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Abstract: The advent of Artificial Intelligence (Al) has brought significant advancements in various fields, and the education
sector is no exception. Chatbots, specifically those powered by Generative Pre-trained Transformer 3 (GPT-3) technologies, have
revolutionized educational administration in recent years. This paper presents a case study analysis along with benefits and
limitations of ChatGPT in educational administration. The case study analysis focuses on the implementation of ChatGPT in
educational institutions for administrative work. The study highlights the advantages of using ChatGPT, such as improving
accessibility, efficiency, and accuracy in administrative tasks, enhancing staff engagement and performance, and reducing the
workload of administrative staff. The findings of this study can inform future research and provide insights for educational
institutions planning to adopt ChatGPT in their administrative processes.

Keywords: ChatGPT, educational administration, case study analysis, benefits, limitations, staff engagement, staff performance,
administrative staff

L. INTRODUCTION
In recent years, the integration of Artificial Intelligence (Al) into education has become increasingly prevalent. One such innovation
in Al is ChatGPT (Generative Pre-trained Transformer), a language model developed by OpenAl that uses machine learning
algorithms to generate human-like text. ChatGPT has shown promising potential in revolutionizing educational administration by
enhancing communication between students, faculty, and administrative staff, as well as streamlining administrative processes.
The purpose of this research paper is to analyze the impact of ChatGPT on educational administration or any administrative sector
through a case study analysis. This research paper explores the feasibility and effectiveness of using ChatGPT, a large language
model, for the preparation of circulars, office orders, HR policies, translations, or other administrative work.
This paper begins with an overview of ChatGPT technology and its potential applications in the field of education. The literature
review highlights recent research studies that have explored the benefits of ChatGPT in administrative settings. The paper then
provides a detailed case study analysis of the implementation of ChatGPT in an educational institute, examining the benefits and
challenges faced during the implementation process. The case study will be followed by a discussion of the findings and their
implications for educational administration. The paper will conclude by outlining the potential future applications of ChatGPT in the
field of human resource management and its implications for enhancing faculty or staff administrative efficiency.

1. LITERATURE SURVEY
The use of Al-powered chatbots in education is a relatively new concept, but it has gained traction in recent years.
Table I : Literature Survey

Sr. | Year Author(s) Paper Title Main Findings
No.

1 2021 | Xu, L., Li, Y., Li, | The Effectiveness of Using Chatbot to | Chatbot-based personalized academic advice was

Y., &Jiang, Y. Provide Personalized Academic effective  in  improving students' academic
Advice for College Students: An performance and engagement with academic
Empirical Study resources.
2 2021 | Wang, X., Chen, | Chatbot-based college counseling Chatbot-based counseling service was effective in
Y., Zhang, W., & | service: the impact on psychological providing emotional support to students and
Ma, L. well-being and perceived accessibility | increasing the accessibility of counseling services.
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3 2021 | Yoo, J., Jung, Y., | Evaluation of a Chatbot-Based Chatbot-based academic counseling service was
& Lee, S. Academic Counseling Service: A effective in providing accurate advice to high school
Randomized Controlled Trial students.
4 2021 | Kim, J., Kwon, Y., | Automatic FAQ Answering System for | Chatbot-based automatic FAQ answering systems
Kim, S., & Lee, J. | University Websites Using Chatbot were effective in reducing the workload of
Technology administrative staff.
5 2021 | Chen, S., Zheng, | Chatbot empowered education: An Chatbot-based administrative tasks automation was
S., Xie, J., Wang, | artificial intelligence-powered chatbot | effective in streamlining administrative tasks,
H., & Chen, W. in K-12 education allowing teachers to focus more on teaching and
improving the quality of education.
6 2020 | Liu, Z., Tian, Y., | Applying Chatbot to Student Record Chatbot-based student record management was
Zhang, X., Wang, | Management in Higher Education effective in accurately identifying and classifying
X., & Li, J. student information, reducing the workload of
administrative staff.

CASE STUDY : CHATGPT IN ADMINISTRATIVE WORK

The case study approach is used to conduct the analysis. The case study involved the implementation of ChatGPT in an educational
institution's academic administration and student record management systems. Data was collected through interviews with
administrative staff and students, analysis of system logs, and surveys. The data collected was analyzed using qualitative methods to
identify themes and patterns.
Some of the case studies are given, how ChatGPT can be used to enhance administrative task and save time

A. Use of chatGPT in Administrative Work
While using chatGPT formation of query is very important task to get proper and expected output, some of the examples are given

below:
1) Circular

make a official circular on "holiday on 7th April 2023 on the occasion of Good Friday” in
college.

Official Circular

Date: April 5th, 2023

Subject: Holiday on Tth April 2023 on the occasion of Good Friday

It is hereby informed to all the faculty members, staff, and students of the college that a

holiday has been declared on 7th April 2023, on the occasion of Good Friday.

The college will remain closed on Tth April 2023, and all academic and non-academic
activities scheduled for that day will be rescheduled. The college will reopen on the next

working day as per the regular schedule.

Fig 1. Circular for Holiday
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2) Office order

make a office order on "administrative audit will be take on 30th April 2023" in college

Office Order

Date: April 6th, 2023
Subject: Administrative Audit in College

It is hereby informed to all the faculty members, staff, and students of the college that an
administrative audit will be conducted on 30th April 2023. The audit will be performed to
review the administrative processes and procedures of the college and identify areas for

improvement.

The audit will cover all departments, including academic and non-academic areas, and will

evaluate compliance with statutory and regulatory requirements, financial management,

procurement, and human resource management practices.

Fig 2. Office Order

3) Hr Policy Preparation

H points to required for preparing HR policy for Technical institute as per AICTE & SPPU

Preparing an HR policy for a technical institute as per the regulations of AICTE (All India
Council for Technical Education) and SPPU (Savitribai Phule Pune University) can be a

complex task, but here are some points that may help you get started:

1. Recruitment process: Define the process of recruitment, including the job descriptions,
selection criteria, and the hiring process for various positions within the institute.

2. Performance evaluation: Establish a system to evaluate the performance of employees,
including the frequency of evaluations and criteria for measuring performance.

3. Compensation and benefits: Establish a system for determining employee compensation
and benefits, including salary structures, leave policies, retirement benefits, and
insurance plans.

4, Employee code of conduct: Define a code of conduct for employees that outlines
expectations for behavior, professional ethics, and appropriate use of technology and
other resources.

5. Grievance redressal: Establish g evetem for handlina ariayanees raised by employees,
‘% Regenerate response

including a clear process for ref igation, and resolution.

Fig 3. HR policy preparation
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4) Text Translation using ChatGPT

E "HHAIY Hociiel dPR YU dpR UeTd FaIoH bl e, Wa:d A1 UG 6% SHIRI
IR U 3UTNT & Yehdld. g bR US! & ebaRi JUEH dlg] dsbR g bl Ul
UrEuft anctl. 1. a4 R033-%3 <1 UiE ol YAl HelfduIerdid Ulci d sHaraigh Fafed dacilal
WWWW "translate in english.

"The complaint box has been installed for employees for the purpose of raising any
grievances they may have. Employees can use this complaint box with their names kept
confidential. Additionally, the complaint box is opened every Friday to check if any
grievances have been received. In the first semester of the academic year 2022-23, no

complaints have been received from parents or employees affiliated with the college.”

(Mote: This is a direct translation from Marathi to English. The accuracy may be affected by

contextual and linguistic differences between the two languages.)

Fig 4. Text Translation using ChatGPT

B. ChatGPT can be integrate with other Google Services
1) Chat GPT for Google Docs
Steps:
a) Open Google Docs in your browser and make sure you are signed in to your Google account.
b) Go to Extension
¢) Click on GPT for Sheet and Doc
d) Click on Install

a v & e @ [%] h -~ B share
File Edit View Insert Format Teols Extensions Help
v ¢ & A § 100% ~  Nomalte 5 Addons U A i & A B
= 1 . Apps Serlpt i ) & = 7
= 55 GPT for Sheets™ and Docs™ . inalall
] @
Laurch
Chat GPT for docs and sheets i
Sel AP| key -
Clear AP| key
9
Advantages: Get started
Limitations:
See examples
Video tutorials
! ] froubleshaoting 3
-

Fig 5. Add chatGPT extension in Google Doc
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e) Set APl Key

a o & & @ = h ~ B3 Share
File Edit W“iew Insert Format Tools Extensions Help
s o2 & A T 1wk - Mormalte; S+ Addons L 1 o R
ST .=.-. iy \'_ e W Apps Script e A e - T
— e —"
— © o @ 4 T 0K - = e : e
y = GPT lar Sheets™ and Docs Launch
Set APl key
Clear APl key
ket Get started
Lor bah,
See examples
Video tutorials
Troubleshooting
Advantages:
Provide feedback
Fig 6. Set API Key
f)  Write your query in Custom prompt
a o & & N B Ok~ 2, Share
e Caw www Insert Format Tools  Extensions  Hedp
o ¢ & A T 100% - | Mormaltext = | Times —im]+ 8 1 ¥ A & = [ F ~ =
R S e e L & - Select action: English ~
= NOTICE Wdrits eustam pramert -
miaka a notica through the administratar of
- To: All Staft Members the instiaute to the staff membars for
sube appraisal form l 20 may 2023
This is tor inform you that the institute's annaeal apprasal process is underway. and it is =
1 mandatory for all statf members 1o submit their apprarsal forms by 30 May 2023 in the 1 Use selection or document as context (0
- adrmin office o
4 [ e I
%) The appraisal form is an essentia’ tonl to evaluate your performance and idenfify areas for -
= improvement. it also helpE us to provide constructive feedback and plan yeur professicnal Inzert sottings =
devalopmant.
Set behavior -~
Please ensure that you complete your appraisal form accuratety and submit it wathin the
given deadline. Failure 1odo o may kead 1o a delay in your appraisal process, and it may Cusborn betsvio hd
alect your Career growth within the insttute.
We appreciate your cooperation and look forward to recenang your completed appraisal
tarms
£ Thank you
- Opentl Settings ~
i) Adminestrator Some teatures are free while stll in beta,

Fig 7. Query in custom prompt

2) ChatGPT for Google Sheet
Steps

a) Open Google Sheets in your browser and make sure you are signed in to your Google account.

b) Click on Launch & Enable Function Option

E Untitled spreadsheast < &
File Edit Wiew Insert Format Data Tools Extensions Help
6 & B % 1Wo% -~ | $ =% 0. 09 ws B Addons
= Macros
Bd at
= = 2 Apps Sernipt
2 ¥ AppSheet

B3 GPT for Sheets™ and Docs ™

Sheetl -

& Share

5 k-

1*

¥
8
2

Launch & Enable functions

Setup guide

Manage cache
Replace GPT formulas with walues in selection

Replace GPT formulas with values in entire sheet

Import data to Google Sheets 4

Fig 8. Add chatGPT extension in Google Sheet
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c) Different Options will be given GPT, GPT_LIST, GPT_FILL,GPT_TABLE, GPT_Extract ect.
d) Lets apply GPT_EXTRACT query on staff database to extract Email

aDemD fr m o 0D B - % Share
File Edit Wiew Insert Format Data Tools Extensions Help
5 ¢ & F 00% - $ % 4 00 23| Defaul, = [w |+ | B T A & R T
G2
= G
Z
_ | Staff Data |
Staff Name Email Contact no
ABC abei@zmail.com 123456
s PUT putiEd @mail.com 2345607
FGI fojiel email.com 236789
b ERT ert(@ gmail com 125678
=
Fig 9. Staff Database
Query =GPT_EXTRACT('Staff Data'!B4:D8,'Staff Data'!C5:C8)
Enemo W me D EFH (- & Share
File Eclit Wiew Interl Format Data  Tools  Extensions Help
5 o B g Wom | F % o8 00 @ Tmeal ~ | -8B+ B I 3 A & H Ex k-l A~
B3 = lf =oPT_EXTRACTY ,'Etaf T Duta'(C5:C8)
Sr No Email
2 1 abefiigmail.com
4 2 puti@gmail com
3 Ty amail.com
4 erti@ gmail.com
+ — Statf Data = Summery = + ]
Fig 9. Apply GPT_EXTRACT query
C. ChatGPT with Email
1) Add as extension to browser
= chrome web store
Home »* Extensions » Open Al ChatGPT for Gmall
l\ﬂ Open Al ChatGPT for Gmail
. +r Y W Wi W 57 D Productivity | 10,000+ users
Overview Privacy practices Reviews Support Related

Fig 10. Add chatGPT extension for Gmail

4452
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2) Write required subject

M ChatGPT For Gmail ®

netly enter what oo you want to emal ‘a5 Mew Message

write email to faculty for esking personal data like email contact no,gualificetion, experience,se Acc iy

higrs Attendad (with certificstes)

b @ ®&B G 7 2]

Fig 11. Write query in ChatGPT extension in Gmail

a) Benefits of using ChatGPT

Using ChatGPT for preparing circulars, office orders, and other administrative work can offer several benefits, including:

e Time-saving: ChatGPT can generate text quickly and accurately, which can save time in preparing administrative documents.

o Efficiency: Using ChatGPT can increase the efficiency of administrative work by automating the process of document
preparation.

e Accuracy: ChatGPT has been trained on a large dataset of text, which can improve the accuracy of the generated text.

e Consistency: ChatGPT can ensure consistency in the language and tone used in administrative documents, which can enhance
the overall professional image of the organization.

e Accessibility: ChatGPT can be accessed from anywhere with an internet connection, which can improve the accessibility of
administrative work.

o Flexibility: ChatGPT can generate text in various languages, which can provide flexibility in preparing administrative
documents for multilingual organizations.

b) Limitations And Challenges

Despite the potential benefits of using ChatGPT for administrative work, there are also some limitations and challenges that need to

be considered. These include:

e ChatGPT may generate biased text based on the dataset it has been trained on.

e Security: The use of ChatGPT for administrative work may raise security concerns, as the generated text may contain sensitive
information.

e Quality control: The generated text may require manual review to ensure that it meets the quality standards of the organization.

e Legal implications: The use of ChatGPT for administrative work may raise legal implications related to the accuracy and
authenticity of the generated text.

Is chatGPT effect on administrative jobs?

While ChatGPT can automate routine administrative tasks and improve administrative efficiency, there are certain tasks where

human expertise and judgment are still required. Here are some ways that administrative staff can stay one step ahead of ChatGPT:

» Complex problem-solving: Administrative staff can use their expertise and judgment to solve complex problems that require a
deep understanding of the institutional context, policies, and regulations.

» Personalized Communication: While ChatGPT can provide quick responses to common queries, administrative staff can offer
personalized communication that takes into account the specific needs and circumstances of individual students, faculty, or staff.

» Human touch: Administrative staff can offer a human touch that ChatGPT cannot provide, such as empathy, emotional support,
and social connections. This is particularly important in areas such as student counseling, academic advising, or career services.
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» Creativity and innovation: Administrative staff can bring creativity and innovation to their work, such as developing new
policies, procedures, or services that improve the institutional effectiveness and responsiveness.

» Continuous learning: Administrative staff can continuously learn and update their skills and knowledge to stay up-to-date with
the latest technologies, policies, and regulations. This can enhance their ability to work collaboratively with ChatGPT and
integrate it into existing administrative processes.

V. CONCLUSION
In conclusion, the use of ChatGPT for preparing circulars, office orders, and other administrative work can offer several benefits,
including time-saving, efficiency, accuracy, consistency, cost-saving, accessibility, and flexibility. However, it is important to
consider the limitations and challenges, such as security, quality control, and legal implications. Organizations should evaluate the
potential benefits and risks of using ChatGPT and develop appropriate guidelines and protocols for its use in administrative work.
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