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Advanced Skills Admins Need to Excel in Today’s Workplace
It’s no secret that admins are taking on new roles in today’s office. Here are some of the skills needed to excel in the workplace today, according to the Education & Professional Development Department of the International Association of Administrative Professionals (IAAP). 

· Project manager

· Software trainer (especially for execs and new hires)

· Software adaptor (adapting software to particular company needs)

· Web site maintainer (updater) 

· Negotiator (with clients and vendors)

· Online purchaser

· Reviewer/evaluator of furniture and technology equipment (includes phone systems, copiers, and more—purchasing and leasing)

· Coordinator of mass mailings (includes dealing with the printer and determining the most cost-efficient method)

· Storing and retrieval of information, along with interconnecting its significance (could be e-info, tapes, videos, paper, etc.—multi-formats)

· Scheduler and maintainer of calendars for self and others (mostly done electronically; also includes scheduling facilities)

· Meeting planner (includes negotiating hotel contracts, scheduling catering, preparing for cyber- and video-conferencing)

· Travel planner (includes online research, booking, tracking, preparing the traveler, securing needed info such as maps, phone numbers, alternatives, emergency numbers)

· Desktop publisher (brochures, flyers, annual reports, and other things that are sent directly and electronically to the printer, Web design and postings)

· Team leader dealing with virtual members (from other facilities, traveling execs, or with outside business partners)

 What new positions will open for secretaries/administrative professionals in the future?
· Telecommuting (by administrative assistants and managers) 
· Home-based administrative services businesses 
· Training for administrative support staff (on-site and through local colleges) 
· Information management on the Internet (becoming a "Web Master") 
· Personal computer troubleshooter 
· Creating customized software manuals for organizations, particular to department and/or industry needs 
· Secretarial/clerical recruiter for temporary/permanent placement agencies 
· Newsletter editor (compile and summarize information on particular areas of interest) 
· Multimedia librarian/coordinator/information abstractor 
· Video and/or Web conferencing coordinator (scheduling, site preparation, equipment procurement, host conferencing, on-site at business or off-site) 
· Technology coordinator/facilities management (maintenance scheduling, tracking/backing up databases, installing new hardware/software 
· Graphics/desktop publishing coordinator 
· Support services consultant 
   www.iaap-hq.org
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	BOARD MEETING
	PROFESSIONAL DEVELOPMENT MEETING
	TOPIC
	SPEAKER

	Sept. 2/09
	Sept. 16/09
	Commitment to the Peak Energy Challenge
	Dr. Helen Cox

	Oct. 7/09
	Oct. 21/09
	IAAP Community Website
	Jayne Clark and Beulah Sinclair

	Nov. 4/09
	Nov. 18 – Member Recruitment Night (Formerly Impact Meeting)
	Risk Management – Identity/Electronic Theft
	Cst. Travis Evenson (Lethbridge Regional Police)

	Dec. 2/09
	Dec. 16/09
	Coping with Life’s Events
	Mary Shillington

	Jan. 6/10
	Jan. 20/10
	Fundraising
	Kim Taylor

	Feb. 3/10
	Feb. 17/10
	What Skills an Executive Wants when Hiring an

Admin Assistant
	Carolyn Clark and Elaine Conrad

	Mar. 3/10
	Mar. 17/10
	Gossip in the Workplace
	WC Hellawell Consulting Services Inc. 

	Apr. 7/10
	Apr. 14/10 Prep night for Spring Seminar

Apr. 20/10 Spring Seminar
	Control Your Day – Work Smarter Not Harder
	Rosita Hall

	May 5/10
	May 19/10
	Minute Taking
	Mary-Lyn Beattie, Fiona Allan, Susan Connolly

	
	May 26-29, 2010 CDC Regina, SK
	
	

	June 2/10
	June 16/10 Annual General Meeting and Elections
	Team Building - Wasn’t That Fun! * change of topic
	John Thompson, encore

	Sept. 1/10
	Sept. 15/10
	Conference Planning * change of topic
	Gillian Nish




IAAPeople: JOANNE CHATTERTON



I was married at 22 years of age and my husband and I started our family not long after that. I was blessed to be able to be a stay-at-home mom for our two daughters. Over the years I took in babysitting to contribute to the family income, but missed the company of adults to talk to during the day. 

In 2004 I decided that I'd like to pursue part-time work and found a job as a housekeeper in a small hotel in Lethbridge. Eventually I found myself working at the front desk. While learning to work with computers and enjoying day-to-day customer service, I found my mind thinking, "Hey! I should go college and do something to build on this." In the fall of 2008, that is exactly what I did. 

I am currently in my second year of the Office Administration Diploma Program at Lethbridge College and I can see the light at the end of the tunnel to graduation.  It's been a struggle to juggle the needs of my family and home with homework and full-time school.  I am so proud of myself for going to school for the first time at the age of 38 and pleased that I've done as well as I have. My husband and daughters are proud of me too and that just makes all the struggle and sacrifice worth it. 
I was diagnosed with a rare eye disease in the summer of 2008 and though it's made some things a struggle, overall I've been able to compensate with my flawed eyesight and find a way to succeed in my studies.  While it hasn't been easy and I've thought of giving up many times, I've stuck with it and persevered.  I appreciate my instructors at Lethbridge College for their support and encouragement.

During my first year of school, I was made aware of IAAP through Carolyn Clark, my instructor at school. I was intrigued and wanted to attend a meeting to see what it was about. Well, attending that first night struck a chord and I've been a member for over a year now. Many times I'll attend a meeting and be tired or discouraged about my day, but by the time I go home I feel refreshed and positive about things again.  I appreciate the friends I've made through my membership in the IAAP and the knowledge I've gained has enriched my studies and work.  One of the highlights of my membership has been the honour of being chosen as a recipient of the Lethbridge Chapter IAAP Scholarship for the 2008-2009 year.  I am looking forward to my graduation in April of 2010 and the opportunities that await.








                                                                                                                                         




DO YOU REMEMBER WHEN..


This member joined IAAP:





MARY W.


FEB. 1988 – 22 YEARS





Congratulations!!!








What Skills an Executive wants when hiring an Admin Assistant


Carolyn Clark and Elaine Conrad, Lethbridge College





President – Sheila Finlay�(sheila@familyties.ca)�Vice President – Rosie Roth�Treasurer – Fiona Allan�Secretary – Susan Connolly�Bylaws & Standing Rules – Mary-Lyn Beattie�Membership – Petrina Hobbs�(� HYPERLINK "mailto:dpaah@telus.net" �dpaah@telus.net�)


Ways & Means – Tanya Purdy-Fischer�Facilities – Tanya Purdy-Fischer�CPS Education – Sheila Hollihan�Newsletter – vacant


Publicity – Carmen Hellawell�Historian – Mary Wood�





www.iaaplethbridge.com
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PRESIDENT’S MESSAGE





I was absolutely astounded at the response and attendance at January’s PD meeting. Thank you all for making the evening such a success. 





The information generated from the table discussions has given the board at lot of information to process about fundraising for the Chapter’s future. Some of it is already in place for the Spring Seminar. I hope you will continue to be involved as we move the Chapter into the future. 





I’m looking forward to February’s presentation, which will provide us with a look into the future of Admin. Professionals.























IAAP ANNUAL DUES (payable in U.S. funds)


Professional Dues


International - $83.00 * International dues increased effective January 1, 2010, 


Division - $15.00


Chapter - $40.00


One time processing fee $15.00


Registration and renewals can be paid on-line through IAAPs Web Community.











Elaine Conrad – Profile


Education, Work, and Volunteer Experience – Office Administration


Education:


B.Ed. (major in Business Education) University of Lethbridge – 1991


M.A. (specialization in Human Resource Management) City University, Seattle, Washington – 2007


Work Experience:


Taught in the Horizon School Division 1991-1992


Instructor in Office Administration, Business Administration, and Professional Golf Management programs 1992 - present


Volunteer Experience (Current)


Member of International Association of Administrative Professionals – Lethbridge Chapter


Treasurer for the Alberta Business Education Association











Chapter Corner


LETHBRIDGE CHAPTER MVP CRITERIA


1. Did you enroll for Member of Excellence?


2. How many PD meetings did you attend?


3. How many times did you volunteer at PD meetings?


4. Did you join a committee?


5. Did you contact and confirm a prospective speaker


    for a PD meeting?


6. Did you submit articles to the newsletter? How many?


7. Did you pay membership dues on time?








      Contact Us�To submit an article to the newsletter or to voice any questions, concerns, or suggestions, please contact:�Sheila Finlay, President


� HYPERLINK "mailto:Sheila@familyties.ca" �sheila@familyties.ca�











“Walking on Sunshine”





Carolyn Clark – Profile


Volunteer, Educational and Work Experience – Office Administration


Education:


B.Ed. (major in Business Education) University of Lethbridge – 1984


M.Ed. University of Lethbridge – 1997


Work Experience:


Started working at Lethbridge College in 1984.  


From 1984 – 1992 instructor and program coordinator the Secretarial Refresher, Office Computer Skills and Computerized Accounting program offered through Continuing Education.


Instructor in Office and Business Administration for 1992 – 1995


Chairperson for Business and Office Administration from July 1995 – December 1998


Instructor and Program Leader from January 1999 to the present.


Volunteer Experience (Current)


Member of International Association of Administrative Professionals – Lethbridge Chapter


Membership Chair for the Alberta Business Education Association


Active member of Lethbridge Rotary Sunrise – Membership Chair


Faculty Advisor for the Office Administration Club – Lethbridge College


Member of the Abreast of ‘bridge Dragon Boat team – have paddled with the team for 11 years














�





Feb - send spring seminar posters and registration


Mar –present MVP award for free registration to CDC


        - send nomination information to members


        - annual chapter survey


Apr – spring seminar


        - submit to WCD applications for Newsletter, Programs and Membership                        awards


        - prepare annual chapter report for CDC


May – prepare for CDC


June – elections





Monthly – newsletter


         - volunteers for PD meetings	





As you can see, we still have a busy schedule ahead of us. If there is anything you’d like to try on your own or assist with, contact any board member or committee chair. Even the smallest contribution is of great value.





The Spring Seminar committee will need several volunteers for the day of the seminar to assist with registrations, door prizes and more. Your offer of help is guaranteed to make the day more enjoyable for you.





Thanks to all who have given so much to the Chapter’s success thus far.


Sheila








Meetings and Programming





CDC – REGINA





MAY 26-30, 2010





Lethbridge Chapter members are going to be chauffeured via mini van to Regina. Conference details to follow shortly.











MARK YOUR CALENDARS !!





Chapter of Excellence 2008-2009





� EMBED MSPhotoEd.3  ���





The MVP prize, awarded to the most successful Chapter member, is FREE REGISTRATION to CDC 2009-10 in Regina.





Estimated Value: $250!!
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