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How to Use This Guide 

This reference guide identifies the most valuable AI employee roles a small business can deploy today — organized by 
industry and department. Each role is matched to real, available tools that can be modified to the tools that you use.. 

For each AI employee you will find: 

• Role — the job function the AI performs 

• Department — which area of the business it belongs to 

• Tool(s) — specific software you can sign up for today 

• What it does — a plain-English description of the outcome 

 

Pro Tip 
Start with three high-ROI roles relevant to your industry, then book a discovery call. These are all customizable 
depending on the tools you currently use and are here as examples only. 

 

Healthcare & Clinics 

AI Employee Role Department 
Recommended 
Tool 

What It Does 

Appointment 
Scheduler 

Admin Calendly AI + Tidio 
Books, reschedules, and sends reminders for 
patient appointments 24/7 without front-desk 
staff. 

Patient FAQ Bot 
Customer 
Service Intercom Fin 

Answers insurance, hours, and referral 
questions instantly, deflecting 60-80% of 
routine calls. 

Medical 
Transcriptionist 

Operations 
Otter.ai / Nuance 
DAX 

Transcribes provider notes and visit 
summaries in real time, cutting documentation 
time in half. 
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Review Manager Marketing BirdEye 
Monitors and responds to Google and 
Healthgrades reviews, protecting clinic 
reputation automatically. 

Billing Assistant Finance 
Kareo + 
QuickBooks AI 

Auto-generates invoices, flags unpaid claims, 
and reconciles insurance payments. 

 

Restaurants & Food Service 

AI Employee Role Department 
Recommended 
Tool 

What It Does 

Reservation & Waitlist 
Bot 

Admin 
OpenTable AI / 
Yelp Guest 
Manager 

Manages bookings, cancellations, and waitlist 
via text or web - no host required. 

Social Content 
Creator 

Marketing Canva AI + Buffer 
Generates daily food photos, specials posts, 
and story content on a scheduled calendar. 

Inventory Forecaster Operations 
MarketMan + 
ChatGPT 

Predicts ingredient usage based on bookings 
and history, reducing food waste and over-
ordering. 

Review Responder 
Customer 
Service 

Birdeye / Podium 
Automatically responds to Yelp, Google, and 
TripAdvisor reviews with brand-appropriate 
replies. 

Staff Scheduler HR Homebase AI 
Builds weekly shift schedules based on 
projected covers, staff availability, and labour 
budget. 

 

Real Estate 

AI Employee Role Department 
Recommended 
Tool 

What It Does 

Lead Qualifier Sales 
Structurely / Roof 
AI 

Engages and qualifies inbound buyer and 
seller leads via SMS or chat, 24/7, before 
agent handoff. 

Listing Copywriter Marketing ChatGPT / Jasper 
Drafts MLS descriptions, social captions, and 
email campaigns for new listings in seconds. 

CRM Follow-Up Agent Sales 
HubSpot AI 
Sequences 

Sends timed follow-up emails and texts to 
nurture leads through long buying cycles 
automatically. 

Document 
Summarizer 

Operations Claude / ChatGPT 
Reviews and summarizes contracts, 
disclosure forms, and offer packages for quick 
agent review. 

Market Report Creator Marketing 
Canva AI + 
ChatGPT 

Produces monthly neighbourhood market 
reports for client newsletters without manual 
research. 

 

Beauty & Personal Care 

AI Employee Role Department 
Recommended 
Tool 

What It Does 

Online Booking Bot Admin Fresha / Vagaro AI 
Accepts bookings, sends confirmations, and 
handles rescheduling around the clock. 
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Rebooking & 
Retention Agent 

Sales Podium AI 
Texts clients automatically when they are 
overdue for a rebook, recovering lost revenue 
passively. 

Social Media Manager Marketing Later AI / Planly 
Schedules Instagram reels, before/afters, and 
promotional posts with AI-generated captions. 

Loyalty & Promo 
Sender 

Marketing Mailchimp AI 
Sends personalized birthday offers, slow-day 
promotions, and referral campaigns 
automatically. 

Review Collector 
Customer 
Service Birdeye / NiceJob 

Sends post-appointment review requests via 
SMS, growing Google and Yelp ratings on 
autopilot. 

 

Construction & Trades 

AI Employee Role Department 
Recommended 
Tool 

What It Does 

Estimate Assistant Sales 
Houzz Pro + 
ChatGPT 

Drafts project quotes and scope summaries 
from client notes, speeding up the proposal 
process. 

Lead Response Bot Sales Tidio / Lindy AI 
Instantly responds to website inquiries and 
form fills 24/7, capturing leads before 
competitors. 

Job Site Scheduler Operations Buildertrend + AI 
Coordinates subcontractor schedules, 
material deliveries, and inspection timelines 
automatically. 

Invoice & Payment 
Agent 

Finance 
QuickBooks AI / 
FreshBooks 

Generates progress invoices, sends payment 
reminders, and tracks outstanding 
receivables. 

Safety Doc Generator Operations Claude / ChatGPT 
Creates job hazard analyses, toolbox talk 
scripts, and safety compliance reports on 
demand. 

 

Retail & E-Commerce 

AI Employee Role Department 
Recommended 
Tool 

What It Does 

AI Shopping 
Assistant 

Customer 
Service 

Tidio Lyro / Gorgias 
AI 

Answers product questions, tracks orders, 
and processes returns via chat without human 
agents. 

Abandoned Cart 
Recoverer 

Sales Klaviyo AI 
Sends personalized email and SMS 
sequences to recover abandoned carts 
automatically. 

Inventory & Reorder 
Agent 

Operations 
Brightpearl / Cin7 
AI 

Monitors stock levels and triggers purchase 
orders when inventory hits reorder thresholds. 

Product Description 
Writer 

Marketing Jasper / Copy.ai 
Bulk-generates SEO-optimized product 
descriptions and ad copy from basic specs. 

Pricing Optimizer Finance Prisync / Wiser 
Monitors competitor pricing and suggests 
dynamic price adjustments to protect margin 
and volume. 
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Education & Tutoring 

AI Employee Role Department 
Recommended 
Tool 

What It Does 

Student Inquiry Bot 
Customer 
Service 

ManyChat / 
Intercom 

Answers admissions questions, course 
details, and enrollment steps instantly on 
website or social. 

Content & Curriculum 
Creator 

Operations Claude / Canva AI 
Drafts lesson plans, quiz questions, slide 
decks, and course outlines in minutes. 

Email Campaign 
Manager 

Marketing Mailchimp AI 
Sends enrollment nurture sequences, course 
reminders, and re-engagement campaigns 
automatically. 

Grading & Feedback 
Assistant 

Operations 
ChatGPT + Google 
Forms 

Reviews written assignments and provides 
structured feedback based on a defined 
rubric. 

Social Media Manager Marketing Buffer + ChatGPT 
Creates and schedules educational tips, 
student spotlights, and program highlight 
content. 

 

Professional Services (Legal, Accounting, Consulting) 

AI Employee Role Department 
Recommended 
Tool 

What It Does 

Client Intake Agent Admin 
Typeform + Zapier 
AI 

Collects new client information, conflict 
checks, and matter details via automated 
intake forms. 

Document Drafter Operations Claude / Harvey AI 
Drafts engagement letters, NDAs, standard 
agreements, and first-pass research memos 
quickly. 

Meeting Summarizer Admin Otter.ai / Fireflies.ai 
Transcribes client meetings, extracts action 
items, and emails summaries automatically 
after calls. 

Lead Nurture Emailer Sales HubSpot AI 
Sends personalized follow-up sequences to 
prospects after consultations or event 
interactions. 

Invoice & AR Manager Finance 
FreshBooks AI / 
Xero 

Sends invoices, chases overdue payments, 
and generates monthly billing reports 
automatically. 

 

Fitness & Wellness 

AI Employee Role Department 
Recommended 
Tool 

What It Does 

Membership Bot Sales 
Mindbody AI / 
Vagaro 

Handles trial sign-ups, membership upgrades, 
and class pack purchases via chat or SMS. 

Class Booking 
Scheduler 

Admin 
Acuity Scheduling 
AI 

Books classes, manages waitlists, and sends 
pre-class reminders without front desk 
involvement. 

Retention & Win-Back 
Agent 

Sales Klaviyo AI 
Identifies at-risk members and triggers 
personalized win-back offers before they 
cancel. 
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Content Creator Marketing Canva AI + Later 
Produces workout tips, transformation posts, 
and challenge content across Instagram and 
TikTok. 

Wellness Coach Bot 
Customer 
Service 

ChatGPT + 
Typeform 

Delivers personalized wellness suggestions 
and answers questions between sessions. 

 

Hospitality & Tourism 

AI Employee Role Department 
Recommended 
Tool 

What It Does 

Guest Messaging Bot 
Customer 
Service Akia / Whistle 

Handles pre-arrival questions, check-in 
instructions, local recommendations, and late 
checkout requests. 

Review Response 
Agent 

Customer 
Service Revinate / Birdeye 

Responds to TripAdvisor, Google, and 
Booking.com reviews in brand voice within 
minutes. 

Revenue Manager Finance 
PriceLabs / Beyond 
Pricing 

Adjusts nightly rates dynamically based on 
demand, seasonality, and competitor pricing. 

Email Marketing 
Agent 

Marketing Mailchimp AI 
Sends post-stay follow-ups, loyalty offers, and 
seasonal promotions to past guests 
automatically. 

Social Content 
Creator 

Marketing Canva AI + Buffer 
Schedules destination photos, guest 
experience highlights, and local event 
content. 

 

Automotive Services 

AI Employee Role Department 
Recommended 
Tool 

What It Does 

Service Booking Bot Admin Podium AI / Tidio 
Schedules oil changes, repairs, and 
inspections via SMS or website chat around 
the clock. 

Service Reminder 
Agent 

Sales 
DealerSocket AI / 
Mailchimp 

Sends automated recall alerts, maintenance 
reminders, and seasonal service offers by 
SMS or email. 

Estimate Generator Sales 
ChatGPT + Mitchell 
RepairCenter 

Produces plain-English repair estimates from 
technician notes for customer-facing 
communication. 

Review Builder 
Customer 
Service NiceJob / Birdeye 

Requests Google reviews via SMS at pickup, 
building shop reputation passively. 

Social Ad Creator Marketing AdCreative.ai 
Generates promotional ad graphics and copy 
for Facebook and Instagram campaigns 
automatically. 

 

Agriculture & Food Production 

AI Employee Role Department 
Recommended 
Tool 

What It Does 

Crop & Yield 
Forecaster 

Operations 
Granular / aWhere 
+ AI 

Analyzes weather, soil, and market data to 
forecast yields and optimize planting 
decisions. 
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Supply Chain 
Coordinator 

Operations 
Zapier AI + Google 
Sheets 

Manages supplier communications, purchase 
orders, and delivery scheduling automatically. 

Grant & Program 
Finder 

Finance Claude / ChatGPT 
Researches government grants, subsidies, 
and funding programs relevant to the 
operation. 

Market & Price 
Monitor 

Finance 
Agri-Price AI / 
ChatGPT 

Tracks commodity prices, identifies optimal 
selling windows, and generates price alerts. 

Compliance Doc 
Writer 

Operations Claude 
Drafts food safety plans, HACCP 
documentation, and regulatory submissions 
on demand. 

 

Manufacturing & Fabrication 

AI Employee Role Department 
Recommended 
Tool 

What It Does 

Predictive 
Maintenance Agent 

Operations 
IBM Maximo / 
Azure AI 

Monitors equipment sensors and flags 
maintenance needs before breakdowns 
occur. 

Inventory & 
Procurement Bot 

Operations Fishbowl + AI 
Tracks materials inventory, triggers purchase 
orders, and manages supplier lead times 
automatically. 

Quality Control 
Assistant 

Operations 
Landing AI / 
Cognex 

Uses computer vision to inspect products on 
the line and flag defects in real time. 

Quote & Proposal 
Generator 

Sales 
ChatGPT + CPQ 
software 

Produces detailed customer quotes from job 
specs and material costs in minutes. 

Compliance Reporter Operations Claude / ChatGPT 
Generates ISO, OSHA, and environmental 
compliance reports from operational data. 

 

IT & Tech Services 

AI Employee Role Department 
Recommended 
Tool 

What It Does 

IT Help Desk Bot 
Customer 
Service 

Intercom Fin / 
Freshdesk AI 

Resolves Tier 1 support tickets, resets 
passwords, and escalates complex issues 
automatically. 

Lead Research Agent Sales Apollo.io / Clay 
Identifies target accounts, enriches contact 
data, and personalizes outreach sequences at 
scale. 

Code Review 
Assistant 

Operations 
GitHub Copilot / 
Claude 

Reviews pull requests, flags bugs, and 
suggests improvements to accelerate 
development cycles. 

Proposal & SOW 
Writer 

Sales Claude / Jasper 
Drafts scopes of work, project proposals, and 
technical RFP responses from client briefs. 

Cyber Threat Monitor Operations 
Darktrace / 
CrowdStrike AI 

Monitors network traffic for anomalies and 
automatically isolates threats before they 
spread. 

 

Financial Services & Insurance 
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AI Employee Role Department 
Recommended 
Tool 

What It Does 

Client Onboarding 
Agent 

Admin 
Typeform + Zapier 
AI 

Guides new clients through KYC 
documentation, forms, and account setup 
without advisor time. 

Lead Qualifier & 
Scorer 

Sales 
Salesforce Einstein 
/ HubSpot AI 

Scores inbound leads by financial profile and 
urgency, prioritizing advisor follow-up. 

Financial Report 
Generator 

Finance Claude / Tableau AI 
Produces client portfolio summaries, 
performance reports, and market commentary 
drafts. 

Compliance Doc 
Reviewer 

Operations Harvey AI / Claude 
Reviews disclosures, contracts, and 
regulatory filings for completeness and 
compliance gaps. 

Claims Processing 
Bot 

Operations 
Lemonade AI / 
Gradient AI 

Handles routine insurance claims intake, 
documentation requests, and status updates 
automatically. 

 

Creative & Marketing Agencies 

AI Employee Role Department 
Recommended 
Tool 

What It Does 

Content Factory 
Agent 

Marketing Jasper / Claude 
Produces blog posts, ad copy, email 
campaigns, and social content at scale from 
briefs. 

SEO Research Agent Marketing 
Semrush AI / 
Ahrefs 

Identifies keyword opportunities, audits client 
sites, and drafts SEO content briefs 
automatically. 

Client Reporting Bot Admin AgencyAnalytics AI 
Auto-generates white-label performance 
reports and sends them to clients on a 
schedule. 

Ad Creative Generator Marketing 
AdCreative.ai / 
Canva AI 

Produces high-converting ad graphics and 
copy variants for A/B testing across channels. 

Project Intake & 
Briefer 

Admin 
Typeform + Notion 
AI 

Collects new project requirements via smart 
forms and auto-populates project briefs in 
Notion. 

 

Logistics & Delivery 

AI Employee Role Department 
Recommended 
Tool 

What It Does 

Route Optimizer Operations 
OptimoRoute / 
Circuit AI 

Plans the most efficient daily delivery routes, 
reducing fuel costs and drive time 
automatically. 

Customer Tracking 
Bot 

Customer 
Service Shipbob AI / Tidio 

Provides real-time delivery updates and ETAs 
to customers via SMS or chat without human 
agents. 

Fleet Maintenance 
Agent 

Operations Fleetio AI 
Tracks vehicle health, schedules preventive 
maintenance, and logs compliance records. 

Invoice & Freight 
Billing 

Finance 
QuickBooks AI / 
Axle 

Generates freight invoices, reconciles carrier 
charges, and flags billing discrepancies. 
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Dispatch Scheduler Operations Onfleet / Zapier AI 
Assigns deliveries to available drivers based 
on capacity, location, and priority 
automatically. 

 

Non-Profit & Community Organizations 

AI Employee Role Department 
Recommended 
Tool 

What It Does 

Donor Engagement 
Agent 

Marketing 
Bloomerang AI / 
Mailchimp 

Sends personalized thank-you messages, 
renewal appeals, and impact updates to 
donors automatically. 

Grant Research & 
Writing Agent 

Finance 
Claude / 
Instrumentl 

Researches relevant grants, drafts 
applications, and tracks deadlines across 
multiple funders. 

Volunteer Coordinator 
Bot 

HR 
VolunteerHub + 
Zapier AI 

Matches volunteers to opportunities, sends 
shift reminders, and tracks hours 
automatically. 

Event Promotion 
Agent 

Marketing 
Mailchimp AI + 
Buffer 

Creates and schedules event promotion 
content across email and social media 
channels. 

Community FAQ Bot 
Customer 
Service Tidio / ManyChat 

Answers program, eligibility, and service 
questions on the website and social channels 
24/7. 

 

Home Services (Cleaning, Landscaping, etc.) 

AI Employee Role Department 
Recommended 
Tool 

What It Does 

Instant Quote Bot Sales 
Jobber AI / 
ServiceTitan 

Provides instant ballpark quotes via website 
chat and captures lead details for follow-up. 

Job Scheduler Operations 
Jobber / Housecall 
Pro AI 

Books recurring jobs, sends crew schedules, 
and manages last-minute cancellations 
automatically. 

Invoice & Payment 
Agent 

Finance Jobber + Stripe AI 
Sends invoices at job completion, collects 
payment, and follows up on outstanding 
balances. 

Review Request 
Agent 

Customer 
Service 

NiceJob / Podium 
Sends review requests by SMS within hours 
of job completion to capture 5-star reviews. 

Rebooking & Upsell 
Agent 

Sales 
Mailchimp AI + 
Jobber 

Re-engages past customers with seasonal 
service reminders and add-on upsell offers. 

 

Wholesale & Distribution 

AI Employee Role Department 
Recommended 
Tool 

What It Does 

Order Processing Bot Operations 
Ordoro / 
TradeGecko AI 

Processes incoming orders, allocates 
inventory, and generates pick/pack/ship 
instructions. 

Customer Portal Bot 
Customer 
Service Intercom Fin / Tidio 

Answers order status, returns, and product 
availability questions from wholesale buyers 
24/7. 



AI Employees for Small Business  |  AI 4 Business ai-4business.ca 

© 2026 AI 4 Business. For client use only. Page 9 

Demand Forecasting 
Agent 

Operations 
Inventory Planner / 
Netstock 

Forecasts demand by SKU using sales 
history, seasonality, and market trends 
automatically. 

AR & Collections 
Agent 

Finance 
Chaser / 
QuickBooks AI 

Chases overdue invoices via automated email 
and SMS sequences, escalating persistent 
non-payers. 

Supplier 
Communication Agent 

Operations Zapier AI + Gmail 
Sends and tracks purchase orders, delivery 
confirmations, and supply chain updates 
automatically. 

 


