New Member Orientation - Script for Chapters
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Title Slide – Introduce speaker, etc.
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I am glad you were able to take the time today to attend this session, because I believe it will help you to better understand IAAP and how our association can assist you in your administrative career. Today I will be talking about the mission & core values of IAAP, and about the structure of the association. I will also include information on the various opportunities available to you as IAAP members. To begin, let’s take a look at the IAAP mission statement.
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IAAP’s mission statement is:  Enhancing the success of career-minded administrative professionals by providing opportunities for growth through education, community building and leadership development. It is our hope that as new members, you will get plugged in to these opportunities so you can experience all that the IAAP has to offer for career-minded administrative professionals. IAAP can assist you in growing as a leader, furthering your education, and developing your networking skills.
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The core values of IAAP are Integrity, Respect, Adaptability, Communication, and Commitment. 
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We demonstrate integrity, the cornerstone of our profession, through honesty, accountability, and high ethical standards. There is a “standards of integrity” statement which is available for download in IAAP’s International Document Library. To access the document, just login to the web community and click the Resources tab, then click search library, then enter the search term “standards of integrity.” 
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We create respect within our profession and association through listening, understanding and acknowledging member feedback. IAAP encourages feedback from our members, by conducting member surveys, encouraging members to participate in the web community eGroups, and through our feedback link which is available in the web community under the Member Resources tab. Your input is welcomed and valued, and we appreciate you taking the time to offer your feedback.
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We ensure the success of our association by embracing positive change and by nurturing diversity, creativity and visionary thinking. IAAP began a new project plan nearly three years ago, with a focus on the book “7 Measures of Success” published by the ASAE & the Center for Association Leadership, with forward by Jim Collins. The book focuses on research conducted among several associations and summarizes the characteristics that make an association great. The implementation of IAAP’s project plan focuses on building and maintaining these key measures of success within our association.
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We cultivate and maintain excellence by remaining approachable at all levels, communicating openly and building strong relationships. IAAP communicates to our members through the monthly Connections e-newsletter, the web community, and the eGroups and blogs. We also encourage members to communicate with us through the surveys and the online feedback link.
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We are steadfast in our goals to develop learning opportunities for career-minded administrative professionals and to strengthen efficiency and effectiveness. IAAP is committed to providing professional education resources and opportunities for our members.
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IAAP is governed by a board of directors, made up of 12 members who are elected each year at IAAP’s Education Forum & Annual Meeting, which goes by the acronym EFAM.  IAAP also has international committees, which are the Bylaws & Standing Rules Committee and the Committee on Nominations.  IAAP’s headquarters staff is also available to assist members and to perform the day to day functions of the association. 
IAAP has 6 districts which are broken down into geographical locations. These districts are:  the Great Lakes District, the Northeast District, the Northwest District, the Southeast District, the Southwest District, and the Canada District. Each of these districts oversees several divisions within its area. These divisions are made up of one state or province, or multiple states and provinces. For example, the Kansas Division is a one state division within the Southwest District, and the Arizona-Nevada-New Mexico Division is a multi-state division in the same district. Each division is made up of several chapters which operate within its geographic area. 
Members at Large are members who do not join a local chapter or division within their district, or who do not reside within one of the 6 established districts. Chapters at Large are IAAP chapters which operate in areas outside of IAAP’s 6 districts.  For example we have chapters at large in both South Africa and South Korea.
Affiliate associations are organized groups of administrative professionals who want to remain autonomous but wish to be affiliated with IAAP, and whose general purposes are in agreement with those of IAAP.
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IAAP has four different classifications of membership. 
· The Professional Member is one who is currently employed (or within the last two years) as an administrative professional or a holder of the CPS and/or CAP rating or an employed teacher of business education.
· The Associate member is an individual, firm or educational institution that sustains the objectives of IAAP. The Associate membership is usually a company-owned membership. With this type of membership, one contact person is assigned to hold the membership, and the membership can be transferred to another contact name, if the original contact leaves the company or no longer wishes to be the contact for the membership. 
· The Student Member is one who is currently enrolled in business education courses. The student membership can be utilized for a maximum of four years. Once the student membership has been held for four years, it must be transferred to become a professional membership.
· The Professional-Merited member is one who has been a Professional member for at least 5 years, has reached a certain age requirement, and has retired.
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IAAP members can select one of three levels of involvement.
· An Association Member at Large is a member who joins IAAP and receives all of the regular IAAP membership benefits such as the web community, the Office Pro magazine, the e-newsletters, and the member discounts, but does not belong to a local division or chapter.

· A Division Member at Large is a member who joins a local division. These members receive all of the IAAP benefits that the Association Member At Large receives, but they have the added benefit of receiving communications from the division, with information about activities & events within the division.

· IAAP Chapter Members are members who have joined both the division & chapter. This level of membership offers the regular benefits, division communications, and has the added benefit of local involvement with an IAAP chapter. These members have opportunities to attend meetings and events in their area on a regular basis.
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IAAP provides educational opportunities at the International level, at the Division level, and at the Chapter level. IAAP’s Education Forum & Annual Meeting or EFAM is one of the opportunities at the International level. 
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This year’s EFAM will be held in Montreal, Quebec July 24-27, 2011. I hope to see you all there! This meeting will provide opportunities to network with other members from around the world, and educational opportunities through keynote speakers and educational workshops. This year, one of our keynote speakers will be Clinton Kelly of TLC’s “What Not to Wear.” 

Some examples of the workshops that will be offered this year are “Secrets to Supporting Multiple Bosses,” “Outlook Tips & Tricks,” and “Power Phrases for Admins.” There is a Return on Investment document available on the IAAP website, which you can take to your employer, to show them the benefit of sending you to EFAM. For more information about the 2011 EFAM, and to find the return on investment document, login to the web community and click the Member Resources tab, then click Events, and then select the link for the Education Forum & Annual Meeting. 
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IAAP also offers education through attendance at our annual Spring & Fall Conferences. 
This year’s Fall Conference is scheduled October 9-12, 2011 in San Diego, CA.  
Next year’s Spring Conference in Las Vegas will provide another opportunity for educational training in March 2012. 
Please watch the events page for more details on these upcoming events.  For more information on either of these conferences, login to the web community, click the Member Resources tab, and click Events.
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IAAP offers educational opportunities at the division and chapter levels as well. The divisions have annual meetings which usually take place April through June. They also hold division leadership trainings August through October. Contact your division for details on their regional events. 
IAAP Chapters usually hold their meetings on a monthly basis, providing their members regular opportunities for education and networking throughout the year. IAAP Chapters also offer special educational events.
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IAAP also offers the OPTIONS training, which is a self study course with topics pertinent to all administrative professionals. For more information look under the Education & Events tab from the IAAP home page or contact our education department at education@iaap-hq.org.
As an IAAP member, you can also receive discounts on purchases of books and resources from our online bookstore. You can access seminars and podcasts in the IAAP web community as well.

For members interested in earning an Associate’s degree online, IAAP offers online courses through our partnership with Madison Area Technical College. For more information, visit www.iaap-hq.org and under the education & events tab, click admin training, and then click online college.
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Office Pro magazine is IAAP’s award-winning publication, which provides educational articles and information for office professionals. Members of IAAP receive seven issues of Office Pro each year. Our current Office Pro Issue for July 2011 contains articles such as “Gardening 101: Cultivating Relationships” and “Controlling your Privacy in the New Digital World” as well as information on Hot Products and news from IAAP headquarters. 
The Office Pro Express is a bi-weekly e-mail sent to all IAAP members. This is a mini-Office Pro which contains tips & trends related to the administrative profession.
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IAAP’s Certification program currently offers a professional certification which members can earn through IAAP. The CAP (Certified Administrative Professional) exam covers the following test areas: Office Systems & Technology, Office Administration, and Management. Holders of the CAP rating can also add an Organizational Management specialty to their designation by sitting for a second exam covering advanced organizational management. IAAP members receive a discounted rate on sitting for the CAP and Organizational Management Specialty exams. Some IAAP Chapters also offer study groups to assist their members with preparing for certification testing. You can find certification information under the certification tab on the IAAP home page (www.iaap-hq.org).  The certification application and the certification exam guide are both available there.  The deadline for submitting the application, in order to test in November, is August 15, 2011. The exam guide contains a bibliography for the study materials you can use to prepare for the exam.    For more information about getting certified please contact certification@iaap-hq.org.
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IAAP provides members with opportunities for community building through the web community eGroups & blogs, and through involvement at the chapter & division levels by participating in meetings and special projects. You can also develop your leadership skills through IAAP by serving in a leadership role for your chapter or division.
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Some of the chapter & division leadership positions are the offices of President, Secretary, and Treasurer. You can also serve on one of the chapter or division committees to develop your leadership skills. Getting involved in your IAAP chapter or division is highly recommended for career-minded administrative professionals who want to develop in the areas of education, leadership & networking. If you have questions on how to get involved, contact your chapter president or contact IAAP headquarters at membership@iaap-hq.org. The headquarters staff can assist you with getting connected with your chapter & division leaders, or with transferring your membership into the division or chapter if you are not already a chapter or division member.
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IAAP has a recognition program called Pathways to Excellence, which allows members, chapters and divisions the opportunity to be recognized as members, chapters, or divisions of excellence. Participation in the Pathways to Excellence program will provide you with a structured way to set goals for your professional development and track your progress as you meet your goals throughout the year. This slide shows samples of the logos received by those who earn this recognition. Members, Chapters and Divisions of Excellence have the opportunity to proudly display their logos on their e-mail signatures. 

Slide 23

The criteria for earning the Pathways to Excellence recognition are based on the 10 principles of excellence which are listed on this slide. We encourage all members to participate in this program. The Pathways to Excellence program provides a great opportunity for professional growth through your IAAP membership. For more information on the program, login to the IAAP web community and click Pathways to Excellence under the Member Resources tab. Pathways to Excellence questions can be posted in the Pathways to Excellence eGroup in the web community, or e-mailed to membership@iaap-hq.org. 
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For more information on IAAP membership, certification or events, feel free to e-mail IAAP headquarters for assistance.
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(Answer questions)
The next step… is to Jump In and get involved with IAAP! (Advance the slide so the words JUMP IN appear.)

Conclusion

Thank members for attending…welcome them to IAAP, etc. 
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