2010-2011 MEMBERSHIP DRIVE SCRIPT
TUNE IN TO WIIFM AT IAAP

How many of you listened to the radio station on your way to this meeting?  Do you listen to country music, rock & roll, talk radio?  What’s your favorite station?  Well my favorite station is W..I..I..F..M or better known as What’s In It For ME.

<Slide 2 – Tune In To WIIFM at IAAP>

As administrative professionals we are required to provide support, give immediate answers, produce professional reports with a moment’s notice, greet clients, and the list goes on and on.  Many times we are so busy taking care of everyone else, we forget about ourselves.  That’s why I am excited to tell you about the International Association of Administrative Professionals or IAAP as we call it.  IAAP is an association dedicated to playing your station WIIFM.   
   
According to a recent nationwide poll by the staffing firm OfficeTeam, 85% of Fortune 500 executives believe secretaries and administrative assistants have more responsibilities than they did just five years ago, 63% believe these individuals will be relied on more for project management, and 91% agreed that administrative professionals will have more authority to make decisions.

I think that anyone who has been in the administrative profession awhile would agree that our jobs have changed dramatically and they continue to change almost on a daily basis.  It’s amazing how fast technology has evolved – and our profession has evolved right along with it.

What started out as a career thousands of years ago with chisels on stone tablets has now evolved into computers with very sophisticated software; most of us even have laptops and PDAs so we are connected at all times.  With a touch of a button, we can send e-mail messages instantly to coworkers and clients located around the world.  We are using other technological tools that weren’t even dreamed of just a few short decades ago.  For example, Blackberries are now communication tools instead of fruit and we are texting, twittering, googling and are linked in 24/7.

Social media has taken center stage and while organizations are learning to navigate these unchartered waters, administrative professionals are on the front line in learning the capabilities of e-groups and blogging while developing the very policies that will govern appropriate use.

There are a variety of ways you can gain the knowledge it takes to become a highly-productive administrative professional today and remain that way for the future.

<Slide 3 – International Theme>

With almost 24,000 members, IAAP is the largest association for administrative staff in the world.  There are also nearly 600 chapters worldwide. There is at least one chapter in just about every major city in the United States and Canada, and members in several international countries as well.  

The 2010-2011 International Theme is Passion and Purpose.  If you are passionate about your career, you are half way to your goal and IAAP is committed to helping you become the best administrative professional that you can be.  How do we do that? 

<Slide 4 – IAAP Mission >

Let’s look at the IAAP mission which is enhancing the success of career-minded administrative professionals by providing opportunities for growth through education, community building and leadership development.

As you can see from these two pictures IAAP is committed to this mission.  The picture on the left was taken as an International Board member was discussing an issue with IAAP members.  The photo on the right captured the First Timers Orientation that was held at IAAP’s International Education Forum and Annual Meeting in Boston, Massachusetts.  Attendees had 60 educational workshops to choose from and they were also able to hear from two renowned keynote speakers, Vernice Armour and Erin Brochovich.  

Vernice Armour is America’s first African American female combat pilot and she shared her principles for creating a breakthrough life.  

Erin Brochovich worked as a file clerk in a law firm in 1991 when she discovered that Pacific Gas and Electric had been poisoning a small town’s water system for 30 years.  Her investigation resulted in a multi-million dollar settlement and she shared with attendees thoughts on how to triumph when faced with overwhelming adversity.

<Slide 5 – IAAP Core Values>
IAAP also has core values and they are:
Integrity:  We demonstrate this cornerstone of our profession through honesty, accountability and high ethical standards.
Respect:  We create respect within our profession and association through listening, understanding and acknowledging member feedback.
Adaptability:  We ensure the success of our association by embracing positive change and by nurturing diversity, creativity and visionary thinking.
Communication:  We cultivate and maintain excellence by remaining approachable at all levels, communicating openly and building strong relationships.
Commitment:  We are steadfast in our goals to develop learning opportunities for career-minded administrative professionals and to strengthen efficiency and effectiveness. 

In keeping with the mission and core values, following are just a few of the opportunities available through IAAP:

<Slide 6 – Education>
1. Continuing Education through obtaining professional certification, learning new business techniques, and attending educational workshops offered through the Education Forum and Annual Meeting or EFAM as we call it, the Fall Conference and the Spring Conference.  As I mentioned earlier, this year’s EFAM was held in Boston, MA and there were 60 educational workshops available.  Next year’s EFAM will be held in Montreal, Quebec.  The Fall Conference will be October 17-20 in Louisville, KY and it is 2 and ½ days devoted to “The Core Characteristics of a Champion.”  The Spring Conference is set for March in Tampa, FL and it will also focus on a specific topic related to the administrative profession.  Information about the Spring Conference will be available later this fall.

<Slide 7 – Education>

There are also educational resources available through IAAP including the Complete Office Handbook which is a must-have for busy office professionals and the OPTIONS training program.  OPTIONS is a series of modules, with four distinct skill levels, that build competencies in all the areas important for top professionals today.  With a module-a-month format, the materials can be used individually, or by groups.  This training program is designed to provide quality, low-priced, and easy-to-use study material.

<Slide 8 – Community Building>

2. Community Building. If it's not what you know but who you know, then IAAP is the place to be. Where you find thousands of like-minded people gathered, you'll undoubtedly find a wellspring of knowledge, experience, and collective strength. Get to know your peers, competitors, and suppliers. Build relationships, tap your peers' expertise, swap ideas, and discuss mutual concerns.  I encourage you to check out the IAAP website at www.iaap-hq.org and see all that we have to offer.

<Slide 9 – Community Building>

Just a few of the website features available to members are e-groups, document libraries and the ability for every member to blog.

<Slide 10 – Leadership Development>
3.  Leadership Development.  To stay competitive in today’s marketplace, you have to stay at the top of your game and part of staying on top is developing your leadership skills.  I have mentioned the three conferences held at the International level.  In addition, you gain leadership experience through participation in division and chapter activities -- everything from public speaking, to project management, to strategic planning, to event planning -- skills you might not learn on the job or through training provided through other avenues. 


FILL IN SPECIFIC DIVISION & CHAPTER INFORMATION HERE    

<Slide 11 – Professional Certification>

In today's ever-changing business environment, you need every advantage to stay ahead of the pack. Professional certification shows employers, clients and associates that you are committed as a professional. Certification is a mark of excellence that you carry with you everywhere you go.  IAAP offers the Certified Professional Secretary (CPS) rating and the Certified Administrative Professional (CAP) program. 

The CPS and CAP ratings offer a significant, measurable, and attainable goal for career-minded administrative professionals who want to be identified as exceptional. Just as the CPA rating does for accountants, these certifications also provide the assurance that comes from having met professional standards.

To ensure that the certification program remains relevant it is continually evaluated and the November 2011 exams will include changes to the program.  Preliminary information is available in the IAAP web community and additional information will be posted later this year.

<Slide 12 – OfficePro Magazine>

Another outstanding benefit of IAAP membership is receiving the award-winning publication OfficePRO which is published seven times a year and contains a wealth of information on the latest technologies, career development and productivity tips, office product reviews and other “news you can use.”  Article topics include best practices in office procedures, business ethics, workplace relationships, work-life balance, and other cutting-edge research and trends. It’s a must-read to keep up to date on what’s happening in our profession.

<Slide 13 – Pathways to Excellence>
To round it all out, I would like to mention our Pathways to Excellence program which allows members who meet certain criteria to become “Members of Excellence”.  There are also components for “Chapters of Excellence” and “Divisions of Excellence”.  The Pathways program focuses on 10 key principles which are:
· Certification
· Commitment
· Communication
· Education and Training
· Fiscal Responsibility
· Leadership Development and Roles
· Marketing, Research, and Community Outreach
· Programs and Participation
· Recruitment and Retention, and 
· Strategic Planning

These are the same key principles businesses are built upon and what better way to show your commitment to your profession than by striving to become a Member of Excellence through this program.

<Slide 14 – Questions>
Any questions?

<Slide 15 – WIIFM at IAAP>

Thank you for tuning in to WIIFM at IAAP today.  Feel free to speak to any of our chapter members if you would like additional information and don’t forget…

IAAP plays your station 24/7.
