You’ve asked for a worksheet template to help readers map their AI exposure—a practical tool they can use to identify which tasks in their role are most likely to be impacted by AI, and how to start redesigning their workflows. Here’s a clear, easy-to-use worksheet you can offer as a downloadable PDF, Word document, or as an interactive web form.

Worksheet: Mapping Your AI Exposure and Job Efficiency Improvement Elements
Purpose:
This worksheet will help you identify which parts of your job are most exposed to AI automation or augmentation, and guide you in redesigning your role to work alongside AI.

Step 1: List Your Top 10 Recurring Tasks
Instructions: List the tasks you perform most often. Circle those that are routine, text-heavy, or rules-based.
	Task Number
	Task Description
	Routine? (Y/N)
	Text-Heavy? (Y/N)
	Rules-Based? (Y/N)
	Circle if “Yes” to 2+
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	6
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Example:
1. Responding to routine emails - Routine: Yes, Text-Heavy: Yes, Rules-Based: Yes 
2. Entering data into CRM - Routine: Yes, Text-Heavy: No, Rules-Based: Yes 
3. Client calls - Routine: No, Text-Heavy: No, Rules-Based: No 
4. Writing monthly reports - Routine: Yes, Text-Heavy: Yes, Rules-Based: Yes 
5. Scheduling meetings - Routine: Yes, Text-Heavy: No, Rules-Based: Yes 
6. Preparing presentations - Routine: No, Text-Heavy: Yes, Rules-Based: No 
7. Team check-ins - Routine: No, Text-Heavy: No, Rules-Based: No 
8. Updating project plans - Routine: Yes, Text-Heavy: No, Rules-Based: Yes 
9. Reviewing documents - Routine: No, Text-Heavy: Yes, Rules-Based: No 
10. Compiling performance metrics - Routine: Yes, Text-Heavy: Yes, Rules-Based: Yes

Step 2: For Each Circled Task, Assess AI’s Potential Role
Instructions: For each circled task, assess whether AI can assist and what parts require human judgement.
	Task Description
	Can AI Draft/Assist? (Y/N)
	What Needs Human Judgement/Compliance/Trust?
	Notes/Ideas for “Copilot” Workflow

	
	
	
	

	
	
	
	

	
	
	
	



Example: 
· Task: Responding to routine emails 
· Can AI Assist?: Yes 
· Human Judgement Needed: Tone, personalisation 
· Copilot Workflow: AI drafts -> You review -> You send 
· Task: Entering data into CRM 
· Can AI Assist?: Yes 
· Human Judgement Needed: Data validation 
· Copilot Workflow: AI extracts -> You verify -> You input 
· Task: Writing monthly reports 
· Can AI Assist?: Yes 
· Human Judgement Needed: Analysis, conclusions 
· Copilot Workflow: AI summarises -> You interpret -> You finalise


Step 3: Design Your “Copilot” Workflow
For each task where AI can assist, outline a simple workflow:
Example:
· Task: Drafting standard emails
Workflow: AI drafts email → I review and personalise → I send
	Task Description
	AI’s Role (Draft, Analyse, Summarise, etc.)
	My Role (Review, Decide, Approve, etc.)
	Final Step (Send, Publish, etc.)

	
	
	
	

	
	
	
	

	
	
	
	



Step 4: Reflection
· Which tasks could you automate or accelerate with AI right now?
· Where is your judgement, creativity, or client trust still essential?
· What new skills or habits do you need to develop to work effectively with AI?

Step 5: Next Actions
· Choose one task to rebuild with AI this week.
· Track time saved, errors reduced, or quality improved.
· Keep a “before/after” record for your CV or portfolio.

Tip:
Repeat this exercise every few months as AI tools evolve and your role changes.


