
 

AI Level 1 - Top 10  

Questions & Answers 

 

Artificial Intelligence (AI) is transforming how we work, learn, and interact with technology. 

This guide answers the most common questions beginners ask about AI, helping you 

understand what AI can do, how to use it safely, and what to expect as you start your AI 

journey. 

 

 

Q1: What is Artificial Intelligence in simple terms? 

Answer: Artificial Intelligence (AI) is a technology that enables computers to perform tasks 

that typically require human intelligence. Think of it as giving computers the ability to "think" 

and learn from experience. 

Key points: 

• AI can understand language, recognise images, make decisions, and solve problems 

• It's like having a smart assistant that learns from data rather than following fixed rules 

• AI is already everywhere: in your smartphone's voice assistant, email spam filters, and 

recommendation systems on Netflix or Amazon 

Real-world example: When you ask Siri to set a reminder or when Netflix suggests movies 

you might like, that's AI working behind the scenes. 

 



 

Q2: Do I need technical skills to start using AI? 

A: No! Modern AI tools are designed for everyday users with no coding experience required. 

Getting started is as simple as: 

• Visiting websites like ChatGPT, Perplexity or Claude 

• Typing questions or requests in plain English 

• Receiving instant, helpful responses 

Popular beginner-friendly AI tools: 

• ChatGPT: Writing assistance, brainstorming, problem-solving 

• Grammarly: Grammar correction and writing improvement 

• Canva Magic Studio: AI-powered design creation 

• Otter.ai: Automatic meeting transcription 

Pro tip: Start with one tool and practice basic prompts before exploring advanced features. 

 

Q3: What's the difference between AI, Machine Learning, and 

Deep Learning? 

A: These terms are related but represent different levels of AI technology: 

• Artificial Intelligence (AI): The broad field of making machines intelligent 

• Machine Learning (ML): A subset of AI where computers learn from data without 

explicit programming 

• Deep Learning: A subset of ML using neural networks with many layers to process 

complex information 



 

Simple analogy: If AI is the entire forest, Machine Learning is a group of trees, and Deep 

Learning is a specific species of tree. 

What this means for you: You don't need to understand the technical differences to benefit 

from AI tools. Just know that these technologies work together to power the AI applications 

you use. 

 

Q4: What can AI do for me today? 

A: AI can help with numerous daily tasks: 

Writing and Communication: 

• Draft emails, letters, and reports 

• Improve grammar and writing style 

• Translate text between languages 

• Summarise long articles or documents 

Productivity and Organisation: 

• Create to-do lists and schedules 

• Generate meeting summaries 

• Organise and analyse data 

• Automate repetitive tasks 

Creative Work: 

• Generate ideas for projects 

• Create visual designs and presentations 

• Write social media content 



 

• Compose music or write stories 

Learning and Research: 

• Explain complex topics in simple terms 

• Provide step-by-step tutorials 

• Answer questions on virtually any subject 

• Help with homework or professional development 

 

Q5: How do I write effective prompts to get better AI responses? 

A: Good prompts are specific, clear, and provide context. Here's how to improve your AI 

interactions: 

Before: "Write something for my business." 

After: "Write a professional email to potential clients introducing our new graphic design 

services, emphasising our 10 years of experience and quick turnaround times." 

Key principles: 

1. Be specific: Include details about what you want, who it's for, and the desired tone 

2. Provide context: Give background information relevant to your request 

3. Set expectations: Specify format, length, and style preferences 

4. Iterate: Ask follow-up questions to refine the response 

Example conversation flow: 

1. Start with your initial request 

2. Ask clarifying questions: "Can you make this more casual?" 

3. Request alternatives: "Give me three different versions" 



 

Q6: What are the main limitations I should know about? 

A: Understanding AI limitations helps set realistic expectations: 

Accuracy Issues: 

• AI can provide incorrect information confidently 

• Always verify important facts from reliable sources 

• Use AI as a starting point, not the final answer 

Context Understanding: 

• May miss nuances, sarcasm, or cultural references 

• Struggles with complex, multi-step reasoning 

• Cannot truly understand emotions or human experiences 

Data Dependencies: 

• Only knows information from its training data 

• May have outdated information (knowledge cutoff dates) 

• Can reflect biases present in training data 

Creative Limitations: 

• Can remix existing ideas but cannot create from genuine inspiration 

• Lacks true creativity, emotions, and personal experiences 

• Best used as a creative assistant rather than replacement 

Key takeaway: AI is a powerful tool that works best when combined with human judgment 

and oversight. 

 



 

Q7: How can I use AI safely and protect my privacy? 

A: Follow these essential safety practices: 

Protect Your Data: 

• Never input personal information (SSN, passwords, confidential business data) 

• Be cautious with sensitive documents or proprietary information 

• Use company-approved AI tools for work-related tasks 

Verify Information: 

• Double-check AI responses, especially for important decisions 

• Cross-reference facts with reliable sources 

• Be sceptical of claims that seem too good to be true 

Privacy Settings: 

• Review privacy policies of AI tools you use 

• Turn off chat history saving when available 

• Understand how your data may be used for training 

Best Practices: 

• Only use reputable AI platforms 

• Keep your accounts secure with strong passwords and 2FA 

• Report suspicious or harmful content 

• Don't rely solely on AI for critical decisions 

 

 



 

Q8: What are the ethical considerations when using AI? 

A: Responsible AI use involves understanding and addressing ethical concerns: 

Bias and Fairness: 

• AI can perpetuate societal biases present in training data 

• Be aware of potential discrimination in AI recommendations 

• Consider diverse perspectives when using AI for decision-making 

Transparency: 

• Disclose when content is AI-generated 

• Don't present AI work as your own original creation 

• Be honest about AI assistance in academic or professional work 

Impact on Others: 

• Avoid using AI to create harmful or misleading content 

• Respect intellectual property and copyright concerns 

Environmental Responsibility: 

• Be mindful that AI requires significant computing resources 

• Use AI thoughtfully rather than excessively 

 

Guiding principle: Use AI in ways that benefit people while minimising potential harm. 

 

 

 



 

Q9: Which AI tools should I try first as a beginner? 

A: Start with these user-friendly, widely-available tools: 

For General Use: 

• ChatGPT (chat.openai.com): Versatile assistant for writing, analysis, and problem-

solving 

• Google Gemini: Google's AI assistant with internet access 

• Claude (claude.ai): Known for helpful, detailed responses 

For Specific Tasks: 

• Grammarly: Writing improvement and grammar checking 

• Canva Magic Studio: Design creation with AI assistance 

• Perplexity AI: Search engine with AI-powered answers 

• Otter.ai: Meeting transcription and note-taking 

Getting Started Tips: 

1. Create free accounts with 1-2 tools 

2. Start with simple requests 

3. Practice daily for 10-15 minutes 

4. Gradually explore more features 

5. Join online communities for tips and best practices 

 

 

 

http://chat.openai.com/
http://claude.ai/
http://otter.ai/


 

Q10: What does the future hold for AI, and how can I stay 

prepared? 

A: AI development is accelerating rapidly. Here's what to expect: 

Short-term (1-2 years): 

• More AI integration in existing apps and services 

• Improved accuracy and capabilities 

• Better voice and multimodal interactions (text, image, audio) 

• Increased workplace adoption across industries 

Medium-term (3-5 years): 

• AI assistants handling more complex tasks 

• Personalised AI tutors and advisors 

• Advanced creative AI for art, music, and writing 

 

Staying Prepared: 

• Continuous Learning: Regularly experiment with new AI tools 

• Skill Development: Focus on skills that complement AI (critical thinking, creativity, 

emotional intelligence) 

• Professional Growth: Learn how AI applies to your industry 

• Adaptability: Remain flexible as AI capabilities evolve 

Key mindset: View AI as a collaborative tool that augments human capabilities rather than a 

replacement for human intelligence. 

 



 

Getting Started: Your Next Steps 

Now that you understand the basics, here's your action plan: 

1. Choose one AI tool and create a free account 

2. Practice daily with simple tasks for one week 

3. Experiment with different types of prompts 

4. Stay informed about AI developments through reputable sources 

 

Remember: The best way to learn AI is by using it. Start small, be patient with yourself, and 

gradually explore more advanced features as you become comfortable. 

 

This guide was created with AI to help you confidently begin your AI journey. As AI technology 

continues to evolve, staying curious and informed will help you make the most of these 

powerful tools while using them responsibly. 
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