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Abstract: The advent of Artificial Intelligence (AI) 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. 
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I.      INTRODUCTION 

In recent years, the integration of Artificial Intelligence (AI) into education has become increasingly prevalent. One such innovation 

in AI is ChatGPT (Generative Pre-trained Transformer), a language model developed by OpenAI 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. 

 

II.      LITERATURE SURVEY 

The use of AI-powered chatbots in education is a relatively new concept, but it has gained traction in recent years. 

Table I : Literature Survey 

Sr. 

No. 

Year Author(s) Paper Title Main Findings 

1 2021 Xu, L., Li, Y., Li, 

Y., & Jiang, Y. 

The Effectiveness of Using Chatbot to 

Provide Personalized Academic 

Advice for College Students: An 

Empirical Study 

Chatbot-based personalized academic advice was 

effective in improving students' academic 

performance and engagement with academic 

resources. 

2 2021 Wang, X., Chen, 

Y., Zhang, W., & 

Ma, L.  

Chatbot-based college counseling 

service: the impact on psychological 

well-being and perceived accessibility 

Chatbot-based counseling service was effective in 

providing emotional support to students and 

increasing the accessibility of counseling services. 
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3 2021 Yoo, J., Jung, Y., 

& Lee, S. 

Evaluation of a Chatbot-Based 

Academic Counseling Service: A 

Randomized Controlled Trial 

Chatbot-based academic counseling service was 

effective in providing accurate advice to high school 

students. 

4 2021 Kim, J., Kwon, Y., 

Kim, S., & Lee, J.  

Automatic FAQ Answering System for 

University Websites Using Chatbot 

Technology  

Chatbot-based automatic FAQ answering systems 

were effective in reducing the workload of 

administrative staff. 

5 2021 Chen, S., Zheng, 

S., Xie, J., Wang, 

H., & Chen, W.  

Chatbot empowered education: An 

artificial intelligence-powered chatbot 

in K-12 education 

Chatbot-based administrative tasks automation was 

effective in streamlining administrative tasks, 

allowing teachers to focus more on teaching and 

improving the quality of education. 

6 2020 Liu, Z., Tian, Y., 

Zhang, X., Wang, 

X., & Li, J. 

Applying Chatbot to Student Record 

Management in Higher Education 

Chatbot-based student record management was 

effective in accurately identifying and classifying 

student information, reducing the workload of 

administrative staff. 

 

III.      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 

 
Fig 1. Circular for Holiday 
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2) Office order 

 
Fig 2. Office Order 

 

3) Hr Policy Preparation 

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

 
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 

c) Click on GPT for Sheet and Doc 

d) Click on Install 

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

 
Fig 6. Set API Key 

f) Write your query in Custom prompt 

 
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 

 
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  

 
Fig 9. Staff Database 

 

Query =GPT_EXTRACT('Staff Data'!B4:D8,'Staff Data'!C5:C8) 

 
Fig 9. Apply GPT_EXTRACT query 

 

C. ChatGPT with Email 

1) Add as extension to browser 

 
Fig 10. Add chatGPT extension for Gmail 
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2) Write required subject 

 
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: 

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

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

preparation. 

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

 Consistency: ChatGPT can ensure consistency in the language and tone used in administrative documents, which can enhance 

the overall professional image of the organization. 

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

administrative work. 

 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: 

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

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

information. 

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

 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. 

 

IV.      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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