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Executive
Summary

The era of Al is here, and it's reshaping
the rules of talent management and
employee experience. This guide equips
your department with a strategic
framework for transforming into a key
driver of the Frontier Firm, a business
that blends human ingenuity with Al

to outpace the market. It is designed

to move you from theory to action,
equipping your team with the framework
to lead the Human Resources (HR)
department's Al transformation with
confidence.

What You Can Expect:

= The Strategic Imperative (The Why):
A clear, data-driven analysis of why
the shift to an Al-powered operating
model is an urgent necessity for your HR
department. This section outlines the
risks of inaction, from talent acquisition
challenges to poor employee experiences,
and the profound strategic impact Al will
have on your core HR objectives.
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» The Transformation Engine (The What):

A tiered overview of the Microsoft

Al ecosystem, from the foundational
power of Microsoft 365 Copilot to the
advanced capabilities of custom-built
intelligent agents. It provides a clear
path from augmenting daily HR tasks

to automating core processes like
onboarding and candidate screening.

= The Execution Guide (The How):
An actionable, five-step plan to govern
your Al adoption securely, measure
its ROI through clear HR-centric KPIs,
empower your team to master the
tools, and scale your successes across
the HR function to achieve lasting
transformation.

Ready to Become a Frontier Firm?

Are you ready to lead the change?
This guide shows you why now is the
moment to act, what it takes to build
an Al-powered operating model, and
how you can scale success across your
department.
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The Strategic Imperative:

Redetining Human Resources
(HR) in the Age of Al
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The role of the HR function is
undergoing a profound shift, moving
from an administrative center to the
strategic core of the modern enterprise.

The pace of change, from a competitive
talent market to evolving employee
expectations, demands more than
incremental efficiency; it requires a
fundamental transformation in how

we attract, develop, and empower

our people. Breakthroughs in Al are
reshaping workforce planning, employee
engagement, and skill development at
unprecedented speed, with so-called
Frontier Firms setting new benchmarks
for talent acquisition and retention.

HR teams that fail to harness these
capabilities risk becoming a purely
tactical function, while those who
embrace Al-driven strategies will
become the architects of the agile, high-
performing workforce of the future. This
section outlines the strategic imperative
for this transformation and why your HR
team must act now.
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The New
Blueprint: What Is
a Frontier Firm?

A Frontier Firm is a new organizational
blueprint where human ambition and
ingenuity are amplified by Al-powered
agents to redefine work, accelerate
innovation, and create unprecedented
value. It represents a strategic shift beyond
simply adopting Al as a tool. Instead, it
involves rebuilding core processes around
a collaborative workforce of human talent
and intelligent agents. Ultimately, this

new blueprint gives leaders the power to
transform the organization’s cost-base and
build operating models defined by speed,
efficiency, and elasticity.
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What This Means for HR

In this model, systems are Al-operated

but remain human-led. The role of the
Human Resources department evolves
from administrator and policy enforcer

to architect of the employee experience.
This means charting the course for a new
world of work, continuously surfacing
opportunities to improve culture and
productivity, and mobilizing the resources
to build a truly Al-ready workforce.
Leading a Frontier Firm calls for disciplined
experimentation with new talent strategies,
accelerating what works across the
enterprise, and institutionalizing learning
as a core capability, blending machine
intelligence for speed and scale with
human judgment for culture, empathy, and
purpose. It is the new paradigm for high-
performing organizations.
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The Urgency:

Why HR Teams
Must Act Now

The pressure to evolve is no longer a
future concern; it is a present-day reality
for every HR department. Your function is
at the center of managing critical business
challenges, from the global shortage

of skilled workers and high employee
turnover to the need to create an inclusive
and engaging culture. According to

the Work Trend Index 2025* 82% of
leaders agree that now is the pivotal

time to rethink strategy and operations.
Furthermore, 55% of managers fear they
will not find sufficiently qualified personnel
for open positions.

82%

of leaders agree that now is

the pivotal time to rethink
strategy and operations.

* Microsoft Work Trend Index Annual Report from 2025: “2025:
The year the Frontier Firm is born”
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This challenge is driven by

a widening capacity gap.
Demands for strategic HR are
accelerating, yet your teams

are often consumed by manual,
repetitive processes like screening
resumes, answering routine policy
questions, and administering
benefits. The status quo is
unsustainable. The cost of inaction
is being outpaced by competitors
who are already leveraging Al

to attract and retain top talent
more effectively. And the shift is
already underway: 78% of Al users
are bringing their own Al tools

to work, creating a “shadow Al”
landscape that HR and IT must
manage.

55%

of managers fear they will

18%

of Al users are bringing their
not find sufficiently qualified own Al tools to work, creating

personnel for open positions. a "shadow Al" landscape that

HR and IT must manage.
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The Promise:
Al's Strategic
Impact on Core
HR Objectives

It is the robust implementation of Microsoft
365 Copilot and Al agents, not just their
presence, that unlocks the strategic pathway
to becoming a Frontier Firm. By embedding
these capabilities deeply into your HR
workflows and culture, you empower
proactive strategy, drive continuous
improvement, and can directly impact your
department's most critical objectives:

= Elevate the Employee Experience:
Move beyond reactive support by
providing employees with Al-powered,
self-service tools to instantly answer their
questions. This frees up your HR team
from administrative tasks, allowing them
to focus on high-value, strategic coaching
and employee development.

= Accelerate Talent Acquisition:
Drastically reduce time-to-hire by
automating the initial screening of
applications and the generation of job
postings and interview questions. This
allows your recruiting team to focus
their energy on engaging with and
securing the best candidates, not on
manual paperwork.
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» Reshape Core HR Processes:
Streamline and automate complex
workflows across the entire employee
lifecycle, from creating personalized
onboarding plans with the “Onboarding
Companion” agent to analyzing
employee feedback and managing
performance reviews with greater
efficiency and consistency.

= Enable Data-driven Talent Strategy:
Move from lagging indicators to
predictive workforce planning. Leverage
Al to analyze workforce trends, identify
emerging skill gaps before they become
critical, and make more informed, strategic
decisions about talent development and
organizational design.

For every $1 invested in generative Al, Frontier
Firms with a structured Al transformation
strategy achieve 3.7x ROI** The focus is on
driving measurable outcomes, like improved
employee retention and reduced hiring costs,
and positioning the HR department as a
strategic driver of the entire organization's
success.

For every $1 a company invests
C ) in generative Al, the return on
investment (ROI) is $3.7x

** |DC's 2024 Al opportunity study:
Top five Al trends to watch — The Official Microsoft Blog
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Measuring Your Starting Point for Transformation

As you begin this journey, reflect on your department’s current position.
These three yardsticks provide a simple framework for self-assessment:

()

Decision Latency

This measures how quickly
your organization moves
from insight to action. For
HR, it is the tangible pace
of your “time-to-hire” for
critical roles or the speed

at which you can resolve
complex employee relations
issues. The essential
question to ask is: At what
speed would a Frontier Firm
operate?

B

Data Coverage & Freshness

How comprehensive and
up-to-date is the data

in your HRIS and talent
management systems?
Assess whether you have
the real-time data needed
for strategic workforce
planning and sentiment
analysis.

Adoption Depth

How deeply integrated is
Al across your HR teams
today? Evaluate whether it
is used for isolated tasks,
like drafting an email, or
as a core part of strategic
workflows like candidate
sourcing and performance
management. Also consider:
What proportion of your
team'’s time is spent on
administrative tasks, and
what is your strategy for
how Al can eliminate it?
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The Transtormation Engine:
From Al Assistant to
Agentic Workforce
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Understanding the strategic imperative is

the first step. Now, we explore the engine

that powers this transformation. This
section details the tiered capabilities of
Microsoft 365 Copilot, presenting a clear
journey from foundational Al assistance
that boosts individual productivity to a
fully empowered, agentic workforce that
can automate core HR processes. This is
the what, the technology that enables
your HR department to become a key
driver of the Frontier Firm.

Level 1;
Foundational Al
with Microsoft 365

Copilot — Your Fully

Featured, Work-
grounded Al Tool

The first level of transformation is about
empowering every individual in your
department with a secure, powerful Al
assistant integrated directly into their
daily workflows. This is the foundation

upon which all other Al initiatives are built.

By providing a sanctioned, enterprise-
grade solution, you reduce the risks of
employees turning to non-sanctioned Al
tools, with the resulting data protection
implications for sensitive employee data.
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Copilot Chat: Your Secure, In-flow Assistant

Copilot Chat is your accessible gateway
to Al, seamlessly integrated into the
Microsoft 365 applications your HR team
uses every day. It empowers your team

to get answers, generate content, and
automate tasks, all within the natural flow
of their work. This unified experience
across Word, Excel, PowerPoint, and
Teams transforms Al into an intuitive
extension of your HR operations.
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Powered by the latest models like GPT-

5, Microsoft 365 Copilot intelligently
adapts its approach. It delivers quick,
succinct responses for routine queries like
drafting policy reminders, while applying
deep, multi-step reasoning for complex
strategic tasks like analyzing employee
feedback. This ensures your team receives
both speed and depth, tailored precisely
to the needs of modern HR. Beyond
flexibility, the paid version of Microsoft
365 Copilot unlocks the full enterprise
value proposition: advanced security and
compliance features, deep integration
with your organization’s data estate, and
premium capabilities for governance and
lifecycle management.

Ignite 2025 introduced Work 1Q, a
contextual intelligence layer that helps
Copilot understand how you work,

with whom you collaborate, and which
content matters, enabling HR-specific
recommendations and actions directly in
the flow of work.
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Researcher & Analyst: Accelerating
Talent & Workforce Insights

For HR professionals, data-driven insights
are critical. Microsoft 365 Copilot includes
specialized agents designed to provide
just that. The Researcher agent excels at
synthesizing information from internal
and external sources, making it ideal for
benchmarking compensation trends,
researching new benefits programs,

or understanding evolving labor laws.
The Analyst agent transforms complex
workforce data sets into clear, actionable
insights and visualizations directly within
Excel, perfect for creating diversity and
inclusion reports or analyzing employee
turnover data. These tools provide your
team with a powerful engine for strategic
workforce planning.
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Foundational Al in Action: HR Use Cases

The immediate impact of foundational Al
is the elimination of work about work,
freeing your team to focus on high-value,
people-centric activities.

» For Talent Acquisition:
Before screening candidates, a recruiter
can ask Microsoft 365 Copilot to
generate a list of tailored interview
questions based on the specific skills
and competencies outlined in the official
job description document. This ensures
a consistent and high-quality interview
process for every candidate.

* For Employee Relations:
When an employee has a question
about a company policy, an HR
generalist can ask Microsoft 365 Copilot
to find and summarize the relevant
section from the official employee
handbook. This provides a fast, accurate
answer, replacing time spent manually
searching through dense documents.
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The HR Impact Level 1: Foundational Al

Why This Matters for Your Department

Team-wide Productivity Gains — Empowers
every HR professional to automate routine tasks
like drafting job descriptions, summarizing
feedback, and answering policy questions.

Accelerated Time-to-hire — Allows the
recruiting team to move faster from role
creation to candidate engagement, improving
the quality and speed of talent acquisition.

Improved Communication Consistency -

Ensures that job descriptions, candidate
communications, and policy explanations are
based on the same secure, work-grounded data.

Enhanced Job Satisfaction — Reduces time
spent on repetitive administrative work, allowing
team members to focus on more strategic and
fulfilling people-focused initiatives.
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Level 2: Extending
Capabilities with
Out-of-the-box
Solutions

Integrating Al for Streamlining
HR Administration

The next level of transformation involves
leveraging specialized, pre-built Al
solutions that deliver immediate, high-
impact results for HR functions. It allows
you to gain deeper insights without custom
development by integrating with your core
Human Resources Information System
(HRIS). By extending Microsoft 365 Copilot
to reason over data from critical systems
like SAP SuccessFactors or Workday, you
provide your HR Business Partners (HRBPs)
with a more holistic view of your workforce.

A Quick Win with a Specialized
HR Solution

A quick win for any HR department is
streamlining preparation for performance
reviews. For example, instead of manually
pulling data from multiple systems, an
HRBP can query an integrated Copilot

to get an immediate summary of an
employee’s performance history, recent
feedback, and completed training modules,
all within their familiar Microsoft 365
environment. This provides the context
needed for a more meaningful and data-
driven conversation, bridging the gap
between your HRIS and daily workflows.
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The HR Impact Level 2:
Specialized Solutions

Why This Matters for Your Department

HRIS Integration - Gains real-time insights
from critical employee data systems without
requiring the team to constantly switch
between applications.

Reduced Administrative Burden -
Dramatically reduces the time HRBPs spend
gathering data, allowing them to focus more
on strategic talent coaching.

Demonstrated Value - Provides a clear and
immediate example of Al's value by solving the
high-impact pain point of data fragmentation.

Scalable Efficiency - Extends Al benefits
across the entire HR department without
requiring extensive custom development.
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Level 3: Building
the Future with
Agentic Al
(Copilot Studio)

The ultimate stage of transformation is
empowering your organization to build its
own intelligent agents. You move from using
Al as an assistant to deploying it as a digital
workforce. Microsoft Copilot Studio provides
the platform to create custom agents that
can reason, plan, and act on your behalf.

The Power of Intelligent Agents for HR

An intelligent agent is an Al designed to
autonomously manage a process or workflow
to achieve a specific goal. Grounded in your
unique business data, from Microsoft Graph
to external HR systems, these agents can
execute multi-step tasks, interact with other
systems, and learn over time. For the HR
department, this means you can delegate
complex, recurring processes like benefits
enrollment or leave request management
to an Al, confident that it will be executed
consistently and efficiently.

The Onboarding Companion:
A Concrete Pattern for HR

Consider the complex and critical process

of onboarding a new employee. It involves
multiple steps, different stakeholders, and

a high risk of inconsistent experiences.
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Now, imagine the Onboarding Companion,
a custom agent you task with a single goal:
“Execute the new hire onboarding process.”

= It Acts: When a new hire's status
is changed to “Hired” in your
applicant tracking system, the agent
autonomously triggers the onboarding
workflow. It sends the official welcome
email, provisions access to necessary
systems, and assigns mandatory training
modules in your learning management
system.

= |t Reasons: It pulls the new hire's
role, department, and manager from
the HRIS to create a personalized
onboarding schedule. It identifies the
correct “buddy” and schedules their
introductory meeting.

= It Creates: It compiles a personalized
“Day 1" welcome packet with relevant
links and information and generates
a task list in Microsoft Planner for the
hiring manager to ensure all human-led
steps are completed on time.

This is the power of agentic Al. It doesn't
just make onboarding faster; it creates a
consistent, professional, and welcoming
experience for every new employee, while
freeing up your HR team to focus on the
human connection, not the administrative
checklist.
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The HR Impact Level 3: Agentic Al What Is an Al Agent,
and How Does It Work?
Why This Matters for Your Department
Get the essential guide here 7. Take a
@ look at what defines an Al agent and how
it automates complex business processes.
End-to-end Automation — Automates the

entire complex onboarding workflow, not just
individual tasks, ensuring no steps are missed.

w

Consistent Employee Experience — Provides
every new hire with the same high-quality,
personalized onboarding experience,
improving engagement from day one.

Proactive Process Management -
Enables the agent to manage timelines,
send reminders, and escalate issues,
allowing your team to act proactively.

Strategic HR Focus - Frees up your highly

skilled HR professionals from operational
execution to focus on strategic talent
management, culture-building, and employee
development.
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Part |l

The Execution:
Govern, Measure, and Scale
Your Al Transformation
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With the strategy defined, this section

is your execution guide. It provides the
actionable framework to govern, measure,
and scale your Al transformation, turning
the promise of Al into tangible, secure,
and measurable results.
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Govern with
Confidence

Embracing Al transformation at enterprise
scale requires an unwavering foundation of
trust, especially within the HR department
where the stewardship of sensitive
employee data is a core responsibility. As a
leader, your first and most critical task is to
establish a robust governance framework
that empowers innovation while rigorously
safeguarding your organization's most
valuable assets. This is not about creating
restrictive barriers; it is about building

the secure “rules of the road” that give
your teams the confidence to experiment,
innovate, and fully leverage the power

of Al. By leading with a clear, proactive
governance strategy, you are not just
mitigating risk; you are building the very
foundation upon which sustainable Al
adoption and success are built.
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A Strategic View on Security, Privacy,
and Compliance for HR

For an HR leader, Al governance is a strategic
imperative. The speed and scale of Al
amplify the importance of protecting highly
sensitive personally identifiable information
(PIl), from performance reviews and
compensation data to health information
and candidate details. You are ultimately
accountable for this data, and your role is to
drive a culture where security and innovation
are treated as two sides of the same coin.
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Microsoft 365 Copilot is built on a principle
of security by design. It is not a separate
system with its own set of rules; it inherits
your existing, trusted Microsoft 365 security,
compliance, and privacy policies. This is a
crucial point for executive oversight in HR:

» Permissions Are Respected: Microsoft
365 Copilot respects your established
permissions and access controls. An HR
generalist using Microsoft 365 Copilot
to analyze a report can only access
information they are already authorized
to see. This prevents data leakage across
HR roles and ensures the principle of
least-privilege access is maintained for
all employee data.

= Data Privacy Is Paramount: Your
organizational data, including prompts
about employee sentiment or the content
of your talent strategy documents, is
not used to train Microsoft's foundation
models. Your employee and company
data remains yours, private and protected
within your tenant.

By understanding and articulating these
principles, you can confidently address
concerns from legal counsel, stakeholders,
and your own team, leading the Al
conversation from a position of strength
and assurance.
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The Copilot Control System:
A Framework for Departmental Oversight

To provide you with centralized oversight
and empower your IT and security teams,
Microsoft has developed the Copilot
Control System. This dedicated framework
within the Microsoft 365 admin center is
your command center for managing Al
adoption effectively. For an HR leader, this
means you can ensure:

» Managing Agent Lifecycles: You have
full visibility into the deployment, access,
and retirement of Al agents, ensuring
that any agent interacting with sensitive
employee data (like an Onboarding
Companion) is approved and governed.

» Enforcing Data Policies: Consistent
security and data handling policies are
applied to all Al interactions, ensuring
your departmental compliance with
regulations like GDPR and other labor
laws is upheld.

* Monitoring Usage and Health: You can
gain clear visibility into how Microsoft
365 Copilot and agents are being used
within the HR department. This allows
you to track adoption, identify power
users for specific HR processes, and
spot opportunities for further team
enablement.
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The Copilot Control System provides
you with the tangible assurance that
your department's use of Al is being
managed responsibly, transparently, and
in full alignment with your governance
requirements.
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Call to Action:
The Security for Al Assessment

To move forward with confidence, your
first strategic delegation is to understand
your current security posture in the

context of Al. Your action is not to perform

the assessment yourself, but to initiate it
with the right leaders.

Microsoft offers a Security for Al

Assessment designed specifically to

help your organization identify potential
risks and receive actionable, prioritized
recommendations for strengthening your
Al environment.
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Use the following checklist in your next
meeting with your CIO or Head of Security
to ensure a comprehensive plan is in place
for the HR department.

» Action Item: Schedule the Security for
Al Assessment to get a detailed report
on your readiness for Al in sensitive HR
environments.

= Action Item: Review your current data
access and permission policies, particularly
for your HRIS and applicant tracking
systems, to ensure they are Al-ready.

» Action Item: Define the process for
reviewing and approving new Al agents
that may interact with employee PII.

= Action Item: Confirm that your data
loss prevention (DLP) policies effectively
cover the types of sensitive employee
data your team handles daily.

Confirm that your data loss prevention
(DLP) policies effectively cover the types
of sensitive employee data your team
handles daily.
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Measure for
Impact

In the era of Al, intuition and anecdotal
evidence are no longer sufficient to justify
strategic investments. As an HR leader,
your ability to quantify the impact of your
Al transformation on talent, culture, and
efficiency is paramount. To move beyond
qualitative benefits to hard, measurable
outcomes, you must establish a clear
framework. By defining Key Performance
Indicators (KPIs), you can demonstrate the
tangible return on investment (ROI), build
a compelling business case for scaling
your efforts, and steer your organization’s
Al journey with data-driven precision.
Measuring for impact is how you translate
the promise of Al into a language the
entire business understands: results.
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Quantifying Al’s ROI for
the HR Department

Frontier Firms that successfully implement
a structured Al transformation strategy
report a 3.7x ROI for every $1 invested**,
a figure that speaks to the profound
business impact of this technology. For
HR, the return on investment from Al
extends far beyond simple time savings.
It manifests as improved employee
retention, accelerated time-to-hire, and a
more engaged and productive workforce.

For every $1 a company invests
< $ > in generative Al, the return on

investment (ROI) is $3.7x

Your role is to champion a measurement
mindset within your department. Identify
the core HR objectives Al should impact
and delegate the tracking of metrics

that show that influence. For example,
when the goal is to improve the new hire
experience, ensure measurement covers
not only the time saved by the HR team
but also the new hire's satisfaction score
and time-to-productivity. This approach
connects Al adoption directly to core talent
and business outcomes. With Fabric 1Q

and Work IQ, HR can trace agent assisted
outcomes (e.g., time to hire, retention) back
to the underlying data and actions, closing
the loop between activity and impact.

** |DC's 2024 Al opportunity study:
Top five Al trends to watch — The Official Microsoft Blog
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Your HR KPI Dashboard

To operationalize this measurement
strategy, establish a dedicated HR KPI
Dashboard. This serves as your centralized
view of the Al transformation's progress
within your department. Your role is to
define these KPlIs, assign ownership for
their tracking, and establish a regular
review cadence.

Here are four examples of KPI tiles that
belong on an HR leader’s dashboard.
Use these as a blueprint to delegate and
monitor the success of your Al initiatives.
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KPI Tile 1: Time-to-hire

Description: Measures the average number
of days from the time a job requisition is
opened to when the successful candidate
accepts the offer.

Why It Matters: A significant reduction here

is a direct indicator of recruiting efficiency. It
proves that Al is successfully automating tasks
like job description creation, resume screening,
and interview scheduling, allowing your talent

acquisition team to secure top talent faster.

Owner to Delegate: Head of Talent Acquisition /

Recruiting Manager

Review Cadence: Monthly / Quarterly
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KPI Tile 2: Employee Retention Rate

Description: Tracks the percentage of employees
who remain with the organization over a specific
period. This can be analyzed in conjunction with
Al-powered employee sentiment data.

Why It Matters: Improved retention is a clear,
bottom-line benefit. It can demonstrate that
Al is helping to create a better employee
experience, from a smoother onboarding
process to more effective internal mobility and
development opportunities, leading to a more

engaged and loyal workforce.

Owner to Delegate: HR Business Partner Lead /
Head of People Analytics

Review Cadence: Quarterly / Annually
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KPI Tile 3: HR Operational Efficiency

Description: Evaluates the time and cost associ-
ated with completing routine HR processes, such as

answering employee policy questions, processing
benefits changes, or generating compliance reports.

Why It Matters: This KPI directly quantifies

the impact of Al on your department's internal
efficiency. It provides hard evidence that Al
assistants and agents are successfully reducing
the administrative burden on your team, freeing
them up for more strategic, high-touch work.

Owner to Delegate: Head of HR Operations /
HRIS Manager

Review Cadence: Quarterly

KPI Tile 4: New Hire Time-to-productivity

Description: Captures the average time it takes
for a new employee to become fully productive
in their role, as determined by performance
metrics or manager feedback.

Why It Matters: A shorter time-to-productivity
is a direct result of a more effective onboarding
process. This metric shows the impact of
Al-powered tools like the “Onboarding
Companion” agent in providing a consistent,
comprehensive, and personalized experience
that gets new talent up to speed faster.

Owner to Delegate: Head of Learning &
Development / Onboarding Program Manager

Review Cadence: Per Onboarding Cohort /
Quarterly

By actively monitoring your KPI dashboard,
you move from leading by intuition

to leading by insight. You gain a clear,
quantifiable understanding of your Al
transformation's progress, enabling you to
celebrate successes, address challenges,
and confidently steer your department
toward its future as a strategic driver of
the Frontier Firm.
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Master the Tools

The most powerful Al is only as effective

as the instructions it receives. As an HR
leader, you don't need to be a prompt
engineering expert; instead, your role is

to promote effective Al interaction across
your department. Your ability to model and
communicate how to ask clear, context-rich,
and goal-oriented questions will determine
the quality and relevance of the insights
and content your teams generate.
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Next, we will provide you with a
framework for strategic delegation in the
age of Al. The following cheat sheet is a
tool for you to understand, model, and
distribute to your teams. By establishing
these principles as the standard for Al
interaction, you ensure your department
unlocks the full potential of its Al tools and
maximizes the return on your technology
investment.
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The Prompting Cheat Sheet: Mastering
Your Al Assistant

Effective prompting is a structured
conversation. To move from simple
answers to strategic insights, all requests
should be built on a foundation of clear
principles. Use this cheat sheet as a
framework for crafting prompts that
deliver high-value results.

The Six Principles of Strategic Prompting

1. Assign a Role (The Persona)

Instruct the Al to adopt a specific persona.
This frames the entire interaction. For
example: “Act as an experienced recruiter,”
or "Write as an empathetic employee
relations specialist.”

2. State Your Strategic Intent (The Goal)
Begin by clearly defining the business
objective. Don't just ask for interview
questions; ask for interview questions
for the purpose of assessing specific
leadership competencies.

3. Provide Critical Context (The Why)
Explain the background and the audience.
Is the output for a new hire during
onboarding or for a senior leader in a
performance review? Context transforms
a generic request into a tailored one.
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4. Ground Your Request in Data (The Source)
The most powerful Al responses are
grounded in specific data. Reference job
descriptions, employee feedback surveys,
or policy documents using the / command
(e.g., /Senior_Accountant_JD.docx)..

5. Define the Desired Output (The Format)
Be explicit about the required structure.
Specify the desired format (e.g., “a

bulleted list of behavioral questions,” “a
three-paragraph offer letter”), tone (e.g.,
“professional and welcoming,” “clear and

direct”), and length.

6. Iterate and Refine (The Conversation)
The first prompt is the start of a
conversation. Use follow-up commands
to refine the output. Ask the Al to “make
the tone more encouraging,” “add a section
on company culture,” or “rewrite this to be
compliant with local labor laws.”

©
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Exercise: Crafting a Job Description
Prompt

Consider how you would delegate the task
of creating a new job description.

The Weak Prompt (Before):
“Write a job description for a project
manager.”

This prompt is too vague and will produce
a generic, uninspired document that won't
attract top talent.

The Strategic Prompt (After):

“Act as a senior technical recruiter. (Persona)
Draft a compelling job description for a
Senior Project Manager role, focusing on
candidates with experience in agile software
development. (Intent & Context) Ground

the responsibilities and qualifications in our
official job architecture document /PM_Job_
Levels.docx. (Source) The output should be in
an engaging and inclusive tone, and include a
section on our team’s commitment to work-
life balance. (Format)”

This strategic prompt delegates the
creation of a specific, high-quality

asset that aligns with both the role's
requirements and the company's culture.
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Boost Your
Ffficiency with Al
(Practice Scenarios)

Putting Theory into Practice:
Your First Al-Powered Actions

Strategy is realized through action. The
most effective way to drive Al adoption is
to demonstrate immediate, tangible value.
This section provides a blueprint of high-
impact scenarios that you can delegate to
your HR team. These are not just exercises;
they are foundational building blocks for a
new, more efficient way of working.

Encourage your team members to
complete these tasks. They are designed
to build the muscle memory required to
operate in an Al-powered environment,
save valuable time on routine HR work,
and inspire them to discover their own
Al-driven efficiencies. These quick wins are
the key to building momentum for your
broader transformation agenda.
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Exercise: Creating
a Job Posting

The Challenge: Crafting a compelling job
posting that accurately reflects the role
and attracts the right talent can be a time-
consuming writing process.

The Value: Instantly generate a well-structured
first draft of a job posting by pulling
information from multiple sources, freeing up
recruiters to focus on sourcing and engaging
candidates.

The Method:
1. Start a new document in Microsoft Word.

2. In the Copilot prompt, state the goal and
reference source files: “Draft a job posting
for a Senior Animation Designer using the
responsibilities from /Design_Team_Roles.
docx and the hiring parameters from my
recent chat with Shreya.”

3. Refine the content for the audience: “Rewrite
the posting to be more engaging for Gen Z
candidates, but remain professional.”

Your Move: Make this the standard first step
for your talent acquisition team when opening

any new requisition.
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Exercise: Analyzing Received
Applications

The Challenge: Manually screening dozens or
hundreds of resumes against a job description is
a tedious, repetitive, and often biased process.

The Value: Accelerate the screening process
by having Al analyze and compare candidate
resumes against the job description, ranking
them by qualification and surfacing the most

promising talent in minutes.

The Method:
1. Open a blank document in Microsoft Word.

2. Prompt Copilot with the clear request:
"Analyze the attached resumes /CandidateA.
pdf, /CandidateB.pdf and compare them
against the job description in /Senior_Designer-_
JD.docx. Create a ranked list of the candidates.”

3. Ask clarifying questions: “Create a table
comparing the top 3 candidates based on years
of experience and specific software skills.”

Your Move: Task your recruiters with using this

method to create their initial longlist of candidates

for every open role.
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Exercise: Creating Tailored
Interview Questions with Loop

The Challenge: Developing a comprehensive
and consistent set of interview questions often
requires input from multiple stakeholders,
which can be difficult to coordinate.

The Value: Use a collaborative Microsoft Loop
workspace to generate a baseline of interview
questions with Al, then invite the hiring team
to review, add, and refine them in real-time,

ensuring alignment before the first interview.

The Method:

1. Create a new page in a Microsoft Loop
workspace.

2. In the Copilot prompt, ask for an initial
list: “Create a list of 15 behavioral interview

questions for a Senior Animation Designer role.”

3. Share the Loop component in a Teams
channel with the hiring team and prompt
them: “Please add any role-specific technical
questions you would like to see included.”

Your Move: Implement this as the standard
process for interview preparation to improve
collaboration and consistency.

©




Exercise: Creating an Email with
Offer and Contract Contents

The Challenge: Drafting a formal offer

letter requires pulling specific salary details,
start dates, and benefits information into a
professionally worded email, a process prone
to copy-paste errors.

The Value: Automate the creation of a precise
and personalized offer letter. Al can draft the
email, incorporate specific details from your
prompts, and summarize key information from
attached benefits documents, reducing errors
and saving time.

The Method:
1. Start a new email in Microsoft Outlook.

2. In the Copilot prompt, state the goal: “Draft
an offer letter for Patti Fernandez for the Senior
Animation Designer position with a start date
of June 1and a salary of $67,022."

3. Refine with additional data: “Summarize
the key medical and dental benefits from the
attached document /Employee_Benefits.pdf
and add them as a bulleted list.”

Your Move: Delegate this task to your HR
generalists to streamline the final stages of
the hiring process.
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Exercise (Agentic): Automating a
Weekly Candidate Screening Summary

The Challenge: Every week, recruiting
managers manually review new applicants
across multiple roles to provide a status
update to leadership, a time-consuming
reporting task.

The Value: Delegate this recurring task to an

Al agent. Ensure the hiring leadership team
receives a consistent, automated overview of the
candidate pipeline every week, allowing them to
focus on strategy rather than data gathering.

The Method:

1. Craft a master prompt in Copilot Chat:
“Review the new applicant documents added
to the ‘New Resumes’ SharePoint folder this
week. Create a table summarizing the number
of applicants for each open role and flag any
candidates with over 10 years of experience.”

2. Use the “Schedule this prompt” feature within
Copilot Chat.

3. Set the recurrence for every Friday at 3:00 PM.

Your Move: Task your recruiting coordinator
with setting up this automated report to

streamline weekly pipeline reviews.
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Exercise (Agentic): Creating an
Employee FAQ Agent

The Challenge: HR professionals spend a
significant amount of time answering the same
common questions from employees about
payroll, benefits, and company policies.

The Value: Create a reusable agent that can
provide instant, consistent answers to common
employee questions. This empowers employees
with self-service capabilities and frees up the

HR team for more complex issues.

The Method:

1. Craft a master prompt in Copilot Chat using
placeholders: “I am an employee. My question
is: [Employee Question]. Please answer it based
on the official employee handbook /Employee_
Handbook_2025.docx.”

2. Use the Save this prompt feature and give it
a clear name, like Employee FAQ Agent.

3. Share this saved prompt with the HR team to
use for quickly answering employee inquiries,
and encourage employees to use it for self-

service.

Your Move: Challenge your HR generalist team
to build out a library of saved agents for the top
10 most frequently asked employee questions.

W

D
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Scale: Get Your
Business Ready
for Al

You have governed with confidence,
measured for impact, mastered the tools,
and implemented with purpose. The
initial wins are on the board. The final
and most crucial step is to transform
these early successes into sustainable,
enterprise-wide momentum. This is
where you scale the transformation,
moving your organization from pockets
of Al excellence to becoming a true
Frontier Firm. This phase is not an
endpoint; it is the launchpad for a new
cycle of continuous improvement and
innovation, led by you.

The “Frontier Starter” Program:
A 6-Week Departmental Pilot Plan

The most effective way to scale is to build
on proven success. The “Frontier Starter”
Program is a structured, six-week pilot
designed to create a powerful business
case for broader Al adoption. It provides

a low-risk, high-impact framework for you
to delegate, demonstrate value, and refine
your rollout strategy.
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Weeks 1-2: Identify & Enable

» Your Action: Select a specific team
within HR (e.g., the Talent Acquisition
team, the HR Operations team) where
Al can address a clear pain point. Enable
Microsoft 365 Copilot for all participants.

» Your Goal: Define clear success metrics
for the pilot, aligning with the KPIs from
your dashboard (e.g., reduce time-to-hire
by 15%, decrease time spent answering
routine employee questions by 30%).

Weeks 3-4: Pilot & Learn

= Your Action: Empower the team to
actively use Microsoft 365 Copilot
in their daily workflows. Your role is
to encourage experimentation and
establish a feedback loop, such as a
dedicated Teams channel, to capture
real-time learnings, challenges, and
unexpected wins.

= Your Goal: Oversee the gathering
of both quantitative usage data and
qualitative feedback on how Al is
changing HR processes and improving
the employee experience.
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Weeks 5-6: Measure & Plan

* Your Action: Lead the analysis of
the pilot's results against the success
metrics. Synthesize the data into a
concise business case highlighting the
RO, efficiency gains, and impact on
employee satisfaction.

= Your Goal: Present this data-driven
business case to senior stakeholders
to secure buy-in and resources for
a broader rollout of Al tools across
the entire HR function and the wider
organization.

This structured pilot program transforms
the abstract potential of Al into a concrete,
undeniable business asset.

Driving Cultural Shifts, Al Literacy,
and Skilling within HR

Technology is only the enabler; your
people are the engine of transformation.
As an HR leader, scaling Al successfully is
your core expertise: it is a leadership and
change management challenge. Your role
is to cultivate an environment where your
HR professionals, and all employees, can
work seamlessly with Al.
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» Lead by Example: Actively use Microsoft
365 Copilot in your own workflow for
tasks like drafting communications or
analyzing workforce data. When your
team sees you embracing the tools, it
signals that Al is a strategic priority.

» Foster Psychological Safety: Encourage
experimentation. Not every Al-drafted job
description will be perfect. Create a culture
where learning from these interactions is
valued, ensuring employees feel safe to
explore Al's capabilities without fear of
failure.

» Champion Continuous Al Literacy and
Skilling: Frame Al training not as a one-
time event, but as an ongoing professional
development commitment. The technology
will evolve, and your team's skills must
evolve with it. Your department can lead
the way by establishing “Al champion”
networks, supporting peer-to-peer
learning, and celebrating employees who
develop innovative use cases.

» Communicate the “Why": Consistently
communicate the strategic vision behind
your organization's Al transformation.
Emphasize that the goal is to augment
human capability, eliminate drudgery,
and free up employees for more creative,
strategic, and fulfilling work. This narrative
is essential for building trust and ensuring
your workforce sees Al as a partner in their

©
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B2 Microsoft

Resource Guide: Your Launchpad for
Continued Success

Your journey to becoming a Frontier

Firm is a continuous one. The following
resources are designed to support your
department at every stage. Use this guide
as a launchpad for the next phase of your
Al transformation.

The Copilot Success Kit (7

/

This is your primary resource for driving
successful adoption. It contains best
practices, training materials, and change
management templates to help you
align Microsoft 365 Copilot with your
department's strategic priorities.

The Business Guide to Al Solutions [

This strategic guide will help you and your
fellow leaders make sense of your options —
from assistants and agents to custom Al

© 2025 Microsoft. All rights reserved. Names and products of other
companies may be registered trademarks of their respective rights holders.
This document is provided as is. The views and information contained in this
document (including URLs and other references to websites) may change
without prior notice. You assume all risks associated with its use. This
document does not grant you any intellectual property rights to any Microsoft
product. You may copy and use this document for internal reference purposes.
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Microsoft WorkLab

_/

Stay ahead of the curve with the latest
research and insights on the future of work
and generative Al. Use these findings to
inform your talent and workforce strategies.

Microsoft Learn

_/

Provide your teams with structured learning
paths to build deep skills in Microsoft 365
Copilot and Copilot Studio.
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Share the other guides in this series with
your fellow leaders to foster a consistent,
enterprise-wide approach to Al transformation.

Back to the Top


https://adoption.microsoft.com/en-us/copilot/success-kit/
https://www.microsoft.com/en-us/worklab
https://learn.microsoft.com/
http://microsoft.com/en/emea/becoming-frontier-ebooks
https://info.microsoft.com/ww-landing-the-business-guide-to-ai-solutions.html?lcid=en-us

Appendix

What is an agent?

An agent uses Al to automate and execute business
processes, working alongside or on behalf of a
person, team or organization.
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