Considerations



As our organizations navigate the rapid expansion of Al, digital tools, and automated workflows, many of
our non-technical leaders and department heads are asking the same question: How do we build digital
confidence without sacrificing digital empathy, security, or human connection?

To help answer that, | wanted to share a framework we've been developing: The People Leader’s Guide
to Digital Resilience & Internal Controls.

What This Guide Offers

Built around an "Embed, Don't Add" philosophy, this guide avoids adding mandatory IT workshops or new
meeting cadences. Instead, it equips non-technical managers across nine core operational
areas—including Finance, Grants, HR, MarCom, and Business Operations—with low-overhead coaching
scripts, 2-minute resilience routines, and human-in-the-loop safety checks to weave directly into their
existing 1-on-1s.

How It Was Developed & The Role of Gemini
In the spirit of practicing the very digital empathy and transparent tech usage we advocate for, | want to
share how this guide came together:

e Human Vision & Strategy First: The core philosophy, organizational pillars, and coaching
principles were built around our real-world HR, client safety, and community leadership
experience.

e Al Collaboration: We leveraged Google Gemini as a thought-partner to expand, structure, and
draft the initial prompt banks, departmental playbooks, and diagnostic scenarios. Using Al as a
co-pilot allowed us to rapidly build a robust operational blueprint without pulling valuable hours
away from our mission-critical work.

An Invitation to Refine & Adapt
This guide is not intended to be a rigid, one-size-fits-all policy. Every nonprofit operates with different
technical infrastructure, capacity constraints, and community needs.

We invite you to treat this as a living foundational reference:

1. Review & Tailor: Adapt the departmental coaching questions to fit your organization's specific
tech stack and unique operational friction points.

2. Prioritize Capacity: Pick just one prompt or 2-minute resilience script to test in your existing
management check-ins.

3. Co-Create: Share feedback on what resonates, where your teams hit barriers, and how we can
continue refining these tools together across our sector.

You don't need to be a technology expert to champion digital equity—you just need the right human
questions to guide your team. | hope this resource serves as a helpful starting point for your leaders. |
would love to connect once you've had a chance to look it over to hear your thoughts!

Warmly,
Emily Gomez, Employee Experience Manager, Hire Heroes USA
NTEN Digital Inclusion Fellow 2025-2026

Author of “The People Leader's Guide to Digital Resilience & Internal Controls”



Working People Leader's Guide



Mission: To equip department heads, directors, and managers across all non-profit operations
with actionable tools, conversational scripts, risk controls, and coaching frameworks to cultivate
a digitally secure, empathetic, and resilient workforce.

1. Leadership Philosophy: Psychological Safety First

As an executive or department leader, your technical expertise matters far less than your ability
to lead people through rapid technological change. To transition teams from Digital Endurance
(surviving software fatigue and friction) to Digital Resilience (growing, innovating, and adapting
through digital change), leaders must actively dismantle "tech-shame."

Core Leadership Tenets

e The Rule of 2026: If an employee is afraid to admit they don't understand an Al tool,
struggle with a database, or accidentally clicked a suspicious link, your departmental
internal controls have failed.

e Normalize the Learning Curve: Share your own digital missteps and learning goals
openly during team meetings.

e Replace Policing with Stewardship: Frame security protocols and accessibility audits
not as administrative chores, but as vital protections for the organization's mission,
donors, clients, and assets.

e Watch for "Digital Masking™: Identify team members who nod along or claim
"everything is fine" while quietly avoiding new digital platforms, delegating basic tech
tasks, or spending excessive hours on manual workarounds.

2. Departmental Coaching Playbooks & Dialogue
Frameworks

Every department faces distinct digital frictions, privacy risks, and Al adoption hurdles. Below
are domain-specific coaching frameworks for nine core operational functions.

Department 1: Grants & Institutional Giving

e Domain Friction: Grant writers often rely on traditional manual drafting and feel
overwhelmed by complex funder portals or tight turnaround times for narrative
customization.

e Digital & Al Safety Risks: Uploading confidential funder history, non-public program
evaluation metrics, or unannounced organizational budgets into public Al models;
hallucinated compliance metrics.

e Leadership Pivot Script:

"Our grant narratives require precise, authentic alignment with funder priorities. We use



Al as a structural editor and brainstorming co-pilot—never as a replacement for our
institutional memory or verified outcome metrics."

Coaching Questions:

e General Exploration:
o "When you look at our grant proposal workflow, where do digital tools save you
the most time, and where do manual data steps feel most repetitive ?"
o "How do you verify that the narrative tone remains authentic when using digital
templates or Al assistance?"
e Tailored by Experience Level:
o For an Early-Career Grant Writer:

m  "As you get used to navigating different funder portals, what steps help
you feel confident that all required files are correctly formatted and saved
securely?”

m  "How can we practice using Al prompts to help outline narrative sections
without relying on it for proprietary program data?"

o For a Seasoned Institutional Developer:

m  "Given your deep understanding of funder relationships, how are you
evaluating Al text models to speed up boilerplate drafting while preserving
nuanced reporting metrics?"

m  "What protocols do you put in place to ensure confidential program details
and budget forecasts remain fully scrubbed before utilizing external digital
tools?"

Department 2: Finance & Accounting Operations

e Domain Friction: High confidence in legacy spreadsheets leads to resistance toward
new data literacy frameworks, automated workflows, or integrated ERP platforms.

e Digital & Al Safety Risks: Sophisticated spear-phishing, spoofed vendor invoices,
deepfake voice/video payment authorizations, entering banking details or employee PII
into public Al tools.

e Leadership Pivot Script:

"I know our financial tracking is rock-solid. However, modern financial fraud targets our
exact systems using Al-generated invoices and spoofed authorizations. Upgrading our
data controls isn't about software coaching—it's a modern internal control to guard
organizational assets.”

Coaching Questions:

e General Exploration:
o "When handling digital payment approvals or audit logs, what parts of the system
feel seamless and where do you spot potential risk points?"
o "How do you handle unexpected or urgent digital requests that bypass our
standard verification protocols?”



e Tailored by Experience Level:
o For an Early-Career Finance Specialist:

m  "When double-checking invoice routing or vendor banking info, what
verification steps help you feel 100% sure an email or request is
legitimate?"

m  "What questions do you have about our data privacy standards when
handling employee or vendor ledger information online?"

o For a Seasoned Controller or Finance Director:

m "As financial fraud tactics become more sophisticated, how are you
testing our internal authorization protocols against Al-spoofing risks?"

m  "How can we leverage automated data analytics in IBM SkillsBuild to
streamline our monthly reconciliation while maintaining an unshakeable
audit trail?"

Department 3: Marketing & Communications (MarCom)

e Domain Friction: Seeing digital accessibility and inclusion as an IT compliance
checkbox rather than a core creative requirement; over-reliance on Al-generated text or
artwork.

e Digital & Al Safety Risks: Publishing inaccessible media (failing WCAG/Lighthouse
standards), brand voice erosion, uploading proprietary donor/client photos into public Al
image generators, copyright infringement.

e Leadership Pivot Script:

"If our digital content isn't accessible to a community member using a screen reader or
assistive technology, we are locking people out from our mission. Digital accessibility
isn't a technical chore—it is a core brand metric."

Coaching Questions:

e General Exploration:
o "When designing campaigns or publishing web content, how do we balance
speed and creativity with strict digital accessibility?"
o "Where do you draw the line between using Al tools for content ideation and
maintaining our authentic brand voice?"
e Tailored by Experience Level:
o For an Early-Career Content Creator:

m  "What tools or checklists do you use when building graphics or webpages
to ensure contrast, alt-text, and heading structures meet accessibility
standards?”

m  "When you generate draft copy using Al, what steps do you take to verify
facts and humanize the language before publishing?”

o For a Seasoned Communications Director:

m  "How are you integrating the Lighthouse Accessibility Audit metrics into

our department’s creative review process?"



m  "What framework are you using to protect our brand's intellectual property
and copyrighted media while exploring generative Al design tools?"

Department 4: Information Technology (IT) & Systems

e Domain Friction: IT leaders can inadvertently create a "culture of no" through overly
rigid security protocols, driving staff toward unvetted "shadow IT" and unsanctioned Al
applications.

o Digital & Al Safety Risks: System misconfigurations, unmonitored third-party Al
browser extensions, employee workarounds due to friction-heavy login requirements,
user tech-shame preventing prompt incident reporting.

e Leadership Pivot Script:

"Our job isn't just to lock down systems—it's to build secure pathways that enable our
staff to work effectively. If staff feel compelled to use shadow IT to do their jobs, our
systems are too rigid."

Coaching Questions:

e General Exploration:
o "Where do you observe the most friction between our security policies and the
daily workflows of non-technical staff?"
o "How can we make it safer and easier for employees to report potential security
errors or weird system behaviors immediately?"
e Tailored by Experience Level:
o For an Early-Career IT Support Specialist:

m  "When a staff member contacts support feeling frustrated or embarrassed
by a digital issue, what communication techniques help de-escalate their
anxiety?"

m  "How do you evaluate new software request tickets to distinguish
between user training needs and actual system bugs?"

o For a Seasoned Systems Administrator / Director:

m  "How are you balancing strict cybersecurity controls with a positive user
experience across our remote and hybrid workforce?"

m  "What policies and governance frameworks are we implementing to audit
third-party Al integrations and API data security?"

Department 5: Individual Giving & Major Gifts

e Domain Friction: Fundraisers prioritizing personal, high-touch relationships may resist
using CRMs, automated donor tracking, or digital intelligence tools.

e Digital & Al Safety Risks: Leaking high-net-worth donor PII, entering confidential
wealth screening data into public tools, impersonal or tone-deaf automated donor
communications.

e Leadership Pivot Script:

"CRM tracking and Al research tools aren't meant to replace your personal relationships



with donors. They exist to free up your administrative time so you can spend more hours
face-to-face with supporters.”

Coaching Questions:

e General Exploration:
o "How do digital tools or CRM workflows currently support—or hinder—your ability
to build genuine relationships with donors?"
o "When researching donor prospects online, what safety boundaries do you set
regarding personal data privacy?"
e Tailored by Experience Level:
o For an Early-Career Gift Officer:
m  "As you learn our CRM and donor management platform, what strategies
help you keep donor interaction notes accurate and secure?"
m  "How do you use Al tools to draft donor thank-you notes while ensuring
the message feels warm, personal, and accurate?"
o For a Seasoned Major Gifts Director:
m  "How are you leveraging data analytics to identify high-potential donor
trends without compromising donor confidentiality?"
m  "What criteria do you use to ensure our high-touch donor stewardship
strategy maintains its human warmth in an increasingly automated
environment?"

Department 6: Corporate Giving & Strategic Partnerships

e Domain Friction: Managing complex corporate partner expectations, co-branded
campaigns, and employee engagement portals without clear, unified digital workflows.

e Digital & Al Safety Risks: Exposing corporate partner Non-Disclosure Agreements
(NDAs), sharing proprietary partner CSR metrics on unsecure channels, unverified
corporate volunteer portals.

e Leadership Pivot Script:
"Corporate partners expect enterprise-grade data security and digital professionalism.
Demonstrating strong internal controls builds corporate partner trust."”

Coaching Questions:

e General Exploration:
o "When managing corporate partner files and pitch decks, how do we ensure
sensitive corporate data is protected across shared drives?"
o "What digital platforms offer the highest value for co-branding campaigns with our
corporate partners?”
e Tailored by Experience Level:
o For an Early-Career Corporate Liaison:



m  "When putting together corporate partnership decks, how do you verify
that partner logos, metrics, and branding guidelines are accurate and
cleared for public release?"

m "What steps do you take to secure corporate volunteer sign-up lists
containing employee contact details?"

o For a Seasoned Corporate Partnerships Director:

m "How are you evaluating third-party corporate volunteer platforms to
ensure they comply with our organizational data security standards?"”

m  "What frameworks do you use to draft complex multi-year partnership
proposals using Al while strictly protecting partner NDAs?"

Department 7: Employer Relations & Workforce Partnerships

e Domain Friction: Rapidly connecting candidates with job opportunities without falling
prey to fake job postings, unverified recruitment agencies, or predatory employer
platforms.

o Digital & Al Safety Risks: Exposing client resume data (clearance numbers, SSNs,
addresses) to unverified employer networks, falling for recruitment scams, ATS
integration vulnerabilities.

e Leadership Pivot Script:

"We must protect our job seekers' personal data with the same level of care as classified
intelligence. Every employer partner we onboard must pass our digital security
verification protocols."

Coaching Questions:

e General Exploration:
o "What verification steps do you currently take before sharing client rosters or
resumes with a new corporate recruiter or job board?"
o "How do we educate our employer partners on our data privacy standards
regarding candidate information?"
e Tailored by Experience Level:
o For an Early-Career Employer Specialist:
m  "When vetting new job leads or outreach emails from recruiters, what
signs help you confirm an employer is legitimate before referring clients?"
m  "How do you redact sensitive candidate details before uploading resumes
to shared employer portals?"
o For a Seasoned Employer Relations Director:
m  "How are you auditing our external employer portal integrations to ensure
candidate data privacy compliance?"
m  "What digital verification standards do we require from corporate partners
before granting them direct access to our graduate talent pools?"

Department 8: People Operations (HR) & Talent Acquisition



e Domain Friction: Balancing HR compliance, employee data confidentiality, and
recruiting speed while managing workforce anxiety surrounding Al and automation.

o Digital & Al Safety Risks: Uploading confidential employee health/personnel records
into Al models, algorithmic bias in talent screening, unencrypted HRIS data transfers.

e Leadership Pivot Script:
"In HR, we set the standard for digital stewardship. Using Al tools for job descriptions or
onboarding checklists is valuable, but employee trust requires absolute confidentiality
and human judgment in every decision."”

Coaching Questions:

e General Exploration:

o "How do we leverage Al and HR technology to streamline hiring and onboarding
while ensuring our candidate evaluation remains strictly unbiased and
human-centered?”

o "When employees express anxiety about technological shifts or Al in their roles,
how do we address their concerns?”

e Tailored by Experience Level:

o For an Early-Career HR Coordinator:

m  "When handling employee records or interview feedback forms, what
steps ensure sensitive personnel data remains restricted to authorized
eyes?"

m  "How do you review Al-generated job descriptions to ensure they use
inclusive language and accurately reflect role requirements?"

o For a Seasoned HR Director / People Leader:

m  "How are you auditing our HRIS and ATS platforms to prevent algorithmic
bias in candidate screening and performance reviews?"

m  "What change management strategies are you implementing across the
organization to build employee confidence during digital transitions?"

Department 9: Business Operations & Facilities

e Domain Friction: Managing operational vendors, facilities systems, inventory, and
cross-departmental workflows using fragmented legacy platforms or manual
spreadsheets.

o Digital & Al Safety Risks: Unsecured IoT building devices, unvetted vendor contract
uploads, operational supply chain disruptions due to poor data backups, software license
sprawl.

e Leadership Pivot Script:

"Business operations keep our organization running. Building clear digital workflows and
contract controls protects our operational continuity."”

Coaching Questions:

e General Exploration:



o "Where in our daily facility or vendor management workflows do operational
bottlenecks occur, and how can digital tools resolve them?"
o "How do we verify that external vendor portals and contract management
systems adhere to our security policies?"
Tailored by Experience Level:
o For an Early-Career Operations Specialist:

m  "When tracking vendor contracts or equipment inventory digitally, what
protocols keep our records updated and accessible to the leadership
team?"

m  "How do you verify invoice details against work orders before submitting
them to Finance for processing?"

o For a Seasoned Director of Business Operations:

m  "How are you evaluating our operational tech stack to consolidate
redundant software systems and reduce operational overhead?"

m  "What contingency plans do we have in place to maintain essential
business operations during a network outage or cybersecurity incident?"

3. The 2-Minute "Digital Resilience Moment"” Routine

Do not wait for annual compliance workshops. Integrate digital resilience into standard meeting

agendas. Dedicate the first two minutes of your weekly departmental meetings to a brief
"Resilience Moment."

Option A: Security & Phishing Awareness (Operations, Finance, IT, HR)

"Before we dive into our agenda, let's take two minutes for our weekly digital safety
check. With sophisticated spear-phishing and spoofing on the rise, did anyone
notice a suspicious email, strange vendor invoice, or weird system prompt this
week? Let's discuss it so we can keep our team firewall strong."

Option B: Digital Accessibility & Inclusion (MarCom, Grants, Employer
Relations)

"For today's digital moment, let's look at the document/campaign we are releasing
this afternoon. Running our quick Lighthouse Accessibility Audit check, are our

headings structured properly, images alt-tagged, and color contrast compliant? Who
wants to run the quick check?"

Option C: Data Privacy & Scrubbing (Individual Giving, Corporate Giving,

HR)



"For our quick two-minute resilience check: let's verify that all donor and employee
files being moved to our shared drives today have sensitive details and Pl
scrubbed according to protocol. Are there any files we need to double-check?"

4. The 1-on-1 "Resilience Diagnostic" Framework

Use routine 1-on-1 meetings to determine if a team member is genuinely adopting digital
workflows or quietly struggling.

None

The Diagnostic Conversation Script:

"We've introduced several digital tools and Al co-pilots recently. On a scale of 1 to
10, where does our current technology feel like a wall you have to fight against, and
where does it feel like a bridge saving you time?"

o If they rate it 1-4 (The Wall):
o Leadership Action: Do not lecture or enforce compliance. Validate their frustration
and pivot to peer support.
o Script: "I don't want you spending your energy fighting system glitches. Let’s
bring this specific bottleneck to our next CommonGround ERG Resilience Circle.
Others have likely faced this same headache, and we can get you a practical
workaround.”

e If they rate it 5-7 (The Bridge):
o Leadership Action: Identify micro-learning opportunities (e.g., IBM SkillsBuild
modules) to build mastery.
e If they rate it 8—10 (The Champion):
o Leadership Action: Invite them to co-facilitate a 2-Minute Safety Moment or
mentor a peer struggling with digital workflows.

5. The "Human-in-the-Loop" Al Decision Checklist

Before authorizing any team member or department to deploy generative Al tools or automated
scripts in daily operations, review this 4-point internal control checklist:



| HUMAN-IN-THE-LOOP CONTROL CHECKLIST

| [ ] 1. DATA PRIVACY GUARDRAILS

| Verified that zero Personally Identifiable Information (PII),
confidential |

| donor records, financial ledger details, or HR files enter
public AI models. |

|
| [ ] 2. THE "ROBOT TEST" (FACT & TONE VERIFICATION)

|

| A subject-matter expert has thoroughly verified all
AI-generated output for |

| factual accuracy, correct dates, citations, and authentic
organizational tone. |

|
| [ ] 3. ACCESSIBILITY & EQUITY AUDIT

|

| Confirmed that outputs, visual assets, or text meet WCAG
accessibility |

| standards and do not contain subtle algorithmic bias or
non-inclusive jargon. |

|
|
| [ 1 4. TRANSPARENCY & AUDITABILITY
|
|

Documented where AI tools were utilized in the workflow to
maintain full |
| operational transparency for organizational audits and funder
reviews. |



6. Departmental Practical Al Use Cases

Below are 5 practical use cases showing how a people leader uses Al for departmental
oversight alongside how team members test and apply the tools in their workflows.

Use Case 1: Complex Policy & SOP Simplification (Business Operations &

HR)

Objective: Convert dense operational manuals, compliance mandates, or employee
handbooks into clear, step-by-step operational checklists.

Manager Support Role: The manager inputs approved internal policy text into a secure
Al instance and prompts it to generate a simplified 1-page onboarding guide or
execution checklist for the team.

Team Test / Application: The employee reviews the Al-generated checklist against
real-world daily workflows, highlighting ambiguities or missing steps to refine standard
operating procedures (SOPs).

Use Case 2: Grant Narrative Outlining & Alignment (Grants & Development)

Objective: Rapidly structure grant proposals to align with complex funder guidelines
without compromising narrative authenticity.

Manager Support Role: The manager prompts Al to analyze RFP requirements and
map them against previous successful proposal structures, generating a comprehensive
narrative outline for the grant writer.

Team Test / Application: The grant writer drafts narrative content into the outline,
verifying every statistic and case story against official evaluation reports to ensure zero
Al hallucinations.

Use Case 3: Inaccessible Content Remediation (MarCom &
Communications)

Objective: Audit and correct digital content to meet WCAG accessibility standards and
improve Lighthouse Audit scores.

Manager Support Role: The manager uses accessibility checking tools and Al prompts
to analyze draft web copy or newsletter layouts for missing alt-text, improper heading
hierarchies, and contrast issues.

Team Test / Application: The communications team member reviews Al-suggested
alt-text and structural fixes, ensuring visual media descriptions accurately convey
campaign messaging for screen-reader users.



Use Case 4: Vendor Invoice & Fraud Anomaly Screening (Finance & Ops)

Objective: Detect potential phishing attempts, spoofed vendor requests, or billing
anomalies before releasing payments.

Manager Support Role: The manager establishes standard prompt protocols for
reviewing suspicious outreach or unusual invoice text structure for red flags (e.qg.,
urgency language, mismatched domains).

Team Test / Application: Finance staff process incoming vendor requests through the
verification protocol, cross-referencing output with verified phone/domain registries
before inputting ledger entries.

Use Case 5: Job Description Modernization & Bias Elimination (People
Operations)

Objective: Produce inclusive, skill-based job descriptions that attract diverse candidates
and avoid unnecessary credential barriers.

Manager Support Role: The HR leader prompts Al to evaluate job description drafts
against inclusive hiring frameworks, flagging gendered language, redundant degree
requirements, or overly dense corporate jargon.

Team Test / Application: The recruiting specialist tests suggested edits against core
operational role requirements, confirming that skill translations accurately reflect daily
responsibilities.

7. Al Prompts for People Leader Development & Team
Inspiration

These 12 ready-to-use prompts help managers practice difficult coaching conversations,
evaluate departmental risks, refine team workflows, and inspire technological confidence across
their departments.

Prompt 1: Roleplaying Tech-Resistant Team Conversations

"Act as a senior finance team member with 15 years at our organization. You are
skeptical and defensive about adopting our new automated ledger and data
analytics platform, feeling it threatens your job security and adds unnecessary
complexity. | am your department head. Respond to my questions in character with
realistic pushback. After 3 exchanges, step out of character and evaluate my
coaching empathy, de-escalation skill, and ability to frame this change as an
internal control."”

Prompt 2: Conducting a Departmental Al Data Privacy Audit

"Act as an executive non-profit data privacy auditor. | operate as the head of



$$Insert Department, e.g., Individual Giving / HR$$

. Outline the top 5 most common data privacy leaks and unauthorized Al uses that
occur in this functional area. Provide a 5-item manager inspection checklist | can
use during quarterly reviews to ensure my team protects Pll and sensitive data."

Prompt 3: Translating Complex Technical Mandates into Plain Language

"Act as a non-profit executive communications strategist. | need to explain a new
organizational cybersecurity requirement (multi-factor authentication and strict data
scrubbing protocols) to my non-technical team in a way that feels empowering
rather than punitive. Draft a 3-paragraph meeting script that explains the 'why'
behind these controls using clear, empathetic language.”

Prompt 4: Designing a Departmental Micro-Learning Roadmap

"Act as a corporate learning and development expert. Draft a 4-week micro-learning
plan for a non-profit marketing team looking to improve their digital accessibility
scores on the Lighthouse Audit. Break down learning into 10-minute weekly
modules covering alt-text, contrast, screen-reader formatting, and simple
verification tools."

Prompt 5: Incident Management & Transparency Coaching

"Act as an executive leadership coach. A team member in my department
accidentally entered a document containing unredacted client names into a public
Al generator and immediately reported it to me. Draft a 1-on-1 coaching script that
acknowledges their honesty, reinforces psychological safety, executes our data
isolation protocol, and turns this incident into a positive learning lesson for our wider
leadership team."

Prompt 6: Facilitating a "Tech-Fail" Learning Retrospective

"Act as an agile retrospective coach. Draft a 15-minute team agenda and script
designed to facilitate a '"Tech-Fail Friday' retrospective. The goal is to normalize
technical glitches, soft-software rollouts, or Al prompt mistakes that team members
experienced this month, converting embarrassing moments into shared
organizational learning and peer-driven workarounds."

Prompt 7: Co-Creating Departmental Innovation & Micro-Automation Ideas
"Act as an operational efficiency consultant. | lead a 10-person department handling

$$Insert Department Area$$



. Generate a workshop facilitation guide with 3 open-ended exercises that will
inspire my team members to map out their own daily manual frictions and propose
2-minute micro-automations or Al co-pilot prompts to save themselves 3 hours per
week."

Prompt 8: Inspiring Change Narrative & Vision Crafting

"Act as an executive leadership speechwriter. Draft an inspiring, 3-minute opening
address for a department all-hands meeting introducing our team's transition to new
digital tools and Al co-pilots. Frame the transition around amplifying human
empathy, reducing burnout, and spending more direct time on our core mission
rather than operational friction."

Prompt 9: Supporting Neurodiverse & Assistive-Technology Workflows

"Act as an inclusive workplace and accessibility specialist. Provide a manager
guidance guide on how to support neurodiverse employees (e.g., ADHD, dyslexia)
or staff using assistive technology when rolling out new digital tools. Include 4
actionable workplace accommodations and empathetic coaching questions to
ensure tech changes reduce cognitive load rather than increase it."

Prompt 10: Career Development Coaching for Digital-Skeptical Staff

"Act as a career development coach. | am preparing for an annual review with a
long-tenured employee who is brilliant at their domain work but resistant to learning
new software and Al tools. Draft a 1-on-1 coaching framework that connects
acquiring modern digital skills to their long-term career growth, institutional
authority, and personal professional goals."

Prompt 11: Cross-Departmental Process Mapping & Friction Auditing

"Act as an enterprise workflow analyst. Design a joint 30-minute discovery session
for two interdependent department leaders (e.g., Grants and Finance, or HR and
Operations) to audit data handoffs between their teams, isolate digital friction
points, and establish shared data security protocols.”

Prompt 12: Designing Low-Stakes Team Tech Sandboxes

"Act as an innovation lab director. Outline a step-by-step framework for setting up a
monthly ‘Low-Stakes Al & Tech Sandbox' hour for my department. Detail how to
select a low-risk project task, set up guardrails for safe data experimentation, and
structure a fun 10-minute show-and-tell demo at the end."”
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