
FUTURE READY EAST BAY
AI Workforce Readiness Assessment | Business Services Guided Employer Conversation

Purpose: Help an employer explore where AI may be useful, understand how it could change work and workforce
needs, and document priorities for next-step planning.

Use this as a conversation guide - not a technology audit and not a vendor-selection tool. Capture the employer's own responses. Analysis
and recommended workforce interventions belong in the subsequent AI Workforce Action Plan.

Employer / Organization East Bay Advanced Manufacturing Co. (Illustrative Employer)

Industry Advanced Manufacturing

Number of Employees 75

Employer Contact / Title Operations Manager / Leadership Team

Business Services Representative Future Ready East Bay Business Services Representative

Assessment Date August 2026

Primary Business Objective / Reason
for Conversation

Explore how AI can improve employee and equipment efficiency across predictive
maintenance, production monitoring, quality assurance, and repetitive office
processes while identifying the workforce skills and support needed for successful
adoption.

CAPSTONE DEMONSTRATION
This completed example uses the illustrative 75-person East Bay advanced-manufacturing employer to demonstrate how the assessment feeds the
AI Workforce Action Plan and Employer Service Journey.

Future Ready East Bay | AI Workforce Readiness Assessment | Conceptual Capstone Tool | 2026
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1. BUSINESS NEED & AI USE
Start with the business problem or opportunity. Do not assume AI is the answer before understanding the work.

What business problem, bottleneck, or opportunity are you trying to address?

We want to improve efficiency across maintenance, production, quality assurance, and office operations. Equipment downtime, repetitive
administrative work, manual monitoring, and time spent identifying production or quality patterns are areas where leadership believes AI
could help.

Editable notes / changes:

Where does the work currently take too long, get repeated, create quality issues, cause downtime, get dropped, or depend
heavily on manual effort?

Maintenance staff spend significant time troubleshooting equipment after problems occur and reviewing records to identify patterns.
Production and QA teams manually monitor uptime, production runs, and recurring quality issues. Office and accounting staff also spend
time on repetitive research, translation, information gathering, and routine workflow tasks.

Editable notes / changes:

Are you currently using AI anywhere in the business? If yes, where and how? If not, where are you considering it?

We are primarily in the exploration and early-adoption stage. We are considering AI-enabled predictive maintenance and troubleshooting,
production-floor monitoring, QA automation, pattern recognition in production runs, and office tools that support research, translation, and
repetitive tasks.

Editable notes / changes:

What result are you hoping AI could help produce?

We expect AI to improve employee and equipment efficiency, reduce downtime, identify issues and patterns earlier, automate selected
repetitive tasks, improve production and quality monitoring, and allow employees to focus more time on higher-value work.

Editable notes / changes:

Improve efficiency / productivity Reduce downtime

Improve quality / consistency Automate repetitive work

Support research / analysis Improve customer service

Support better decisions Other
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2. DIGITAL FOUNDATIONS
Understand the systems, processes, and basic digital environment surrounding the work the employer wants to improve.

What systems, software, equipment, or digital tools currently support the process you want to improve?

The company uses manufacturing equipment and production systems, maintenance records, quality-assurance tracking, office and
accounting software, and standard digital productivity tools. Some processes are supported by software, while others still rely on manual
review, spreadsheets, and employee knowledge.

Editable notes / changes:

Which parts of the process are still manual, paper-based, spreadsheet-based, or dependent on one person's knowledge?

Troubleshooting and maintenance decisions can depend heavily on experienced employees recognizing equipment patterns. Production
and QA information may require manual review or tracking. Some office workflows involve repetitive copying, research, translation, and
information entry.

Editable notes / changes:

Who maintains or manages the systems and processes today? Who do employees go to when something is not working?

Department managers and experienced employees manage their respective processes. Maintenance personnel are relied on for
equipment troubleshooting; production and QA leads oversee floor processes and quality; office and accounting staff manage
administrative systems. Specialized technical support may be needed as AI-enabled tools are introduced.

Editable notes / changes:

How well do the current tools exchange information? Where, if anywhere, are employees re-entering or transferring
information between systems?

Some information is available digitally, but the company does not yet have a fully integrated AI-enabled environment. Employees may
review information across separate systems, spreadsheets, records, or software tools. Integration requirements would need to be
assessed for each proposed AI use case.

Editable notes / changes:

Mostly manual Mix of manual + digital Mostly digital / connected
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3. DATA REALITY
Explore whether the information needed for the proposed AI use exists, is usable, and raises questions that require additional expertise.

What information or data would an AI-enabled process need in order to work effectively?

Predictive maintenance would require equipment performance, maintenance history, downtime, and fault data. Production and QA
applications would need production-run, uptime, inspection, defect, and quality data. Office applications may use documents, workflow
information, research materials, and other business records.

Editable notes / changes:

Is that information currently collected? Where is it stored, and how easy is it to access and use?

Much of the information is already generated through equipment, maintenance records, production tracking, QA processes, and business
software, but it may be stored in different locations and formats. The company would need to determine whether the data is complete,
consistent, and accessible enough for the intended AI applications.

Editable notes / changes:

Who owns, maintains, or is responsible for the accuracy of that information?

Responsibility is distributed across departments. Maintenance owns equipment and maintenance information; production and QA teams
maintain operational and quality records; office and accounting staff maintain administrative and financial information. Leadership would
need clear ownership and validation responsibilities for any AI-supported process.

Editable notes / changes:

Would the proposed AI use involve employee, customer, payroll, scheduling, performance, proprietary, or other sensitive
information? If yes, describe.

Potentially. Production and maintenance applications could involve proprietary operational information. Office and accounting applications
could involve employee, financial, customer, or other sensitive business information. Any AI use involving these data types would require
appropriate review before implementation.

Editable notes / changes:

Data appears readily available Data exists but may need cleanup / consolidation

Significant data gaps identified Sensitive data considerations identified

Additional technical / risk expertise may be needed
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4. PEOPLE, ROLES & TASK CHANGE
This is the workforce core of the assessment: identify how AI may change the work itself, not simply whether a job exists.

Which occupations, roles, departments, or teams are connected to the process being considered for AI?

Maintenance technicians, production operators and supervisors, quality-assurance staff, office/administrative employees, accounting staff, and
department managers are the primary groups likely to be affected.

Editable notes / changes:

What recurring tasks or responsibilities do those employees perform today?

Maintenance staff troubleshoot equipment and review maintenance patterns. Production teams monitor equipment and production runs. QA staff
inspect output and identify quality issues. Office and accounting staff conduct research, translate information, enter or organize data, and complete
repetitive administrative workflows.

Editable notes / changes:

Which tasks could AI automate, assist, accelerate, monitor, or otherwise change? Which decisions or responsibilities should
remain human?

AI could assist with predictive maintenance alerts, pattern recognition, production monitoring, QA checks, research, translation, and repetitive
workflow tasks. Employees should remain responsible for judgment, safety decisions, validating AI-generated information, resolving unusual
conditions, approving consequential actions, and applying technical or operational expertise.

Editable notes / changes:

ROLE / TASK IMPACT WORKSHEET

Role / Department Current Task Possible AI Change What Remains Human Skill / Training

Maintenance Troubleshoot equipment; review
history

Predictive alerts; faster diagnostics Safety judgment; validate alerts AI tool use; data interpretation

Production Monitor uptime and production runs AI monitoring; pattern alerts Operational/safety decisions AI literacy; interpreting alerts

Quality Assurance Inspect output; identify defects AI-assisted QA; trend recognition Final quality judgment Verification; data literacy

How might job duties, job descriptions, roles, responsibilities, or workflows change as a result?

Roles are more likely to be redesigned than eliminated. Employees may spend less time on routine monitoring, searching, or repetitive administrative work and
more time interpreting AI outputs, validating recommendations, solving complex problems, maintaining quality and safety, and making decisions.

Editable notes / changes:

What new skills, knowledge, training, or onboarding support might employees need to work effectively alongside the technology?

Employees may need foundational AI literacy, training on specific AI-enabled systems, data interpretation, verification of AI outputs, privacy and security
awareness, and clear guidance on when human review is required.

Editable notes / changes:

Could the change create opportunities or concerns related to new hiring, advancement, reskilling, role redesign, or potential
displacement? Explain.

The strongest near-term need appears to be incumbent-worker upskilling and role redesign. New technical or hybrid roles may emerge as adoption grows. Some
tasks may be displaced, but the current objective is to improve efficiency and train existing employees to work alongside the technology rather than pursue
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5. AI WORKFORCE STRATEGY & EMPLOYER NEXT STEPS
Close by documenting what the employer wants to explore or decide next. Do not prescribe workforce programs here; recommendations
belong in the AI Workforce Action Plan.

Based on this conversation, which AI use case or business process does the employer want to explore first, and why?

Predictive maintenance is the strongest first use case because equipment uptime directly affects production, and the employer sees value in using AI
to troubleshoot, recognize patterns, and prevent issues before they cause downtime. It also provides a focused use case for testing workforce impact
before expanding AI into other areas.

Editable notes / changes:

What does the employer still need to learn, validate, or decide before moving forward?

The employer needs to validate what equipment and maintenance data are available, what AI-enabled capabilities can integrate with existing
systems, which tasks would change for maintenance staff, what human oversight is required, and what training employees need before
implementation.

Editable notes / changes:

What workforce questions are most important to answer before or during implementation?

Which maintenance tasks will be automated or augmented? What new skills will technicians and supervisors need? How should responsibilities
change when AI flags a potential issue? Who validates AI recommendations? Can existing employees be trained for the new work, and will additional
technical expertise eventually be required?

Editable notes / changes:

What would a successful outcome look like for the business and its employees?

Success would include reduced unplanned downtime, faster troubleshooting, earlier identification of equipment issues, improved productivity, and
employees who are confident using and validating AI-enabled tools. The employer would also have a repeatable approach for expanding AI without
losing necessary human judgment.

Editable notes / changes:

What is the employer's immediate next step, and who within the company should be involved?

Select predictive maintenance as the initial use case and convene leadership, maintenance, production, and appropriate technical staff to map the
current maintenance workflow, identify available data, and document the tasks and skills most likely to change.

Editable notes / changes:

When should Business Services reconnect with the employer, and what information should be available for that conversation?

Reconnect after the employer has mapped the predictive-maintenance workflow and confirmed available equipment and maintenance data. The
follow-up should include affected roles, current tasks, anticipated AI-supported tasks, initial training questions, and any technical or data issues
requiring outside expertise.

Editable notes / changes:

END OF ASSESSMENT
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RISK / REFERRAL CHECK
Does this AI use raise technical, data, privacy, security, vendor, or other questions that may require
specialized expertise or an outside partner?

AI USE STAGE - FOR SERVICE PLANNING
Overall descriptor from the printed capstone framework:

Curious

Experimenting

Operationalizing

Compounding

Yes. Data/privacy, integration, vendor capability, and proprietary information may need specialized review. Business
Services would refer these issues to technical/business partners rather than provide technology advice.
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