Ebook: Al Literacy at Work

The Three Skills Every Professional Needs to Use
Al Confidently

By The Square Wave. %/\DEMY



https://thesquarewave.com/home

Introduction: The Al Literacy
Gap
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As a result, organisations are seeing:

e Patchy usage across teams

e Over-reliance on outputs that haven’'t been challenged
e Under-confidence in people’s own judgement

e Missed opportunities to create real leverage

Al literacy is not about learning tools. Tools change constantly.
It is about learning the foundational skills that allow
professionals to work with Al confidently, critically and
consistently.
This ebook introduces those skills.

Not to teach them in depth, but to help you see:

e Why they matter

e Where the gaps usually appear

¢ What good actually looks like

From there, you can decide how far you want to take it.

Most professionals are still researching the way they always
have.

They search, skim, open too many tabs and try to piece
together a point of view from fragmented information. Al
changes this but only if it's used properly.
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The difference is not the Al but it is the human using it.
Al-literate professionals know how to:

e Use Al as a thinking partner, not a search engine

e Sense-check outputs rather than accept them

e Guide the research process instead of outsourcing it
These capabilities come from learning how research works

with Al in the loop, not experimenting randomly! That is the
gap most people are feeling, even if they can’t yet name it.

Prompting is often talked about as if it’s a trick. People search
for “perfect prompts” or copy examples from the internet,
hoping that the right wording will unlock better results.

Sometimes it works, however often it doesn't.

Al is extremely powerful, but it is also extremely literal. It
reflects the clarity, structure and intent of the person using it.

When outputs are vague, unfocused or unusable, it's tempting
to blame the tool. In reality, most issues stem from unclear

thinking upstream.

This is why Prompting is the single most important skill in Al
literacy.

Prompting is not about clever phrasing but about making your
thinking visible.A clear prompt produces something useful
however a vague prompt produces a vague response.




Chapter 3

Customising Al: From Generic
Tool to Trusted Assistant

WAV=
Al
ACAD=MY



how to move beyond generic use.
This is where Training comes in.

Training Al does not mean coding. It means teaching Al what
matters in your world.

When done well, this allows professionals to:

e Build Al assistants that reflect their role

e Reduce repetitive explanation

e Create consistency in quality and tone

e Turn Al into a reliable support, not a novelty
This is the shift from “using a tool” to “working with an
assistant”. It's also the point where Al starts delivering real,
sustainable value.
Without this skill, professionals stay stuck at the surface. With
it, Al becomes embedded in how work actually happens. Most
people are not yet here because no one has shown them

how.Understanding that this is even possible often changes
how people think about Al altogether.

There are hundreds of Al tools available today, and more
appear every week which can feel very overwhelming!

While tools will continue to change, a small number have
already become foundational for most professionals.

A short list worth being aware of includes:



Final Thoughts

From Awareness to Capability
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e Prompting

e Training

and teaches them step by step, with practical application, real-
world context and support.

Participants don’t just finish with knowledge but they finish
with confidence, capability and a personalised Al assistant
they actually use.

If Al'is already part of your job, but still feels inconsistent or
unclear, this is where to start.
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