Workflow Automation

Building repeatable, Al-assisted processes that save time and reduce manual effort. This pillar
focuses on identifying automation opportunities, designing workflows, and integrating Al into
existing processes.

Community average score: 65% — solid middle ground. Most users are past basic and
approaching intermediate. The gap is usually between "I use Al when | think of it" and "I've
designed how Al fits into my recurring work."

Why this pillar matters

Most people use Al in one-off conversations that vanish. They ask a question, get an answer,
maybe use it, and start from scratch next time. That's valuable but inefficient — like rewriting the
same email from scratch every week instead of using a template.

Workflow Automation is about making your Al usage systematic. Instead of ad-hoc prompts, you
build reusable templates. Instead of single queries, you chain steps into pipelines. Instead of doing
everything yourself, you design processes where Al handles the predictable parts and you handle
the judgment calls.

For generalists, this is where Al fluency becomes tangible. You're not just "good at prompting" —
you've identified the 3 tasks you do weekly that don't need your brain, and you've automated 2 of
them. The time you save goes to the work that actually requires you: empathy, judgment, strategy,
relationships.

What this looks like at each level

Basic — Reusable templates

You're learning to capture what works. Instead of typing a fresh prompt every time you summarize
meeting notes, you have a template with placeholders: paste in the notes, get a consistent
summary. The core skill: separating what stays the same from what changes.

What it feels like: You have a saved prompt template for at least one recurring task. You've
tested it with different inputs and refined it. You share it with a colleague and it works for them
without explanation.



Intermediate — Prompt chains

You've moved from single prompts to multi-step workflows. You decompose a task into stages
(research, draft, refine), give each stage a specialized Al role, and pass outputs between them. The
core skill: designing information flow between steps.

What it feels like: You produce a deliverable that went through a 3-step Al pipeline. You notice
where context gets lost between steps and design handoffs to preserve it. You document the chain
SO you can reuse it.

Advanced — Production workflows

You're designing end-to-end processes with quality gates, error handling, and documentation. You
map which steps are human vs. Al, define verification checkpoints, and create blueprints that
others can run. The core skill: building systems, not just using tools.

What it feels like: You've mapped a business process, identified which steps Al can handle, and
built production-ready prompt templates for each. You've measured time savings. Someone else
can run your workflow without your involvement.

Common mistakes

o Automating the wrong things. The best automation candidates are tasks that are
repetitive, predictable, and low-stakes. High-judgment, novel, or high-stakes tasks should
stay human-driven (with Al support, not Al control).

e Skipping quality gates. Chaining Al steps without verification is like building a pipeline
without pressure checks. Each step should have a way to catch bad output before it flows
downstream.

e Over-engineering early. Start with one reusable template that saves you 10 minutes a
week. That's more valuable than an elaborate multi-agent system that you never finish
building.

How this connects to other pillars

e Prompt Engineering Basics — every workflow step is a prompt. Better prompts mean
better workflows.

e Ethical Prompting — automated workflows need quality gates and verification at every
stage

e Agent Collaboration — agent workflows are automation taken to the next level, with Al

deciding its own next steps


https://books.informationgeek.org/concepts/prompt-engineering-basics
https://books.informationgeek.org/pillars/ethical-prompting
https://books.informationgeek.org/pillars/agent-collaboration

Exercises

Level Exercise
Basic The Reusable Prompt
Intermediate The Prompt Chain
Advanced The Workflow Blueprint
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Time

15 min

25 min

40 min

What you'll build

A prompt template for a
recurring task

A multi-step Al pipeline

A complete Al-automated
business process


https://books.informationgeek.org/exercises/workflow-automation/wa-basic-01
https://books.informationgeek.org/exercises/workflow-automation/wa-intermediate-01
https://books.informationgeek.org/exercises/workflow-automation/wa-advanced-01

