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Background to the project

This rapid proof-of-concept set out to test whether equipping
jobseekers with essential digital and Al skills could boost digital
confidence, capability, and job-readiness, and ultimately improve
an individual’s chances of getting a job. The project was delivered in
partnership by FutureDotNow, Cosmic and Accenture, and funded
by the Digital Inclusion Innovation Fund.

Working directly with Restart Scheme participants in the South-West, Cosmic led programme delivery, building a
curriculum to equip them with the 25 practical work tasks in the Al-embedded Essential Digital Skills Framework
through tutor-led workshops, 1:1 coaching, supported practice and City & Guilds-endorsed digital badges.

This model strengthened existing provision rather than creating new systems — a critical design choice allowing for
scale replication of the model. Accenture also engaged with more than 25 employers to gather views on expectations
of new recruits, critical skills gaps and how the workplace is changing.
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Embedding essential digital and Al skills into employability programmes
and helping jobseekers build these skills almost doubles their chances
of getting a job and creates a mindset shift for participants.

This proof-of-concept shows that making precise, targeted changes to existing provision can unlock transformative
outcomes for jobseekers, employers and the state, while supporting government priorities around workforce participation,
regional productivity, Al readiness, digital inclusion and labour-market resilience.

Only a third of jobseekers are able to do all the digital basics

Nearly all job roles, including at entry level, require basic digital capability and confidence. Yet today, less than half the UK
labour force (45%) can do all the digital tasks industry and government agree are essential for work’.

The gap is even more pronounced among jobseekers. Only a third (33%) are able to do all the essential digital skills for work.
In other words, two thirds of adults seeking work are lacking the fundamental digital skills needed to secure and sustain work'.

Compounding this, many employers assume workers and would-be workers already have all these skills, and, as this project
revealed, most are not actively training their workforce in these skills, nor assessing for them in recruitment.

This rapid proof-of-concept set out to test whether equipping jobseekers with essential digital and Al skills could boost digital
confidence, capability, and job-readiness, and ultimately improve an individual’s chances of getting a job.

Upskilling jobseekers delivered striking results

Digital and Al skills led to better employment outcomes

Jobseekers were twice as likely to enter employment when equipped with the essential digital and Al skills than those on the
standard Restart? Scheme. Over a quarter (26%) secured work within four months (14% on standard Restart Scheme®).

They also secured work quicker.

Digital and Al skills created work-ready jobseekers
Acquiring essential digital and Al skills delivered a mindset shift in jobseekers, specifically their new technical capability led to
new confidence and motivation enabling them to re-engage with work on fundamentally new terms.

Most increased their ability to complete digital tasks independently and reported stronger confidence using unfamiliar
technologies. They had improved understanding of how digital skills support employment, and newfound willingness to
experiment with new technologies, along with enthusiasm to apply their Al skills to real life tasks.

Employers assume people have the digital basics

Employer engagement showed that many employers assume workers / would-be workers already have all the digital basics.
Most organisations are not actively training their workforce in these skills nor assessing for them in recruitment.
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The participant journey

Starting point » Work-ready jobseeker
Internally: Internally:
& Low capability 4 Increased capability
& Low confidence 4 Increased confidence
& Low motivation 4 Increased motivation

How this shows up: How this shows up:
@ Digitally dependent + Digitally independent
@ Avoidance + Experimentation
@ Exclusion risk v Labour market participation
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A replicable model for digitally upskilling jobseekers

The project delivered significant learning and impact at pace and has delivered a highly replicable model that can be
embedded into the current design of Government’s Restart Scheme and other employability programmes, as well as the
next iteration of the Restart Scheme.

It was a conscious choice to develop and test a model that embedded digital and Al upskilling into the existing employability
programme, strengthening existing provision rather than creating new. A key success factor was partnering with a specialist
digital skills training provider, Cosmic, who already had operational insight of the current Restart Scheme and the ability to
rapidly enhance the curriculum to embed learning on core digital and Al skills.

There were four key enhancements to the content delivered to jobseekers:

1. A curriculum was built around the Al-embedded Essential Digital Skills framework to provide specificity on the skills
needed. This meant the programme provided common language for learners, providers and employers on the digital
skills baseline.

2. The training offered was tutor-led, not just self-guided. Reassurance and step by step guidance is crucial for learners
with low starting confidence and motivation.

3. Al was used to spark curiosity. Surprisingly, Al proved to be a new ‘hook’ for learners that ignited curiosity and
engagement, with many participants expressing interest in applying their new digital skills to real life tasks.

4.We recognised progress through digital badging. Learners who reached defined levels of proficiency were awarded digital
competence badges, developed by City & Guilds. This proved motivating for participants who might not usually see
themselves as successful in education.
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A replicable model for upskilling jobseekers

Enhance existing Partner with a specialist
employability programmes digital skills training provider

Use the Al-embedded
Essential Digital
Skills Framework to
provide specificity
on the skills needed
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Key recommendation:
Embed essential digital and Al skills into every employability programme

Offer tutor-led Use Al to Recognise progress
training, not just spark curiosity with digital badges
self-guided

Embedding essential digital skills training into existing employability programmes can dramatically improve the success rate
of these programmes. Jobseekers in this pilot were twice as likely to get a job post-programme than their peers, and they
also secured roles more quickly compared to national averages.

At a time when the world of work is transforming, unemploment is on the rise and the UK faces a NEET crisis (more than 1in
8 young people are not in education, employment or training), this is powerful insight for policy makers and business leaders
on the criticality and value of helping people of working age build the essential digital and Al skills.

For the DWP’s Restart Scheme, this proof-of-concept provides credible evidence that short, practical, digital and Al training
focused on the skills in the Al-embedded Essential Digital Skills Framework can remove a critical barrier to employment for
programme participants. It also begins to create a blueprint for replication across other Restart Scheme and employability
programmes nationwide.

By improving digital independence, confidence and readiness for modern workplaces, this approach supports stronger
progression outcomes and reduces the risk of digital exclusion undermining job entry and sustained employment.




Gi\‘t has demonstrated
lly that digital and Al skills

move people from dependence

to independence, avoidance to
experimentation, and exclusion risk to
a job outcome.

It’s a blueprint to make future

employability programmes rel
for the modern workforce.

Julie Hawker MBE

Chief Executive i
Cosmic cosmic




Why digital and Al skills matter

If you live in a place where you don’t speak the language, simple daily
tasks become impossible because you can’t communicate with

others. You can’t access the information you need, simple things feel
out of reach, and you can feel excluded. For many, digital is still a new
language that they can’t speak.

Only a third of jobseekers are able to do all the digital basics

For jobseekers, the essential digital skills gap is especially acute — with 67% lacking some of the 20 tasks and 14% lacking

them all'.

This rapid proof-of-concept project has shown that when jobseekers are equipped with the ‘language’ of digital, it delivers a
new sense of belonging. Building the essential digital and Al skills opens up the digital world for them. And Al is sparking new

curiosity and motivation.

It’s this magic combination of digital capability, confidence and new motives that is having a disproportionately positive

impact on employment outcomes.

67

of work-age
adults notin
work cannot
complete

all 20 digital

work tasks

14*

can complete
0 tasks

12 33*

can complete can complete all20
1-9 tasks digital work tasks

25%

can complete
17-19 tasks

~
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The digital upskilling programme

Over a 12-week period, 37 Restart Scheme participants in
South-West England were supported to build the 25 work tasks
in the Al-embedded Essential Digital Skills Framework.

Digital skills training specialists Cosmic led the design and delivery of an enhanced Restart Scheme. A new curriculum was
built, embedding the digital tasks in the framework into the existing Restart Scheme, and participants received tutor-led
workshops and 1:1 coaching on the essential digital skills. Al was a brand-new addition to the programme, and sparked
curiosity and motivation in participants.

Learners who reached defined levels of proficiency were awarded digital competence badges specially developed in
partnership with City & Guilds. This proved particularly motivating for participants.

Over this period, our partners at Accenture also engaged with more than 25 employers to gather views on expectations of
new recruits, critical skills gaps and how the workplace is changing. This insight has shaped recommendations on how to
better support participants to become work-ready.
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A replicable model for upskilling jobseekers

Enhance existing Partner with a specialist
employability programmes digital skills training provider
There’s no need to create a new programme. Ideally one who has operational insight of the
Instead, embed these enhancements into existing current employability programme and the ability

employability programmes - for example, the to enhance the curriculum to embed learning on
DWP-funded Restart Scheme. core digital and Al skills.
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Offer tutor-led training, Use Al to Recognise progress
not just self-guided spark curiosity with digital badges

Use the framework
to provide specificity
on the skills needed

The Al-embedded Reassurance and step Alis anew hook Award digital badges
Essential Digital Skills by step guidance is for learners that to learners who
framework is sector crucial for learners with ignites curiosity and reach defined levels
agnostic and creates low starting confidence engagement, with many of proficiency. This
acommon language and motivation participants expressing proved motivating
for learners, providers interest in applying for participants who
and employers their new digital skills might not usually
in work contexts. see themselves as
successful in education
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The journey to work-ready jobseeker

Participants had very different starting points, but most had little or no understanding of artificial intelligence. Three clear
learning journeys emerged:

- Rapid confidence builders: Around half of participants quickly moved from needing regular support to completing
digital tasks independently, including experimenting with Al tools to support jobrelated activities.

Gradual improvers: Many learners showed steady improvement, building confidence and capability while still
occasionally needing reassurance or guidance.

Stable users: Some participants entered with moderate skills and maintained capability levels while significantly
increasing confidence and workplace application.




Being helped to learn the 25 digital and Al tasks in the Al-embedded
Essential Digital Skills Framework created a transformational change
in our jobseekers.

A material mindset shift

Participants had a material mindset shift from their starting point, where many reported having low confidence in their ability
to learn new technologies, a fear of ‘getting it wrong’ and avoidance of digital jobs. Alongside a significant uplift in ability to
complete digital tasks independently, participants reported a newfound willingness to experiment with new technologies,
enthusiasm to apply their Al skills to real life tasks, and a greater understanding of how digital skills connect to employment.

They experienced three immediate shifts:

1. Capability

Participants stepped up almost a full level in digital proficiency. Half moved from needing help to complete digital work tasks
to working independently. Key areas of improvement included digital administration, online forms, workplace communication
tools and finding information online to solve problems.

2.Confidence
Many reported newfound confidence applying digital skills in their job search and workplace scenarios, and also
experimenting with new tools.

3.Motivation
Improved digital confidence and capability unlocked a new willingness to re-engage with work, including considering roles

previously avoided due to fear of digital tasks.

Recent FutureDotNow research also shows that when equipped with essential digital skills, people unlock significant
economic* and social benefits®. Over time, our participants are likely to see wider benefits, which could include increased
earnings because they secure new/better paid roles, as well as a shift in social value as their new skills drive benefits for
them and those around them.

/
Participant journeys

Building essential digital and Al skills helped participants move from a starting point of low capability, confidence and
motivation to become work-ready jobseekers, who are digitally independent and willing to give new technologies a go.

Three clear learning Work-ready jobseeker

journeys have emerged

Starting point

Internally: Internally:

& Low capability 4 Increased capability

& Low confidence 4 Increased confidence

—r Rapid confidence

& Low motivation

How this shows up:
@ Digitally dependent
@ Avoidance

@ Exclusion risk

builder

Gradual improver
5°Z Stable users

4 Increased motivation

How this shows up:
+ Digitally independent
" Experimentation

+ Labour market
participation




We've demonstrated that employers
assume candidates have essential
digital and Al skills. But jobseekers lack
confidence in these very skills. Closing
that gap demands a response that is
sustained, systematic and at scale.

Judith Jackson-Merrick
Managing Director
Accenture



Employer digital expectations are changing

For employment success, jobseekers need to be matched with a

suitable job.

Through this project we worked with employers to understand

how their expectations of workers and their digital capabilities are
changing. Through engagement with over 25 organisations we gained
new insights into what employers are looking for.

Basic digital capability now a prerequisite

Employers consistently described basic digital capability
as their minimum expectation for entry-level roles across
all sectors.

This might be assumed for desk-based jobs, but it now
extends much further.

Operational and frontline workers are routinely expected
to use every day digital tools and services such as email,
messaging apps and mobile devices. Employers also
emphasised the importance of safe and responsible

use of digital tools, including data protection and secure
information handling.

Despite this need for employees to be digitally savvy, very
few employers reported that they assessed for essential
digital skills in their recruitment process. Some are starting
to embed essential digital skills into recruitment, however,
most assessed digital capability infrequently despite
increasing digitalisation.

Many employers lacked clarity on the specific digital skills
required for each role, relying instead on proxy indicators
such as experience or qualifications.

Employers said they increasingly judged candidates on
whether they can complete real, job-specific digital tasks,
not just whether they are familiar with generic software.
In rapidly evolving sectors like care, roles now require
confidence using tools such as digital patient records and
mobile workflows.

Some employers felt that digital attainment badges offer
a clear, verifiable signal of capability, provided they are
recognised, evidence-based and aligned to a common
framework. This is in addition to the value badges bring to
learners by marking their progression.

Work-ready means digitally confident

Building foundational Al awareness and
“learning-to-learn” behaviours is vital for all workers
today. Employers anticipated that that Al is likely to
reshape work significantly in the near future (1-3 years).
As aresult, for them, being ‘work-ready’ means being
able to use and adapt to a changing suit of digital tools,
making jobseekers’ confidence to try new tools ever more
important.

While 90% of employers expected Al capability to grow
inimportance over the next 1-3 years, few currently
required Al skills for entry-level roles or assessed them

in recruitment. Instead, they prioritise behaviours such
as openness to learning, adaptability and safe use of
Al-enabled tools. Employer concerns around ethics, data
protection and risk were commonly heard, especially in
sectors handling sensitive information.
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Digital capability is now a baseline
expectation for entry-level roles,
not an added advantage. Evenin
operational and front-line roles,
staff are expected to use digital
skills confidently from day one.

Cosmic digital trainer




Recent FutureDotNow research has shown
how essential digital skills unlock significant
economic* and social value®, and this proof-of-
concept has now uncovered the human side of
the story.

It shows unequivocally how helping someone
build these skills is about much more

than just technical ability, it is creating a
transformational shift in people and how they
connect and thrive in today’s digital society.
Essential digital skills are vital for delivering on
the UK’s ambitions, both for jobseekers and the
wider workforce.

Holly Chate
Chief Operating Officer futu].’e
FutureDotNow +«NOW



The big policy takeaways

Essential digital and Al skills are gateway skills. They unlock capability,
confidence and motivation. As this proof-of-concept has shown,
when embedded into employability programmes, they positively

and disproportionately impact the likelihood of securing a role and
candidate readiness for a rapidly changing labour market.

Whilst modest in scale, this proof-of-concept shows that making precise, targeted changes to existing provision can unlock
transformative outcomes for jobseekers, employers and the state, while supporting government priorities around workforce
participation, regional productivity, Al readiness, digital inclusion and labour-market resilience.

What this means for employment programmes

The stark reality is that currently over two thirds of jobseekers' aren’t
able to do all the tasks in the Essential Digital Skills Framework.
Without basic digital and Al skills they are likely to continue to
struggle to be successful in today’s workplace.

As this proof-of-concept work has shown, embedding essential
digital skills training into existing employability programmes can
dramatically improve the success rate of these programmes.
Jobseekers in this pilot were twice as likely to get a job post-
programme than their peers, and they also secured roles more
quickly compared to national averages.

At a time when the world of work is transforming, and the UK faces
a NEET crisis, this is powerful insight for policy makers and business
leaders on the criticality and value of helping people of working age
build these skills. Al is also sparking new curiosity and motivation
among jobseekers that can be tapped into.

For the DWP’s Restart Scheme, this pilot provides credible evidence
that short, practical, digital and Al training can remove a critical
barrier to employment for programme participants.

By improving digital independence, confidence and readiness for
modern workplaces, this approach supports stronger progression
outcomes and reduces the risk of digital exclusion undermining job
entry and sustained employment.




How to scale this success

Whilst this has been a relatively small-scale proof-of-concept, it
was designed with scale in mind. We would welcome discussions on
expansion.

Many of the factors that made it a success are what make
it possible to replicate broadly. Specifically:

1. Use of the Al-embedded Essential Digital Skills
Framework to bring skills specificity. Now under
the stewardship of DSIT, the Essential Digital Skills
Framework sets out the minimum digital skill level for
working-age adults, providing specificity on what can
be an ambiguous topic. The Al-Embedded framework,
developed by FutureDotNow in 2025, funded by DSIT,
builds on this to sets out the 25 essential digital and Al
tasks every worker needs to be able to complete.

For more information on the framework see pages
18 & 19 in the appendix.

2.Embedding essential digital skills training into
existing employability programmes. This is not
about creating whole new programmes of work. It’s
about supplementing existing activity with targeted
and structured digital upskilling.

3.Bringing in specialist digital training expertise to
develop and deliver content. Thanks to Cosmic’s
deep expertise in digital skill building and their position
as long-term delivery partner to the Restart Scheme,
we were able to mobilise quickly, making informed and
targeted enhancements to the training curriculum to
cover all 25 tasks in the Al-embedded Essential Digital
Skills Framework and then delivering it at pace to
Restart Scheme participants.

This proof-of-concept begins to create a blueprint for
replication across other Restart Scheme and employability
programmes nationwide.

In the summer of 2026, FutureDotNow will publish a toolkit Having a recognised framework
.on the spemflc‘s of the programme desgn to (.enablle ‘ helps us articulate what ‘good’
interested parties to learn from and replicate it. This ‘how N o .
to guide’ developed with Cosmic will include practical digital capability actually looks like
templates, diagnostics and commissioning guidance that for different roles.

can be adopted by those designing and commissioning
programmes. It will also include a framework developed
by Accenture to help build employer partnerships more
efficiently.

Employer, Construction & infrastructure




Recommendations

The recommendations below are tailored for stakeholders typically
involved in the commissioning and delivery of employability
programmes. They identify changes that unlock key benefits.

Audience Recommendations

Policy Makers

- Adopt the current Essential Digital Skills Framework as minimum digital skill level for

every working-age adult.

- Update the current framework with the Al-tasks in the Al-embedded Essential Digital

Skills Framework as published by FutureDotNow in 2025.

- Use every opportunity to seed essential digital skills into employability and workforce

development programmes.

Local and
Regional
Authorities

- Ensure that all Local Skills Improvement Plans (and other strategic skills development

plans) include action to build the core digital and Al capability and confidence of
working-age adults, both those in work and those seeking work.

- Adopt the Essential Digital Skills Framework as the minimum digital skill level for every

working-age adult.

Employability
Programme
Commissioners

- Require employability programmes to build essential digital and Al skills

- Adopt and champion use of the Essential Digital Skills Framework to drive consistency

and common language.

Employability
Programme
delivery
organisations

- Make essential digital and Al skills a core component of every employability programme.

Adopt and champion the use of the Essential Digital Skills Framework to drive
consistency and common language.

- Expand initial screening at referral stage to include a review of participants’ essential

digital and Al skills

- Build employer engagement into the programme design early to ensure both current

and emerging labour market demands are captured. Actively promote the Essential
Digital Skills Framework with employers to drive consistency and common language.

- Encourage training delivery partners to make use of the toolkit (due to published

summer 2026).

Digital skills
training
organisations

- Update training curriculum to align with the Essential Digital Skills Framework.

- Align digital and Al training explicitly to real job tasks, reflecting sector-specific

requirements rather than generic digital capability.

- Use employer-led examples and scenarios within delivery to illustrate what “job-ready”

digital capability looks like in practice.

- Award digital badges as a clear, consistent and recognisable signal of digital capability

for employers and individuals.

- Support participants to evidence digital capability by:

- Ensuring learners understand what digital badges represent

- Preparing them to demonstrate skills using evidence-based examples in
recruitment settings




Appendices

Programme Overview

The programme combined essential digital skills with a structured introduction to responsible, practical use of Al tools.
Core components of the programme

1. Digital curriculum. We built a structured curriculum aligned with the nationally benchmarked and refreshed Essential
Digital Skills framework including the five new Al-focused tasks designed specifically to build job-readiness and digital
confidence among out-of-work adults. This was designed to give trainers and participants a clearer, more measurable
pathway than the pre-recorded, non-personalised or otherwise generic digital support typically available.

2. Embedded the curriculum in the Restart Scheme in the South-West. Cosmic’s digital skills trainers were supported
with guidance, tools, and assessment frameworks so they could consistently embed the essential digital skills into
assessments, action planning, job-search support and personalised employment pathways.

3. 12-week Digital and Al Upskilling Programme. Training was delivered to jobseekers across the South-West including
Cornwall (Truro, Bodmin, St Austell and Launceston), Devon (Plymouth, Exeter, Torbay, Bristol) Somerset (Bridgwater), North
Somerset (Weston-Super-Mare), Wiltshire (Swindon, Trowbridge and Salisbury).

4. Digital Badging and Accreditation. We worked with City & Guilds to develop and integrate attainment badges aligned
to the new digital curriculum. Badges were mapped to the five skill areas in the Essential Digital Skills Framework providing
participants with recognisable micro-credentials that boost employer confidence and employability opportunities. Training
was delivered to assess and evidence capabilities and issue badges consistently to participants who demonstrate skill and
capability.
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Essential Digital Skills context

There’s a fundamental digital skills gap in the UK workforce hidden in plain sight

Less than half the c.2 million people

UK labour force cannot complete any of the essential
cando all the digital digital tasks for work’
tasks industry and
government agree are
essential for work'
1in 8 young people
(ages 16- 24) are not in education,
employment or training (NEET)*

Only a third of

jobseekers

are able to do all the 1in 2 young people

digital basics’ (aged 18-24) cannot complete the
essential digital task for work’

These are not advanced tech skills.

They include tasks like accessing an online payslip, using key tools like Google Docs and Microsoft Teams to be
more productive and collaborate with colleagues, and some of the basics of online security.

It’s a skills gap that cuts across all sectors, regions, and demographics.

Closing this workforce essential digital skills gap would drive inclusive growth.

m The UK economy would see an annual boost of more than £23 billion p.a.s

‘“‘ The income potential of the workforce would grow by over £10 billion p.a.5

m UK industry could see a profitability increase of £8.5 billion p.a.s

Digital skills are critical infrastructure for productivity, opportunity,
and national prosperity. Find out more about our work and get involved
at www.futuredotnow.uk/get-involved




Place heatmap

The Place heatmap shows the digital skills position by region and nation. Every part of the UK is experiencing the essential
digital skills gap — no region has more than half its working population with the full suite of essential digital skills for work.
The heatmap shows:

- The percentage of workers in each region or nation that can do all 20 Work tasks'

- The comparative data point from 20247

- Whether the trend is improving or worsening

The heatmap also indicates if a location has mobilised action i.e., they have a leadership team in place, as well as the number
of Charter signatories in each region.

Digital skills training specialist, Cosmic UK, has led activity in the South-West, working alongside local government. As of
the end of 2025, no other part of the UK has this type of active community focused on the essential digital skills of the
workforce.

Essential Digital Skills for Work: Place heatmap
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operates in England and Wales. This doesn’t prevent similar action in Scotland and Northern Ireland but it won’t be a prioritised.
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Al-embedded Essential Digital Skills Framework

The Al-embeddeded Essential Digital Skills Framework sets out the digital skills and tasks all workers need to be able to carry
out in an Al-driven world of work.

The wider Essential Digital Skills Framework also includes Skills for Life and the Foundation Skills that enable an individual to
access technology at the most basic level (e.g., turning on a device, using a mouse).

FutureDotNow, in partnership with the Department for Science, Innovation and Technology, conducted a review of the
Work element of the Essential Digital Skills Framework and made specific recommendations to ensure it reflects how Al,
automation, and emerging technologies are reshaping the world of work. These recommendations are reflected in the Al-

embedded Essential Digital Skills Framework.

For more information about the Framework and our work to ensure it keeps pace with evolving technology, visit

www.futuredotnow.uk/framework.

25 tasks for work

You can follow your organisation’s IT policies when
sharing information internally and externally (e.g.
classifying emails/documents, encrypting sensitive
information, sharing appropriate information on
social media, avoiding sharing sensitive data with
unauthorised generative Al tools).

You can securely access, synchronise and share
information at work across different devices (e.g.
manage email, calendar or appointment system via
different devices).

6. You can complete digital records on behalf of, or
within my organisation (e.g. absence management,
holidays, timesheets, expenses, tax returns)

7. You can access salary and tax information digitally
(e.g. password protected payslips, P60, P45)

8. You can complete online financial transactions
while understanding how Al systems support these
processes, and can identify potential risks such as
Al-generated scams or deceptive interfaces designed
to manipulate your purchasing decisions.

3. You can communicate in the workplace digitally
using messaging applications (e.g. Email, Microsoft
Teams, Zoom, Slack, internal Intranet, WhatsApp).

. You can use workplace digital tools to
appropriately create, share and collaborate with
colleagues (e.g. Microsoft Teams, OneDrive, G-Suite
including Gemini, Office 365 including Copilot,
WeTransfer, DropBox, WebEx, Slack, ChatGPT).

. You can set up and manage an accountona
professional online network/community/job site
(e.g. LinkedIn, Total Jobs, Indeed.

You can find information online and use
appropriate digital tools that help you solve
work-related problems (e.g. search engines, IT
helpdesk, Al assistants, software providers, peer
networks, authorised generative Al).

You can improve your skills and ability to do new
things at work using online tutorials, learning
platforms, Al-assisted tools and how-to guides
(e.g. LinkedIn Learning, YouTube, Al learning
assistants, internal learning platforms).




Problem solving (cont.)

You can use appropriate software that is required
of your day-to-day job (e.g. spreadsheets, online
booking systems, HR management, workflow

or sales management, Al-powered analytics,
automated scheduling, intelligent document
processing).

You canimprove your own and/or the
organisation’s productivity using digital tools and
appropriate Al solutions (e.g. project management
tools, collaboration platforms, Al-assisted task
automation, meeting transcription tools).

You can develop effective prompts for Al systems
to solve specific workplace problems while
understanding Al’s role as a complementary
resource rather than a replacement for human
judgement.

Staying safe, legal
and responsible online

You can act with caution online and understand
that there are risks and threats involved in
carrying out activities online, including when
using Al tools (e.g. use anti-virus software, classify
and share information securely, follow data handling
policies for Al systems, or avoid certain types of
websites such as piracy websites, unauthorised Al
services, deepfakes and Al powered scams).

You can follow data protection guidelines

online (e.g. following data storage and retention
guidelines, not sharing or using other people’s data
or media such as movies or music without their
consent, understanding consent for Al training
data, avoiding sharing copyrighted content with Al
systems).

You can recognise suspicious links and content,
whether human or Al-generated, and know that
clicking on these links or downloading unfamiliar
attachments is arisk (e.g. spam/phishing emails,
Al-enhanced scams, deceptive texts, pop ups).

You can be careful with what you share online

as you know that online activity produces a
permanent record that can be accessed by others,
and may be used to train Al systems or influence
algorithmic decisions about you (e.g. publicly shared
photos, forums, personal information or opinions,
understanding how shared content may be used by Al
systems).

Staying safe, legal
and responsible online (cont.)

. You can respond to requests for authentication for

online accounts (e.g. resetting your password when
you’ve forgotten it, two factor authentication, using a
remote access key or an authenticator app).

. You can identify secure websites (e.g. by looking for

the padlock and ‘https’ in the address bar.

. You can identify secure Wi-Fi networks to connect

to (e.g. Wi-Fi networks where a unique password is
required, trusted source or padlock next to Wi-Fi
network).

. You can update your device software/operating

systems when necessary to prevent viruses and other
risks (e.g. enabling automatic updates, or installing
when prompted to do so).

. You can set privacy and marketing settings for

websites and your accounts (e.g. managing social
media privacy settings, managing cookie settings,
updating contact preferences, opting out of Al-powered
personalisation where appropriate)

. You can understand the basic principles of Al,

including how it works, its limitations, and when it is
appropriate to use (e.g. understanding Al training, data
requirements, and evaluating when Al tools are suitable
for specific tasks).

. You can recognise the ethical implications of Al use

and its societal impact (e.g. understanding Al biases,
human oversight requirements, environmental impact
and potential effects on privacy, fairness, and human
rights).

. You can understand and manage Al risks in your job

(e.g. keeping up with new Al technology, understanding
how it affects data privacy, and following Al guidelines
for your industry).
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