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Introduction: The AI Literacy 
Gap
Artificial Intelligence is already part of everyday work.

People are using it to draft emails, summarise documents, research competitors, 
prepare presentations and think through problems. In many organisations, AI is 
now being used daily, quietly and informally.

And yet, something isn’t working. The results are inconsistent, sometimes 
impressive and sometimes very confusing. They are often useful however rarely 
trusted.

Most professionals sense this gap but struggle to articulate it. They know AI is 
powerful, but they don’t quite know how to judge whether they are using it well, 
safely or effectively.

This is not a motivation problem or a technology problem. It is a literacy problem.

Most people using AI at work were never trained to use it properly. Access arrived 
faster than ability. Tools were introduced without a shared understanding of what 
“good” looks like.



As a result, organisations are seeing:

 • Patchy usage across teams

 • Over-reliance on outputs that haven’t been challenged

 • Under-confidence in people’s own judgement

 • Missed opportunities to create real leverage

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

This ebook introduces those skills.

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

 • Why they matter

 • Where the gaps usually appear

 • What good actually looks like

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

Chapter 1

Beyond Keywords: Why 
Research Needs an AI 
Upgrade
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. AI 
changes this but only if it’s used properly.



When people first start using AI for research, it often feels magical. Answers 
appear quickly, summaries look polished and insights arrive in seconds.

Then doubts creep in.

Is this accurate?

 Where did this come from?

 Can I trust this?

Without the right skill set, AI-powered research becomes either:

 • Blind trust, or

 • Complete dismissal

Neither is useful. Effective AI research is not about asking better questions once 
but it’s about engaging in an ongoing dialogue that helps you explore, test and 
refine your understanding.

This is why Researching is the first foundational skill of AI literacy.

When done well, AI research:

 • Saves time without sacrificing rigour

 • Surfaces patterns humans might miss

 • Helps professionals move faster without losing judgement

When done poorly, it:

 • Produces shallow or misleading insights

 • Creates false confidence

 • Erodes trust in the tool altogether



The difference is not the AI but it is the human using it.

AI-literate professionals know how to:

 • Use AI as a thinking partner, not a search engine

 • Sense-check outputs rather than accept them

 • Guide the research process instead of outsourcing it

These capabilities  come from learning how research works 
with AI in the loop, not experimenting randomly! That is the 
gap most people are feeling, even if they can’t yet name it.

Chapter 2

The Prompting Paradox: 
Why Clarity Beats 
Cleverness
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.

AI 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 AI 
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.



For example:

“Write something about AI for my team”

 versus

 “Help me explain why AI literacy matters to a non-technical team using simple 
language and practical examples”

The difference is its intent, context and clarity.

AI-literate professionals understand that prompting is:

 • A way of structuring problems

 • A method for testing ideas

 • A mirror for their own thinking

When prompting is weak, AI feels unreliable. When prompting is strong, AI 
becomes a powerful amplifier.

Most people sense this, but don’t know how to improve it systematically. They 
experiment, but they don’t build confidence.That’s because prompting is a skill. 
And like any professional skill, it needs to be learned deliberately.

Chapter 3

Customising AI: From Generic 
Tool to Trusted Assistant
Out of the box, AI is generic.It doesn’t know your organisation, your standards and 
it doesn’t share your context, voice or priorities. This is why so many AI outputs feel 
slightly “off”. Close, but not quite right. The next level of AI literacy is learning



how to move beyond generic use.

This is where Training comes in.

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

When done well, this allows professionals to:

 • Build AI assistants that reflect their role

 • Reduce repetitive explanation

 • Create consistency in quality and tone

 • Turn AI 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 AI starts delivering real, 
sustainable value.

Without this skill, professionals stay stuck at the surface. With 
it, AI 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 AI altogether.

Appendix

A Short List of Essential 
AI Tools
There are hundreds of AI 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:

 



• A leading conversational AI model for everyday work

 • A document and knowledge synthesis tool

 • An AI-powered search or research assistant

 • A creative or content generation platform

 • A workflow or automation tool

Each serves a different purpose, and none are useful without the skills to use them 
well.

Whilst tools can provide access, literacy provides leverage.

Final Thoughts

From Awareness to Capability
This ebook has focused on one thing: clarity.

Clarity about: why AI feels messy for so many professionals, the real skills that sit 
underneath confident AI use and what AI literacy actually means in practice.

It has not taught you how to research, prompt or train AI in detail which was 
intentional.

Understanding the gap is the first step. Closing it requires practice, feedback and 
guidance.

The Foundations of AI Literacy course is designed to do exactly that.

It takes these three skills:

 • Researching

 



• Prompting

 • 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 AI assistant 
they actually use.

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

Your Next Step
This ebook explains the gap. The course closes it.

Learn more about Foundations of AI Literacy and decide if it’s 
right for you.
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