RECERTIFICATION MADE EASY
(Script rev 1/09)
VISUAL 1

Professional certification shows employers, clients and associates that you are serious about your career.  The International Association of Administrative Professionals® (IAAP®) offers the Certified Professional Secretary® (CPS®) rating and the Certified Administrative Professional® (CAP®) ratings. 

Certification is a valuable tool for both employers and administrative professionals.  For employers, it assures that a prospective or existing employee has the highest standard of professional understanding and technical skill. For administrative professionals, certification opens doors to advancement opportunities and is a valuable learning experience.

Recertification is a way to validate your professionalism throughout your career.  

VISUAL 2

Why recertify?  Recertification helps you keep current in your profession and maintain high competencies.
When do I recertify?  Recertification is required every five years.  During that time, you must gain 90 points.
What is the cost to recertify?  The recertification fee is currently $75.

What do I receive when I recertify?  A new certificate or plate showing the next five year period your certification is considered active.

What if I do not recertify?  CPS and CAP holders who do not recertify have their rating marked inactive on the IAAP data base and are no longer eligible to use the CPS or CAP initials.

VISUAL 3

There are currently four categories under which you can gain points toward recertification:  Education; Experience; Leadership; and Elective.
VISUAL 4

How do you know if a course will apply to recertification?  
1) It must be at least one hour in length

2) The course content must apply to the CPS and CAP exam content

The following slides provide some examples…

VISUAL 5
The first category is Education.  A minimum of 30 points must be earned in this category.  You can actually gain all 90 points under this one category.
The next few slides provide some examples of what counts in the Education category.

VISUAL 6
The first opportunity to gain points under Education is through seminars and workshops you attend, or those you conduct.  Again, the content must relate to the CPS and CAP exams.
The annual IAAP fall Certification Conference and spring Professional Education Conference always provide recertification points.  And many of the workshops at the annual IAAP Education Forum and Annual Meeting are approved for recertification points.  At the Certification Conference, PEC, and EFAM, you will be given a form showing which workshops have been approved.  You will mark those sessions you attended in their entirety, sign and date the form, and keep it in your personal recertification folder until time to submit your complete recertification packet.
Another example in this category is seminar companies such as National Seminars. If you are planning to attend a seminar or workshop and cannot tell from the exam outline if the content will count, just e-mail or call the Certification Department and they can usually give you an answer right away.  With some courses they may request you fax or e-mail them the seminar brochure or outline.  Verification of these seminars and workshops would be the certificate of attendance or CEU certificate received.  In-house company seminars and workshops can usually be verified through your HR Department, some of which actually provide an HR transcript.  

IAAP Chapters and Divisions are encouraged to have their monthly educational programs pre-approved for recertification points.  Those that are submitted and approved receive a special recertification certificate for the active CPS and CAP holders in attendance.

Applicable seminars and workshops count at 1 point per contact hour.  For those with CEU credit, you drop the decimal to determine the points; example, .6 CEU = 6 contact hours or 6 points for recertification.
VISUAL 7
College courses with content similar to the exams will also provide recertification points.  Points are calculated at 10 points per college credit.  An example would be a 3-credit college course on Management.  That course would calculate to 30 recertification points.
Verification of college courses completed is a transcript or grade card.  

VISUAL 8
Many self-study and on-line courses count toward recertification.  Examples would be the on-line courses through Element K, Crisp 50-Minute Books, and certain self-study courses.  
For this type of course to count toward recertification, the course must be measurable and must include an exit exam.  

Depending on how the course is structured, recertification points would be 1 point per CEU, or 1 point per contact hour, or 1 point per suggested hours published for on-line courses.
VISUAL 9
The second category is Experience.  A maximum of 30 points may be earned in this category.  


The next few slides provide some examples of what counts in the Experience category.

VISUAL 10

Recertification points are also earned through certain Workplace Experiences.  These would be projects involving team skills, strategic planning, or advanced administration.  Each project earns 10 points and must be verified by the employer.  
These are one-time projects, and must be outside the realm of your normal duties.
Verification would be a letter from your employer describing the project, and including dates and approximate hours worked on the project.

VISUAL 11
Technology certifications such as the Microsoft certifications count as 5 points per certification.
VISUAL 12
Other professional certifications also gain points toward recertifying your CPS or CAP rating.  These count at 10 points per certification held.  If there are recertification requirements for that other certification, those must be maintained in order to count the certification.
Some examples are:  

ALS and PLS, certifications of the National Association of Legal Secretaries;

CMP or Certified Meeting Professional; and, 

CEOE or Certified Engineering Operations Executive, a certification of the hospitality industry.
VISUAL 13
The third category is Leadership.  CPS and CAP holders can gain 30 points under the Leadership category over each five year period, with 5 points per office or chairmanship held.
Being a member of a committee does not warrant recertification points; you have to chair the committee.

Leadership can be counted both for IAAP leadership and positions held outside IAAP.
VISUAL 14
The fourth and final recertification category is an Elective category.  This category provides a maximum of 30 points over each five year period. 
Possibilities in the Elective category are those courses you are required to take for your job, and some specific IAAP pre-approved programs.
VISUAL 15
(This slide includes the IAAP Web site address and contact information for the IAAP Certification Department.  It also provides for you to verbally provide local contact information).
The Recertification Brochure is available on the IAAP web site under the Professional Development > Certification > Recertification.  In that same location you will also find a Recertification Spreadsheet that is very helpful in tracking your points and should be submitted with your complete recertification packet.
After achieving each recertification, you will receive a new certificate dated for five years and a recertification pin.  If you have the certification plaque, you will receive a new date plate and recertification pin.
VISUAL 15 (Closing Comments)

The CPS and CAP ratings offer significant and attainable goals for those who want to be identified as exceptional in their career.  
Professional certification is a life-long commitment to continuing education.  The validation of professionalism and current skills is gained through recertification.  
Businesses recognize the value of education, and encourage employees to take classes, attend seminars, and update their skills.  The CPS and CAP programs can help you meet the continuing education requirements of your employer through recertification.  
Administrative professionals and their employers gain a new standard of excellence through the certification and recertification programs offered by the International Association of Administrative Professionals (IAAP).
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