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AI is already known in libraries.
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Introduction

However, Awareness Does Not Equal Usage:

Many library staff are familiar with AI tools like 

ChatGPT, Gemini, Grammarly, Canva, Gamma, 

among others.

But familiarity does not mean usage.
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Samuel, before this training had only heard about the AI 

tools we explored, especially ChatGPT, but had not 

applied them in his work.

He is responsible for report writing, user support, 

collection development, staff supervision, programme 

planning, and advising management on library services.

Given the demands of his role, during the training he 

explored how ChatGPT could help him draft reports and 

memos in the shortest possible time while maintaining a 

consistent template for subsequent reports.

Real-Life Experience

Samuel – Acting Head of Adult Services
Central Regional Library, Cape Coast
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Abigail, came into the session with the idea that AI was 

just one single tool. She did not know there are actually 

different tools serving different purposes under AI. 

During the session she discovered it is a wide set of tools 

with different uses, especially relevant to her daily work 

at the circulation desk. 

Real-Life Experience

Abigail – National Service Personnel
Cape Coast Library  



A Practical Scenario 
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1
Time-consuming 
manual tasks:
Reports, notices, 
and other library 
tasks took hours to 
complete.

2Repetitive writing 
and reporting:
Same types of 
documents created 
from scratch every 
time.

3Limited digital 
confidence:
Some staff felt 
unsure about trying 
new digital tools.

4No structured AI 
use:
AI was not part of 
any daily workflow 
or process.
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The Situation Before Training
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Tools Used

ChatGPT:

AI assistant for generating, refining, and improving written content.

Commonly used for drafting reports, summarizing information, answering questions, and 
supporting everyday work tasks. It operates on a freemium model.

Grammarly: It also follows a freemium model

Writing assistant used to improve grammar, clarity, tone, and readability. Commonly used to refine 
drafts, correct errors, and ensure professional-quality writing before final submission.

Canva: Free and Paid 

Design platform used to create visual content such as posters, flyers, presentations, and social 
media graphics. It also operates on a freemium structure.

Gamma: Free and paid

Utilize digital tools and resources to enhance their innovative projects.



Focus on Real Tasks

Training was built around actual library 
work, not abstract concepts.

Hands-on Practice

Staff used tools during training instead of just 
listening to the presentation.

Simple Repeatable Steps

Every workflow had clear steps anyone 
could follow. 

What we did differently
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Report Writing

Draft using AI, Edit manually & Final review

Communication

Create draft message, Simplify language & 
Personalize for users

Content Creation

Generate idea, Design content & Reuse templates

01

02

03

Three (3) Practical AI Workflows
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1

Faster task completion

Staff spend less time on writing 
(Reports, notices, contents) and 
more time on service.

2

Higher staff confidence 

Staff who were hesitant about 
digital tools now use AI with 
confidence. The training changed 
their mindset.

Results and Impact

3

Improved writing quality

Documents are clearer, better 
structured, and more 
professional. AI helps staff 
express ideas more effectively.
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1

Keep practicing

Theory does not change 
behavior. Staff learn by doing 
real tasks, not by listening to 
explanations.

2

Focus on daily tasks 

Choose tasks staff do every day. 
If AI helps with daily work, 
adoption happens naturally.

Key Lessons Learned

3

Avoid introducing too 
many tools at once

Start with one or two tools. 
Too many tools create confusion.
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Pictures
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