughts on workplace relevance

	Type your answer here…



	Workplace connection — data sensitivity: Is there document processing in your organisation that involves sensitive or regulated data? Would a no-code or in-house approach be more appropriate for your context, and why?

	Type your answer here…




	This is not a quick exercise. Give each prompt proper thought — this reflection directly informs
your project identification work in Unit 3.

Complete all four prompts. The stretch activity (Prompt 4) is optional but strongly recommended.
Share your completed reflection with your skills coach before your next coaching session.



	KSB Relevance   
K9  AI and automation concepts, models and limitations     K5  Methods to identify productivity opportunities     S13  Identify automation opportunities; support ethical, empathetic decision-making     S14  Identification and evaluation of opportunities for increased productivity



	Prompt 1 — Which of the two demonstrations felt most relevant to your workplace, and why? Be specific about the business problem it addresses and how that maps to your context.

	Type your answer here…



	Prompt 2 — If you could adapt any of the two demonstrations to a process in your own organisation, which process comes to mind first? Describe: what would trigger it, what the AI component would do, and what the human review step would look like.

	Type your answer here…



	Prompt 3 — What questions do you still have about how these workflows are built — technically, organisationally, or in terms of governance and data handling?

	Type your answer here…



	Prompt 4 — Stretch activity (optional but recommended)
In words or a rough diagram in the space below, sketch what a version of one of these workflows might look like for a specific process in your own team. Include: the trigger, the data source, what the AI does, where the human steps in, and what the output is.



	Your workflow sketch (words or rough diagram)

	Type your answer here…




	Activity 3 — Tool Orientation (Optional)



Complete after Lesson 3  |  Estimated time: ~30 minutes  |  Optional
	If you have access to Make.com, Zapier, or Microsoft Power Automate through your employer,
spend 30 minutes exploring the interface. You are not building anything — just exploring.

   Look at what trigger types are available
   Browse the app integrations — are your organisation's key tools listed as connectors?
   If the platform has an AI or agent module, look at how it is configured
   Note anything that surprises you — features you did not expect, or gaps where your
   organisation's systems are not available

Report back to your coach on what you found. This exploration will directly inform your
tool selection thinking in Unit 3.



	Which platform did you explore? (Make.com / Zapier / Power Automate / other)

	Type your answer here…



	What triggers are available? List any that seem relevant to processes in your organisation.

	Type your answer here…



	Which of your organisation's tools appear as available connectors or integrations?

	Type your answer here…



	Did the platform have an AI or agent module? If so, what did you notice about how it is configured?

	Type your answer here…



	What surprised you — either features you did not expect, or gaps you noticed?

	Type your answer here…



	Any questions this raised that you want to discuss with your coach?

	Type your answer here…




	Before Your Coaching Session — Submission Checklist



Review this checklist before your coaching session. Your skills coach will expect all two observation sheets and your post-demo reflection to be completed before you meet.

	✓
	Task
	Deadline

	☐
	Observation Sheet: Demo 1 — customer feedback workflow
	Bring to coaching session

	☐
	Observation Sheet: Demo 2 — document extraction pipeline (incl. context question)
	Bring to coaching session

	☐
	Activity 2 — Post-Demo Reflection (all four prompts; stretch optional)
	Share with coach before session

	☐
	Activity 3 — Tool Orientation notes (if completed)
	Bring to coaching session



	KSBs evidenced in this workbook
K9  AI and automation concepts, models and limitations. The impact adoption may have on workplace culture and wellbeing.
K5  Methods to identify opportunities to enhance productivity such as improve processes, reduce waste, increase user or customer satisfaction or optimise outcomes.
S13  Identify opportunities to deliver automation. Support leaders in integrating ethical, empathetic approaches when decision-making.
S14  Support in the identification and evaluation of opportunities for increased productivity — including use of low/no-code tools, streamlining processes, and use of AI platforms.
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