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I S S U E 

From the Presidentôs Pen 
by Sherry Wittenberg, CAP 

Dear Members and Readers, 
 
.ŜƎƛƴƴƛƴƎ ŀ ƴŜǿ ȅŜŀǊ ƛǎ ŜȄŎƛǘƛƴƎ ŀƴŘ ŜȄƘƛƭŀǊŀǘƛƴƎ ŀƴŘΣ ȅŜǎΣ ŀ ƭƛǘǘƭŜ ƛƴǘƛƳƛŘŀǘƛƴƎΦ .ǳǘ ƛƴ ƭƛƴŜ ǿƛǘƘ ǘƘƛǎ ȅŜŀǊΩǎ LƴǘŜǊƴŀǘƛƻƴŀƭ 
ǘƘŜƳŜ άtŀǎǎƛƻƴ ŀƴŘ tǳǊǇƻǎŜέΣ /ƭƛŦǘƻƴ /ƻǊǊƛŘƻǊ /ƘŀǇǘŜǊ ǇǊƻƳƛǎŜǎ ǘƻ ƻŦŦŜǊ ŀ ȅŜŀǊ ƻŦ ƎǊƻǿǘƘ ŀƴŘ ƻǇǇƻǊǘǳƴƛǘȅ ŦƻǊ ŀƭƭ ǘƘƻǎŜ 
interested in participating in Chapter activities.  
 
Thanks to our very pro-active Programs Chair, Karen Griffith, we have an outstanding program line up for our year of 
Passion and Purpose.  
 
Lƴ !ǳƎǳǎǘΣ WƻƘƴ ²ƛƭǎƻƴΣ tƘ5 ǿƛƭƭ ōŜ ǾƛǎƛǘƛƴƎ ŦǊƻƳ 9ƳƻǊȅΩǎ ƻǿƴ CŀŎǳƭǘȅ {ǘŀŦŦ !ǎǎƛǎǘŀƴŎŜ tǊƻƎǊŀƳΦ Iƛǎ ǘƻǇƛŎ ǿƛƭƭ ŎƻǾŜǊ 
ά{ǳǊǾƛǾƛƴƎ ŀƴŘ ¢ƘǊƛǾƛƴƎ ŘǳǊƛƴƎ ¢ƛƳŜǎ ƻŦ /ƘŀƴƎŜ ŀƴŘ ¢ǊŀƴǎƛǘƛƻƴΦέ 9ǾŜǊȅƻƴŜ Ƙŀǎ ǘƛƳŜǎ ƛƴ ǘƘŜƛǊ ƭƛǾŜǎ ǿƘŜƴ ǘƘƛƴƎǎ ǎŜŜƳ 
overwhelming and out of control. Why not be prepared for them? Learn the skills to survive and thrive when times are 
tough.   
 
The August Chapter meeting will be held on Thursday, August 19th. Please see the our website for more information on 
time, location and registration. 
 
{ŜǇǘŜƳōŜǊΩǎ ƳŜŜǘƛƴƎ ƛǎ ŀƭƭ ŀōƻǳǘ ά¦ǎƛƴƎ {ƻŎƛŀƭ aŜŘƛŀ ǘƻ !ŘǾŀƴŎŜ ¸ƻǳǊ /ŀǊŜŜǊΦέ hǳǊ ƎǳŜǎǘ ǿƛƭƭ ōŜ !ƴƧŀƴŜǘǘŜ WƻƘƴǎƻƴ 
from OfficeTeam and Accountemps. All information regarding this event will be posted on the website.   
 
Additional upcoming meeting topics for this year will cover Protocol, Web Conferencing, Diversity, and financial plan-
ning.   
 
We would love to hear from you, our members! 
Please feel free to share any ideas or accomplish-
ments, professionally and/or personally, with us. We 
would also love to spotlight you in one of the upcom-
ing newsletters. Highlight your accomplishments to 
others by contacting our Public Relations Committee 
Chair, Karen Griffith!     
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Chapter Meetings 
3rd Thursday of each month 
from 5:30-7:30pm.  

 

Goizueta Business School 
1300 Clifton Rd NE Room 500 

Atlanta, GA 30322-1059 

 

See website for directions, 

guest speakers and special 

events! 

 

 

 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Free Articles  for  

Administrative Assistants 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Sherry Wittenberg, IAAP-CCC 
President and Michele Cullom 
passed the Certified Adminis-
trative Professional (CAP) 
exam! 

Administrative Assistant Tips 
Looking for office management advice? These seven administrative assistant tips will help office managers and administrators 
be at the top of their game. 
 
Without an effectively functioning team of administrative assistants, your office would grind to a standstill and key employees 
could find themselves unable to do their jobs. With so much riding on their role in the workplace, administrative assistants can 
use all the help they can get . . . like these tips to help them succeed from their first day on the job. 
 

Administrative Assistant Tip #1: Know Your Business 
It's virtually impossible for administrative assistants to be successful in the workplace unless they know the company inside 
and out. Knowledge of key personnel and office routines is a given, but a thorough understanding of the company's mission 
and the industry itself are also prerequisites. 
 

Administrative Assistant Tip #2: Plan Your Workspace 
A cluttered workspace is an invitation for chaos and disaster. An orderly and well-designed workspace, on the other hand, can 
make your job a lot easier. A minimal amount of photos and personal adornments are okay ς as long as they don't interfere 
with your ability to work. Determine which resources you use most regularly and design your workspace accordingly. 
 

Administrative Assistant Tip #3: Be Respectful 
It's no secret that administrative assistants are often placed in difficult situations. When things turn stressful, the assistants 
are bear the brunt of workplace frustrations. Yet no matter how difficult and stressful the work environment becomes, it's 
important to maintain a respectful attitude toward your coworkers and supervisors. Instead of allowing the situation to get 
the best of you, use the opportunity to demonstrate your ability to perform under pressure. 
 

Administrative Assistant Tip #4: Take Initiative 
One of the easiest ways to make your mark as an administrative assistant is to anticipate your supervisor's needs before he 
does. For example, if your supervisor is scheduled to attend an out of town conference next month, take the initiative and 
make travel arrangements before he requests it. Your initiative will not only make the office run more smoothly, but also cre-
ate the potential for increased responsibilities in the future. 
 

Administrative Assistant Tip #5: Network 
Networking is just as important for administrative assistants as it is for executives. Through internal networking, you can forge 
relationships within the company that are beneficial for doing your job and helping your department achieve its goals. Like-
wise, external networking with vendors and clients goes a long way toward maintaining clear lines of communication and nur-
turing relationships that are crucial to the company's success. 
 

Administrative Assistant Tip #6: Dress for Success 
Appearance matters, even for administrative assistants. Although you may not have the resources of a top-level executive, 
you can still dress in a manner that exudes confidence and professionalism. Keep in mind that the way you dress is more than 
a reflection on the company and your supervisor ς it's also a reflection on yourself and it can have significant consequences 
when it comes to advancement. 
 

Administrative Assistant Tip #7: Pursue Continuing Education 
Most companies provide a continuing education benefit for their employees. Take advantage of continuing education as a tool 
for improving your skills as an administrative assistant and to create opportunities for promotion in the future. 

CPS/CAP Exam Tips 
Here are some financial terms you might see on the CAP Exam and are found in study materials for the CPS/CAP exam.  Defi-
nitions below adapted from http://www.investopedia.com/, http://www.adminprotoday.com/, and Prentice-Hall CPS/CAP 
review materials. 
 
PP&E: Property, Plant and Equipment. Is a term used in accounting for assets (land, buildings, large machinery) that cannot 
be easily liquidated (turned into cash). The value of the asset is depreciated over its estimated life. This item is listed sepa-
rately in most financial statements and can be found on the balance sheet and cash flow.   
 
Depreciation: The loss in value of goods over time, which may be deducted from income. It is also an allocation of the cost of 
a tangible asset in relation to it's useful life.  The expense can be found on the Income statement as well as the cash flow for 
many companies. A common type of depreciation is Straight-line depreciation. 
 
Straight-line Basis: This is the simplest method of computing depreciation (or amortization).  The computation is as follows: 
Asset's cost minus its expected salvage divided by the number of years it is expected to be used (useful life). 
 
For example, Company X purchases a piece of equipment for $100,000 and it's useful life is estimated at 10 years. The com-
pany will expense (depreciate the asset) $10,000 each year for 10 years.  The expense will be matched with the income that 
the equipment generates each year. 

http://www.iaap-ccc.org
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http://www.gaebler.com/Administrative-Assistant-Tips.htm##
http://www.gaebler.com/Administrative-Assistant-Tips.htm##
http://www.investopedia.com/
http://www.adminprotoday.com/


 
 

 

 

 

MEMBER  

ANNIVERSARIES 
Pamela Best      
3 years 
 
Kathy Cobb  
1 year 
 

Traci Cobbs-Palmer  
1 year 
 
La Sheree Mayfield      
1 year 
 
Starlyss McSlade      

1 year 
 
Helen Starks      
1 year 
 
Sherry Wittenberg, CAP      
2 years 

 
 
 

IAAPτHQ is now on Facebook! 
Be a fan now! 
 
 

OfficePro  

MAGAZINE 
 
OfficePro has its own website, 
especially for IAAP members. 
Check it out today. Join in the 

discussion, give opinions and 
discuss OfficePro articles. 

 
 
 

 

 

IAAP LOGO 

SHOP 

 
Purchase shirts, ties, coffee 
mugs, grocery tote bags, etc. The 
ŘŜǎƛƎƴǎ ŀǊŜ ƭƛƪŜ ƴƻǘƘƛƴƎ ȅƻǳΩǾŜ 

ǎŜŜƴ ŦǊƻƳ L!!t ōŜŦƻǊŜΣ ŀƴŘ ǿŜΩǊŜ 
ǎǳǊŜ ȅƻǳΩǊŜ ƎƻƛƴƎ ǘƻ ƭƛƪŜ ǘƘŜƳΦ 
Click here to visit the IAAP Logo 
ShopΣ ŀƴŘ ǿƘƛƭŜ ȅƻǳΩǊŜ ǘƘŜǊŜΣ ōŜ 
sure to check out the Avery 
binders that you can customize 
for your next meeting. 

The 5 Percent Trick: Finding Passion and Purpose in Life 
By Albert of UrbanMonk.net 
 
IŀǾŜ ȅƻǳ ŜǾŜǊ ǎŀǘ Řƻǿƴ ŀƴŘ ǘƘƻǳƎƘǘΣ ά²Ƙŀǘ ƛǎ Ƴȅ ǇǳǊǇƻǎŜ ƛƴ ƭƛŦŜΚ ²Ƙŀǘ ƛǎ Ƴȅ ǇŀǎǎƛƻƴΚ ²ƘŜǊŜ Řƻ L Ǝƻ ŦǊƻƳ ƘŜǊŜΚέ ¢ƘŜǎŜ ŀǊŜ ǎƻƳŜ of the most common questions we 
have all struggled with. And I am not in a position to answer it ς all I can offer in this article is an opinion, slightly different from the typical response. 
 

Are Your Goals Yours? 
This statement is everywhere, and yet it is ignored so often that it bears repeating: Your purpose is your own. No one can cramp ǘƘŜƳǎŜƭǾŜǎ ƛƴǘƻ ŀƴƻǘƘŜǊ ǇŜǊǎƻƴΩǎ ŘŜŦƛƴƛπ
tion of happiness and success and, well, expect to be happy and successful. The difficulties arise at this point, because of our ƴŀǘǳǊŀƭ ǊŜŀŎǘƛƻƴǎΥ άhŦ ŎƻǳǊǎŜ L ŀƳ ǇǳǊǎǳƛƴƎ 
Ƴȅ ƻǿƴ ǇŀǎǎƛƻƴΗέ .ǳǘ ŀǊŜ ǿŜΚ ²ƘŜǊŜ Řƻ ƻǳǊ ƛŘŜŀǎ ƻŦ ǎǳŎŎŜǎǎ ŎƻƳŜ ŦǊƻƳΚ hǳǊ ǇŀǊŜƴǘǎΣ ƻǊ ǘƘŜ ƳŜŘƛŀΣ ǇŜǊƘŀǇǎΦ aŀȅōŜ ǎƻŎƛŜǘȅ ƛƴ ƎŜneral. Be rich; be handsome; be beauti-
ful; be famous. Are these really your goals? Where did they really come from? Can you be absolutely sure that these things will ƳŀƪŜ ȅƻǳ ƘŀǇǇȅΚ LΩƳ ƴƻǘ ǎŀȅƛƴƎ ȅŜǎ ƻǊ ƴƻΣ 
LΩƳ Ƨǳǎǘ ŀǎƪƛƴƎΦ Lǘ ƛǎ ǇƻǎǎƛōƭŜ ǘƘŀǘ ǘƘŜǎŜ ǘƘƛƴƎǎ ǘǊǳƭȅ Řƻ ƳŀƪŜ ȅƻǳ ƘŀǇǇȅΦ 
 

The Internal Goal 
But why do I mention happiness and success in the same breath? The true goal behind what we pursue is often internal ς and most of the time, this internal goal is simply 
ǘƻ ōŜ ƘŀǇǇȅΦ LŦ ȅƻǳ ŘƻƴΩǘ ōŜƭƛŜǾŜ ƳŜΣ ǘǊȅ ǎƻƳŜǘƘƛƴƎ ǎƛƳǇƭŜΥ [ƻƻƪ ŀǘ ŀ ŎǳǊǊŜƴǘ ŜȄǘŜǊƴŀƭ Ǝƻŀƭ ȅƻǳ ƘŀǾŜΣ ŀƴŘ ǘƘŜƴ ōŜƎƛƴ ǘƻ ǘǊŀŎŜ it down. For example: You want a new job. 
Ask yourself why. Perhaps a higher salary, or to get away from a nasty employer? What then? An easier work environment or more free time. What then? What will you 
ƘŀǾŜΚ !ƴŘ ǎƛƳǇƭȅ ǊŜǇŜŀǘ ǘƘƛǎ ǇǊƻŎŜǎǎ ǳƴǘƛƭ ȅƻǳ ŎŀƴΩǘ ƎŜǘ ŀƴȅ ƳƻǊŜ ŀƴǎǿŜǊǎΦ !ƭƳƻǎǘ ŀƭǿŀȅǎΣ ȅƻǳ ǿƛƭƭ ŦƛƴŘ ǘƘŀǘ ǿƘŀǘ ȅƻǳ ŀǊŜ ƭŜŦt with is an internal goal. One of my favorite 
stories ς you might have heard it before. There was a big city businessman who once went on holiday to a faraway beach. One day he walked past a local fisherman who 
ǿŀǎ ƭŀȊƛƴƎ ŀǊƻǳƴŘΣ ǿƛǘƘ Ƙƛǎ ŦƛǎƘƛƴƎ ǊƻŘ ƛƴ ǘƘŜ ǿŀǘŜǊΣ ŜƴƧƻȅƛƴƎ ǘƘŜ ǎǳƴ ŀƴŘ ŀ ōŜŜǊΦ ¢ƘŜ Ŏƛǘȅ ƳŀƴΩǎ ƳƛƴŘ ǿŜƴǘ ǘƻ ǿƻǊƪ ƛƳƳŜŘƛŀǘŜly. The fishing spot was a gold mine, and a 
ǎŜǊƛƻǳǎ ŦƛǎƘƛƴƎ ōǳǎƛƴŜǎǎ ǿƻǳƭŘ ǘƘǊƛǾŜ ƛƴ ǘƘŜ ŀǊŜŀΦ ά²Ƙȅ ŀǊŜ ȅƻǳ ǎƻ ǎǘǳǇƛŘΚέ ƘŜ ŀǎƪŜŘ ǘƘŜ ŦƛǎƘŜǊƳŀƴΦ άDŜǘ ǎƻƳŜ ōƻŀǘǎΣ ƘƛǊŜ ǎƻƳe extra hands, and in a few years you will 
turn your little shop into a million-ŘƻƭƭŀǊ ōǳǎƛƴŜǎǎΗέ ¢ƘŜ ƭƻŎŀƭ Ƴŀƴ ŀǎƪŜŘ ƘƛƳΦ ά!ƴŘ ǿƘŀǘ ǿƻǳƭŘ ȅƻǳ Řƻ ƻƴŎŜ ȅƻǳ ƘŀǾŜ ŀ Ƴƛƭƭƛƻƴ ŘƻƭƭŀǊǎΚέ ¢ƘŜ Ŏƛǘȅ Ƴŀƴ ǎǘŀǊŜŘ ōŀŎƪ ōƭŀƴƪƭȅΦ 
ά²ƘȅΣ L ǿƻǳƭŘ ƘŀǾŜ ǎƻ ƳǳŎƘ ŦǊŜŜ ǘƛƳŜ L ŎƻǳƭŘ ǎƛǘ ŀǊƻǳƴŘ ƛƴ ǘƘŜ ǎǳƴ ŀƭƭ Řŀȅ ŀƴŘ ŘǊƛƴƪ ōŜŜǊΗέ !ƎŀƛƴΣ ǘƘƛǎ ƛŘŜŀ ƳƛƎƘǘ ǎŜŜƳ ǎƻ ōŀsic ǘƘŀǘ ƛǘ ŘƻŜǎƴΩǘ ƴŜŜŘ ǊŜǇŜŀǘƛƴƎΦ !ƴŘ ȅŜǘ ƛǘ ƛǎ 
resisted by many people as a knee-jerk reaction. I remember a speaker at a seminar once, who simply stated that one can be happy even if they are financially poor. That 
statement was met with a lot of sarcastic comments from the audience. And yet is it really so hard to believe? 
 
A basic level of material resources are needed, yes. But beyond that, it really makes no difference. So why do we resist it or even feel the urge to attack such a statement? 
What does it challenge inside us? If one honestly tries to answer these questions, the answers can be revealing. 
 

Turning Our Goals Around 
And then what? Once we see our internal goals, try one thing. Turn the goals around ς achieve the internal goals first. And if, after that, you still want the external goal, 
ȅƻǳΩƭƭ ŦƛƴŘ ƛǘ ǘƘŀǘ ƳǳŎƘ ŜŀǎƛŜǊΦ 5ƻ ŀƴȅ ƻŦ ǘƘŜǎŜ ǎƻǳƴŘ ŦŀƳƛƭƛŀǊΚ hƴŎŜ L ƘŀǾŜ ƳƻƴŜȅΣ LΩƭƭ ōŜ ƛƴŘŜǇŜƴŘŜƴǘΦ hƴŎŜ L ŦƛƴŘ ŀ ƭƻǾŜǊΣ L ǿƛƭƭ ƘŀǾŜ ƘƛƎƘŜǊ ǎŜƭŦ-esteem. Once my spouse 
quits drinking so much, I will be happy. Does the opposite not seem more logical? Develop your self-esteem first, and potential lovers will find you more attractive. Grow 
your independence and you will find it easier to make money. And perhaps if you are happier, your mate will not see the need to drink as much. This road becomes easier 
to tread when we realize that internal goals are always achievable if we put in the time and effort. External goals can be subject to limitations that cannot be overcome, 
no matter how hard we try. It would be almost impossible for a sickly fifty year old to become a professional boxer, for instancŜΦ .ǳǘ ƛŦ ǘƘŜ ƳŀƴΩǎ ǘǊǳŜΣ ƛƴǘŜǊƴŀƭΣ Ǝƻŀƭ ǿŀǎ 
to build confidence, it does not matter how frail or old he is ς ƛǘ ƛǎ ŀƭǿŀȅǎ ǇƻǎǎƛōƭŜΦ CƻǊ ǘƘƻǎŜ ǿƘƻ ŘƻƴΩǘ ƘŀǾŜ ŀƴ ŜȄǘŜǊƴŀƭ ǇǳǊpose in mind, try seeking out an internal goal. 
Look to become happier, for instance, and as you begin to take steps, you might find that an external goal begins to reveal itself. 
 

The Impermanency of Purpose 
This becomes more important when we realize outer purposes are ultimately impermanent. Our external purpose changes to reflect our inner. Purposes are not perma-
nent. Nothing is. Stop looking for something to do for the rest of your life ς it might be possible to find something that lasts forever; but most likely it will simply change in 
accordance with your internal state and needs.  
 
When I was younger, I put all my energies and time into the sport of boxing, even sacrificing work and study opportunities for my obsession. Boxing was a strange choice 
ŦƻǊ ƳŜΣ ōŜŎŀǳǎŜ L ŘƛŘƴΩǘ ƘŀǾŜ ƳǳŎƘ ǘŀƭŜƴǘΣ ŀƴŘ L ǿŀǎ ǘƘŜ ǉǳƛŜǘΣ ƛƴǘǊƻǾŜǊǘŜŘ ǘȅǇŜΦ .ǳǘ ǿƘŜƴ L ǘƘƛƴƪ ōŀŎƪ ǘƻ ƛǘ ƴƻǿΣ ƛǘ ƳŀŘŜ Ŏƻmplete sense ς it was to fulfill an intense inner 
need. I had to become stronger, more confident. I needed a safe outlet for my anger and frustration. When I achieved those goals, my obsession with boxing just dropped 
away on its own. Deeply realizing that goals are impermanent will also contribute to our inner peace. Here is one to stimulate thought ς if you are seeking fulfillment 
through your external purpose, what happens when it comes to an end? It is certainly admirable to aim to be the best parent you can be, for example, but what will 
happen when one day your children become old enough to leave the house? When that happens, one can cling to the purpose, resist, and suffer. Or one can simply let it 
go, and continue in peace. 
 

The Need for Action 
Naturally, there is a time for planning and thinking, but there is also a time for action. Many people who are seeking or rethinking their life purpose stay stuck in the intro-
spection. Maybe they do this to avoid taking risks, for fear of leaving their comfort zone, to avoid disapproval, or any other fear. And in doing so, they remain stuck in a 
rut.  
 
Sometimes, the best way to find a purpose in life is to go out there and take actionΣ ŜǾŜƴ ƛŦ ǿŜ ŘƻƴΩǘ ƪƴƻǿ ǿƘŀǘ ǿŜ ŀǊŜ ŘƻƛƴƎΗ aȅ ŦŀǾƻǊƛǘŜ ǘƻƻƭ ŀǘ ǘƘƛǎ ǎǘŀƎŜ ƛǎ ǘƘŜ р҈ 
statement, created by Nathaniel Branden, who is widely considered to be the father of the self-esteem movement. It works by allowing you to take steps in small incre-
ments. Trying to change completely overnight, as some might suggest, often creates fear, uncertainty, and resistance. A 5% statement is split into 2 halves. Examples 
would be: If I were to be 5% more responsible today, I would ___________. If I were to be 5% less lazy today, I would __________ψΦ ¢ƘŜ ŦƛǊǎǘ ǇŀǊǘ ƻŦ ǘƘŜ ǎǘŀǘŜƳŜƴǘ ŘƻŜǎƴΩǘ 
have to change. But every morning when we wake up, we think of something that fills in blank, and then do it! As you can see, 5% is small and harmless enough to let us 
overcome our fears and procrastination. Being flexible enough to do different things everyday in pursuit of the same goal also keeps us from boredom and routine. Even 
better, it encourages us to think of new ideas to try (although we can simply do the same activity 5% more each time).  
 
You can use this for anything you plan to do ς begin a new exercise routine, reduce procrastination, improve your workflow, or even your personal relationships. And if 5% 
ǎŜŜƳǎ ǘƻƻ ƭƛǘǘƭŜΣ ŘƻƴΩǘ ǿƻǊǊȅ ς it builds up rather beautifully. Once momentum begins, sometimes the difficulty comes in stopping! 
 
Read more from Albert at UrbanMonk.Net, a practical personal development blog that has enhanced the lives of many readers, moving them into a life of joy, love and 
success, and out of suffering. 

http://www.facebook.com/iaaphq
http://officepro.iaap-hq.org/
http://www.zazzle.com/IAAPHQ
http://www.zazzle.com/IAAPHQ
http://www.facebook.com/iaaphq
http://www.urbanmonk.net/


Professional 

Cert if icat ion 
 
 

If you're looking for ways to help 
you get ahead in the workplace IAAP 
offers two professionals ratings for 
office professionals. The Certified 
Professional Secretary (CPS) and the 
Certified Administrative Professional 
(CAP) ratings are the industry recog-
nized standards of proficiency by 
p a s s i n g  t h e  e x a m s .  

 

You may also obtain college credit 
and, according the latest survey 
from OfficeTeam, get up to a 7% 
increase in salary.  

The CPS and CAP exams are based 
on the premise that an administra-
tive professional should have basic 
knowledge of office systems, tech-
nology, office administration, and 
management, and know how to 
apply the principles of good human 
relations and communications. 

Why wait? Do something for your-
self and your career today. 

 
Get certified!   

 
For more info see http://www.iaap-

hq.org/prodev/certification/
index.html.  

PO Box 1514 

Decatur, GA 30031 

 

www.iaap-ccc.org 

info@iaap-ccc.org 

Submission deadline is Sep-
tember 1, 2010. Please email  
us with events, articles, ideas, 
etc you would like to see in 

OctτNov 2010 newsletter.   

Upcoming Events from HQ, Georgia Division and other Chapters 
August 9, 2010         6pm     IAAP-Atlanta Healthcare Chapter     Chair-A-Cise 
       
August 10, 2010      Creating An Electronic Professional Portfolio Podcast 
 
August 15, 2010      Deadline for submitting application for CPS/CAP exam in November 
 
August 17, 2010 Simplify Your Workplace - Simplify Your Life Podcast  
 

August 17, 2010      6pm     IAAP-Dogwood Chapter      Meeting Etiquette 
 
August 19, 2010      6pm     IAAP-Municipal Employees Chapter     Turn Up the Heat 
 
August 19, 2010      IAAP-CCC Member of Excellence Challenge Begins 
Info will be given out at the IAAP-CCC August Chapter Meeting! 

 
August 24, 2010      How To Get Noticed At Work Podcast  
 
August 24, 2010       11:30am-1pm   IAAP-Heart of Peachtree Chapter  The Power of PowerPoint by Greg Creech 
 
August 31, 2010      More Time for You Podcast 
 

IAAP Pathways to Excellence Recognition Program 
by Sherry L. Wittenberg, CAP 
 
Iƻǿ Ƴŀƴȅ ƻŦ ȅƻǳ ŀǊŜ ŦŀƳƛƭƛŀǊ ǿƛǘƘ L!!tΩǎ tŀǘƘǿŀȅǎ ǘƻ 9ȄŎŜƭƭŜƴŎŜ wŜŎƻƎƴƛǘƛƻƴ tǊƻƎǊŀƳΚ 
 
The IAAP Pathways to Excellence Recognition Program is designed to raise your value as a career-minded administrative professional. 
The program has sets of criteria which must be met in order to achieve the following distinctions: Member of Excellence, Chapter of 
Excellence or Division of Excellence. For this segment, we will cover only the requirements for the Member of Excellence Award.   
 
In order to achieve the Member of Excellence award a member must attain a minimum of 8 of the following 11 criteria: 
  

Be a current CPS and/or CAP holder  

Download the Member of Excellence Commitment form; sign and date the form  

Actively participate in the IAAP web community forum discussions or write an article and have it published in an IAAP publication (chapter, division, or 

international level)  

Attend non-IAAP professional educational workshops, seminars or conference.  

Hold a degree, certificate or equivalent (a minimum of one year in length) from an accredited college or university or hold a Microsoft certification  

Pay membership dues on or before anniversary date * 

Serve as a chapter, division, or international officer, committee chair, or committee member; or serve as an RTF Trustee; or serve on a Student Chap-

ǘŜǊ ŀŘǾƛǎƻǊȅ ōƻŀǊŘ ƻǊ ǘƘŜ ǎŎƘƻƻƭΩǎ !ŘǾƛǎƻǊȅ .ƻŀǊŘ ŦƻǊ ǘƘŜ hŦŦƛŎŜ !ŘƳƛƴƛǎǘǊŀǘƛƻƴ tǊƻƎǊŀƳ  

Conduct a public presentation, program or training at least 60 minutes in length. (Note that the presentation does not need to qualify for recertifica-

tion points).  

Attend a minimum of eight (8) chapter, division or international sponsored meetings, programs or events (any combination) 

Recruit at least one new member  

Integrate IAAP membership and involvement into annual performance plan or review  

 
* Note that beginning in July 2010, members have one (1) mandatory requirement - #6 which requires members to pay their membership dues on or before 
their due date. Failure to achieve Criteria #6 ς regardless of how many other criteria are met ς will prevent the member from achieving the Member of Excel-
lence designation. 

 
A Member of Excellence will receive a certificate (first four years), Pathways to Excellence certificate cover, and Member of Excellence 
pin (the fifth year). 
 
aƻǎǘ ƻŦ ǳǎ ǿƘƻ ǇŀǊǘƛŎƛǇŀǘŜ ƛƴ ƻǳǊ /ƘŀǇǘŜǊΩǎ ƎǊƻǿǘƘ ŀƴŘ ŘŜǾŜƭƻǇƳŜƴǘ ŀƭǊŜŀŘȅ ƘŀǾŜ ŀǘ ƭŜŀǎǘ ѻ ƻŦ ǘƘŜǎŜ ǳƴŘŜǊ ƻǳǊ ōŜƭǘǎ όǿǊƛǘƛƴƎ newsletter 
articles, recruiting members, conducting programs or training sessions, attending meetings). Paying your dues on time and signing the 
ƳŜƳōŜǊ ƻŦ ŜȄŎŜƭƭŜƴŎŜ ŎƻƳƳƛǘƳŜƴǘ ŦƻǊƳ ŀǊŜ н ǉǳƛŎƪ ŀƴŘ Ŝŀǎȅ ǎǘŜǇǎ ǘƻǿŀǊŘ ŀǘǘŀƛƴƛƴƎ ǘƘƛǎ ƎƻŀƭΦ !ǘ ǘƘƛǎ ǇƻƛƴǘΣ ȅƻǳΩǊŜ ŀƭǊŜŀŘȅ ƻǾŜr halfway 
to obtaining the award. Next, get involved with a web discussion group, sit for the CPS/CAP exam, or integrate IAAP into your perfor-
mance review and your done!   
 
L ōŜƭƛŜǾŜ ǘƘŀǘ ǘƘƛǎ ŀǿŀǊŘ ƛǎ Ŝŀǎƛƭȅ ǿƛǘƘƛƴ ǘƘŜ ƎǊŀǎǇ ƻŦ ŜǾŜǊȅ ƳŜƳōŜǊ ƻŦ ǘƘŜ /ƭƛŦǘƻƴ /ƻǊǊƛŘƻǊ /ƘŀǇǘŜǊΗ  ²ŜΩǊŜ ŀ ƎǊƻǳǇ ƻŦ ƭƛŦŜ-long learners in 
pursuit of excellence. We do these things every day. Why not win an award for it? Make your commitment to Excellence today! 

 
 Most of the information presented in this article can be found on the IAAP website.  

http://www.iaap-hq.org/prodev/certification/index.html
http://www.iaap-hq.org/prodev/certification/index.html
http://www.iaap-hq.org/prodev/certification/index.html
mailto:PublicRelationsChair@iaap-ccc.org
http://www.iaap-georgia.org/IAAPHQ/GADivision/UploadedImages/Chapter%20Notices/Aug10/AHC_MeetingAug.ppt
http://community.iaap-hq.org/IAAPHQ/IAAPHQ/Resources/Podcasts/Default.aspx
http://community.iaap-hq.org/IAAPHQ/IAAPHQ/Resources/Podcasts/Default.aspx
http://www.iaap-georgia.org/IAAPHQ/GADivision/UploadedImages/Chapter%20Notices/Aug10/Dogwood_Chapter_Invite_Aug10.pdf
http://www.iaap-georgia.org/IAAPHQ/GADivision/UploadedImages/Chapter%20Notices/Aug10/MunicipalMeeting_Notice_August.pdf
http://community.iaap-hq.org/IAAPHQ/IAAPHQ/Resources/Podcasts/Default.aspx
http://www.iaap-georgia.org/IAAPHQ/GADivision/UploadedImages/Chapter%20Notices/August09/HOP_August_Meeting_2010.pdf
http://community.iaap-hq.org/IAAPHQ/IAAPHQ/Resources/Podcasts/Default.aspx
http://pathways.iaap-hq.org/IAAPHQ/Pathways/20102011PathwaysInfo/Default.aspx

