Google Productivity
for Administrators and Administrative Assistants

Leverage Google Workspace and Sowash John Sowash

VENTURES - .
Gemini to reclaim time - your . Congertscnion e teacher, former principal, author,

O Partner Google trainer
most precious commodity!
Morning (9:00am-12:00pm) Afternoon (1:00-3:00pm)
Google Workspace for Google Gemini for
Professionals Professionals
e 3solutions to help you manage your e Use the Gemini app for content
inbox creation
e Creating and managing calendars e Create custom Gems for repetitive
e Leveraging Google Gemini to improve tasks
productivity e Use NotebookLM to create a personal
e Managing documents in Google Drive knowledge base
e Creating and sharing documents in e Explore how Gemini can enhance
Google Drive your daily productivity
e Converting MS Office files into Drive e Understand the ethical boundaries of
documents. Al usage
e Using Add-ons to automate common
tasks
oF
Monday, June 8,2026, 9:00am-3:00pm Scan to
register by

Hancock County Educational Service Center | yay 1, 2026
7746 County Road 140, Findlay OH 45840

OF

$150 per participant (Hancock, Putnam, Allen, Western Buckeye ESC members)
$200 per participant for all others
Registration at https://bit.ly/GoogleHCESC by Friday, May 1, 2026

In-person offering, lunch is on your own, all participants should bring a device

* Hancock County Educational Service Center
V@

Meeting student needs through cooperative efforts



https://bit.ly/GoogleHCESC

