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What This Guide Does

This is a practical orientation to the AI tools that are reshaping professional work — the large
language models produced by companies like Anthropic, OpenAl, Google, and others. If you've
completed the Working Picture or the Business Reality Audit, you have a clearer sense of where you
stand and what matters. This guide helps you take the next step: understanding the tools well enough
to work with them effectively.

It is not a technical explanation of how these models work. It is not a prompt library. It is not an
endorsement of any specific product. It is enough understanding to use these tools with confidence,
evaluate their output with judgement, and know where they help and where they don't.

You & AI has no vendor relationships. Nothing in this guide is sponsored, affiliated, or incentivised
by any Al company. The recommendations reflect independent assessment only.

What You're Actually Working With

When people say "AI" in a professional context, they usually mean one of the frontier language
models — systems like Claude (Anthropic), ChatGPT (OpenAl), or Gemini (Google). These are the
tools driving the conversations about automation, the headlines about job displacement, and the quiet
changes already happening in many workplaces.

Here is what they are, in terms that matter for your work:

They process and generate language. These models take text as input and produce text as output.
They can read documents, answer questions, draft content, summarise information, analyse data,
write code, and reason through problems — all through natural conversation. You type what you
need; they respond.

They are trained on vast amounts of text. The models have processed enormous quantities of
writing — books, articles, websites, code, academic papers, professional documents. This gives them
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broad knowledge across most subjects, though that knowledge has a cutoff date and can contain gaps
Or eITOorsS.

They don't "know" things the way you do. A model has no experience, no memory of your
previous conversations (unless designed to), no understanding of your specific workplace, and no
judgement about what matters in your particular situation. It has patterns learned from text. Those
patterns are remarkably useful — but they are patterns, not understanding.

They are confident even when wrong. This is the single most important thing to understand. A
language model will produce a fluent, coherent, authoritative-sounding response whether or not that
response is accurate. It does not signal uncertainty the way a human colleague would — with
hesitation, hedging, or "I'm not sure about this." The fluency is constant. Your verification must be
too.

What They Can Do Well

These are the areas where frontier models are genuinely useful for professional work right now — not
in a future version, not in an enterprise deployment, but in the tools you can access today.

Draft and edit text. Reports, emails, summaries, proposals, policies, briefs. The model won't
produce final copy — it will produce a competent first draft that saves you the hardest part of writing:
starting. It is consistently better at editing your existing text (improving clarity, adjusting tone,
catching inconsistencies) than at generating from nothing.

Summarise and extract. Give it a long document and ask for a summary. Give it meeting notes and
ask for action items. Give it a dataset and ask for patterns. These are tasks where the model's ability to
process large volumes of text quickly is a genuine advantage.

Research and explain. Ask it to explain a concept, compare approaches, outline the arguments for
and against a decision. The breadth of its training means it can provide useful overviews of most
professional subjects — with the caveat that you must verify anything specific before acting on it.

Organise and structure. Turn messy notes into structured documents. Convert a list of ideas into an
agenda. Take a rambling brief and produce a clear project plan. The model is effective at imposing
structure on unstructured information.

Analyse and reason through problems. Present a complex situation and ask for analysis. The model
can identify factors you might have missed, suggest frameworks for thinking about a decision, and
play devil's advocate against your own reasoning. This is closer to having a well-read colleague than
having an expert — but a well-read colleague is often exactly what you need.
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What They Cannot Do

These are the areas where the tools are either unreliable or genuinely inadequate for professional
work. Knowing these boundaries is at least as valuable as knowing the capabilities.

Exercise professional judgement. A model can present the considerations relevant to a decision. It
cannot make the decision — because decisions in professional contexts depend on factors the model
cannot access: organisational politics, client relationships, risk tolerance, your knowledge of how
things actually work in your specific environment.

Know your context. Unless you tell it, the model knows nothing about your organisation, your team,
your clients, your industry's specific practices, or the unwritten rules that govern your work. Every
interaction starts from zero context. The quality of what you get depends heavily on the quality of
what you provide.

Guarantee accuracy. The model will cite statistics that don't exist, reference studies that were never
published, and present plausible-sounding facts that are entirely fabricated. This is not a bug that will
be fixed — it is a fundamental characteristic of how these systems work. Anything you plan to use
professionally must be verified independently.

Handle confidential information safely. What you type into a language model may be processed,
stored, or used for training depending on the platform and your settings. Before entering client data,
financial information, personal details, or anything covered by confidentiality obligations, understand
the platform's data policy. When in doubt, don't.

Replace expertise you don't have. A model can help you draft a contract, but it cannot practise law.
It can suggest a financial analysis framework, but it cannot provide financial advice. It can describe
medical symptoms, but it cannot diagnose. In professional contexts, the model is a tool for people
who already have the expertise to evaluate its output — not a substitute for that expertise.

How to Start

If you haven't used a frontier model before, or have only experimented casually, here is a practical
sequence for getting started in a way that builds genuine understanding rather than just familiarity.

Step 1: Choose a Platform
You need access to one of the major models. The current options:

* Claude (Anthropic) — available at claude.ai. Free tier available. Paid tier (Claude Pro)
provides access to the most capable models and higher usage limits.
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* ChatGPT (OpenAl) — available at chat.openai.com. Free tier available. Paid tier (ChatGPT
Plus) provides access to the most capable models.

» Gemini (Google) — available at gemini.google.com. Free tier available. Integrated with
Google Workspace for business users.

These are not the only options, but they are the most capable and widely used. For professional work,
any of them is a reasonable starting point. You do not need to try all three — pick one and learn it

properly before exploring alternatives.

A note on cost: The free tiers of all major platforms are sufficient for learning and light professional
use. The paid tiers (typically £15-20 per month) provide access to more capable models and higher
usage limits. Whether the upgrade is worthwhile depends on how much you use the tool and whether
the additional capability matters for your work. There is no urgency to pay — start free.

Step 2: Start With Something Real

The most common mistake when first using a language model is to test it with trivia questions or
party tricks. This tells you very little about its professional utility.

Instead, bring something real from your work — something you have enough expertise to evaluate:
* A report you need to draft. Give the model the brief and your notes, and ask it to produce a first
draft.
* A document you need to summarise. Paste it in and ask for a summary at a specific length.
* A decision you're working through. Describe the situation and ask for an analysis of the options.

» An email you're struggling to phrase. Describe what you need to communicate and the
relationship context, and ask for a draft.

Use something where you'll know immediately whether the output is good, mediocre, or wrong. That
evaluation — the gap between what you asked for and what you got — is where the real learning
happens.

Step 3: Learn What Context Does

Try the same request twice. The first time, give minimal context — just the task. The second time,
include: who the audience is, what the purpose is, what tone you need, what constraints apply, and
any relevant background.

The difference in output quality will be significant. It demonstrates the most important principle of
working with these tools: the model doesn't know what you know. Everything relevant must be
stated.

This is not a failure of the technology. It's a feature of how it works, and the professionals who use
these tools most effectively are those who've learned to provide context instinctively.



You & Al youandai.help

Step 4: Test the Boundaries
Deliberately push the model into territory where it's likely to fail:

* Ask it about something very recent. (Its training data has a cutoff date.)
* Ask it for specific statistics or citations. (Verify every one.)
* Ask it about a niche area of your professional expertise. (See where its knowledge is thin.)

* Ask it to make a judgement call that depends on your specific organisational context. (Watch it

produce a plausible but generic answer.)

This isn't to prove the tools are useless. It's to calibrate your trust. The professionals who use Al well
are not the ones who trust it most — they're the ones who've learned precisely where to trust it and
where not to.

Step 5: Build a Working Pattern

Once you've experimented enough to understand the capabilities and limits, identify two or three
recurring tasks in your work where the model genuinely helps. Not the most important tasks — the

ones where the time saving is clear and the quality checking is manageable.
Common starting points that work across most professional contexts:

* First drafts of routine documents. Reports, meeting summaries, internal communications.
You provide the content and context; the model provides the structure and prose. You edit the
output. Total time saving: often 40-60% on these specific tasks.

* Research synthesis. Gathering and organising information on a topic before you apply your
own analysis. The model gathers; you judge.

* Editing and refinement. Paste your own writing and ask for specific improvements — tighter
language, clearer structure, appropriate tone for a specific audience.

Build these into your regular workflow. Use them consistently for a fortnight. Then assess honestly:
has this saved time? Has the quality been acceptable? Has the checking process been manageable?
The answer to all three should be yes before you expand further.
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Working Effectively

Once you're past the initial orientation, these principles will serve you across any platform and any
professional context.

Be Specific About What You Want

"Write me an email" produces generic output. "Write a 200-word email to a client who has expressed
concern about our project timeline. The tone should be reassuring but honest — we are behind
schedule by two weeks, but we have a plan to recover. The client is senior, values directness, and will
be reading this on a mobile phone" produces something you can actually use.

The more specific your request, the less editing you'll need to do. Time invested in a clear brief is

time saved on revision.

Iterate Rather Than Start Over

The first output is rarely final. That's fine — it's not meant to be. Treat the model as a collaborator:
"This is good but the tone is too formal for this audience." "The structure works but section three
needs more detail." "Cut this by half and make the key message clearer."

Iterative refinement usually produces better results than trying to get the perfect output in a single

request.

Maintain Your Professional Standards

The model doesn't know your quality standards. It will produce work that is competent but generic
unless you impose your own standards on the output. Everything the model produces should go
through the same quality check you'd apply to a junior colleague's work: is this accurate? Is it
appropriate for the audience? Does it reflect our professional standards? Would I put my name to
this?

If the answer to any of those is no, fix it or redo it. "The AI wrote it" is not a professional defence.

Protect Confidentiality
Before entering any information into a language model:

* Check your organisation's policy on Al tool usage (if one exists)
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* Consider whether the information is covered by client confidentiality, data protection
regulations, or professional obligations

* Review the platform's data handling policy — how is your input processed, stored, and used?

* When working with sensitive information, use the platform's privacy settings or consider an
enterprise deployment with contractual data protections

A useful rule: don't put anything into a language model that you wouldn't include in an email to a
trusted colleague. If it requires more protection than that, it requires a more controlled environment
than a consumer Al platform.

Evaluating Output

This is the skill that separates effective use from risky use. Every piece of output from a language
model needs some level of evaluation before you act on it or pass it along.

For factual claims: Verify independently. If the model cites a statistic, find the source. If it
references a regulation, check the text. If it describes a process, confirm it matches reality. This is
non-negotiable for professional use.

For analysis: Assess whether the model has considered the factors that matter in your specific
context. Its analysis will be generic unless you've provided detailed context — and even then, it may
miss the political, relational, or cultural dimensions that you understand from experience.

For written content: Read it as if a competent but uninformed colleague wrote it. The language will
be fluent. The structure will be sound. But the specifics — the details that make a document
genuinely useful rather than merely adequate — will often need your attention.

For anything critical: Have a human colleague review it too. For important documents, high-stakes
communications, or anything with legal or financial implications, Al-generated content should go
through the same review process as any other professional work.

Where This Connects

If you've come to this guide through the career pathway, the Working Picture framework has helped
you understand which parts of your work are most and least exposed to automation. The skills at
youandai.help — particularly the Expertise Excavation tools — help you surface and articulate the
professional knowledge that sits in the lower-exposure categories. This orientation guide gives you
the practical capability to work with the tools that are changing the higher-exposure categories. They
work together: understanding where you stand, making your expertise visible, and being able to use
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the tools effectively.

If you've come through the business pathway, the Business Reality Audit has helped you see where
Al might genuinely help your firm. This guide gives you enough hands-on understanding to evaluate
tools, brief your team, and make informed decisions about adoption — without depending on a
vendor's demonstration or a consultant's recommendation.

If you've come through the tools pathway directly — you just want to learn how to use these things —
this guide is your starting point. The Working Picture and the Guidance Crisis report are there when
you're ready for the bigger questions.

What to Ignore

A brief note on the noise.

Prompt engineering courses. The idea that there's a specialised skill called "prompt engineering"
that requires formal training is overstated. What's actually needed is clear communication — telling
the model what you need, providing context, and iterating. If you can write a decent brief for a
colleague, you can work with a language model.

Al certifications. Most certifications in this space are vendor marketing — they signal familiarity
with a specific product, not professional capability. Your time is better spent developing genuine
working proficiency through actual use.

"You must learn to code." For most professionals, learning to code is not the right response to Al
disruption. Learning to work effectively with Al tools — which requires communication skills,
professional judgement, and domain expertise, not programming — is. Don't let the technology
industry's values dictate your development priorities.

The latest model release. The Al companies release new models frequently. Each release generates
headlines. Most releases are incremental improvements that don't change what you should be doing.
Pay attention to the broad direction of capability, not the weekly announcements.

Getting Started Today

You don't need permission, a budget, or a strategy. You need thirty minutes and a real work task.

1. Open one of the platforms listed above (the free tier is sufficient)
2. Bring a document you need to write, summarise, edit, or think through

3. Describe what you need, including who it's for and why
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4. Evaluate the output against your own professional standards
5. Iterate until you have something useful, or decide the tool isn't helpful for this particular task
6. Note what worked, what didn't, and what you'd do differently next time

That's the entire starting process. Everything else — the broader questions about your career, your

business, the landscape — is available at youandai.help when you're ready for it.

This guide is a free resource from You & Al (youandai.help). It will be updated as the tools and

landscape evolve.

For the bigger questions — where your career stands, what Al means for your business, and why
the help currently on offer isn't good enough — start with the Guidance Crisis report or the
books.



