
Administrative Professionals Get the Spotlight 

 

 

The International Association of Administrative Professionals’ 2013 Benchmarking Survey provides 

key insights into an often overlooked, but vitally important segment of the labor force.  Office and 

administrative professionals account for more than 20 million people in North America alone, 

according to the U.S. Bureau of Labor Statistics. They are the hubs of any office and help businesses 

thrive around the world, yet their work remains largely unrecognized. Every two years, IAAP conducts 

a comprehensive survey of these valuable employees. 

This survey is used by businesses and organizations to help set standards for compensation, benefits, professional development, 

workload, techniques and technology in offices around the world. The outcomes of this year’s survey will also play a vital role in IAAP's 

programs and services. IAAP depends on the results for a 360-degree perspective on administrative professionals. 

Here’s a sample of the many key insights from IAAP's 2013 Benchmarking Survey: 

Job Responsibilities and Workload — About two-thirds of all administrative professionals make and/or recommend purchasing 

decisions for their employers. These decisions are worth on average approximately $20,000 a year per individual. 

• Compensation/Benefits — Pay raises for administrative professionals outpaced the rate of inflation by 13 percent since 1993. 

• Professional Development— Two-thirds of all administrative professionals get 10 or fewer hours a year of training provided by 

their employers. 

• Office Technology— “Keeping up with changing technology” was the top choice when administrative professionals were asked to 

identify the most significant issue they and their colleagues will face in the next five years. 

• Workplace Culture— Being an effective communicator is the most important quality for managers, executives and bosses, 

according to administrative professionals. 

For more than 70 years, IAAP has recognized the critical role played by its members. This survey reinforces the value of administrative 

professionals within the international economy. Taken as a whole, the data proves that this often-overlooked group of employees 

provides critical support services around the world. IAAP encourages all businesses and organizations to integrate their administrative 

professionals as full members of their office teams and provide them the training and support they require to succeed. 

View the 2013 Benchmarking Survey infographic for more takeaways gleaned from the survey. Download the PDF attached below to 

read the entire report. 

 

 

2013-iaap-benchmarkingsurvey-results.pdf 

 

 

 

 

Our Mission - To Promote Administrative Excellence by: 

Honoring  Encouraging  Leading  Promoting 
 

 CLNAC’s newest CAP and OM certification recipients: 
 

Renee Kross, CAP 
Pam Guillory, CAP 

Heather Cherry, CAP 
Ruth Hicks, CAP 

Sophia Pichoff, CAP-OM 
Vickie McCarty CAP-OM 

1pm CST, Jan. 22, 2014: Get Up to Speed with Adobe Photoshop with Neil Malek – Register   This webinar is eligible for 1.5 
recertification points. 

1pm CST, Feb. 5, 2014: Smarter Email Management - Register  This webinar is eligible for 1 recertification point. 

1pm CST, Feb. 19, 2014: Excel Pivot Tables with Melissa Esquibel - Register This webinar is eligible for 1.5 recertification points. 

 

http://www.iaap-hq.org/sites/default/files/press_release/2013/07/2013_iaap_benchmarkingsurvey_results_pdf_14181.pdf
http://www.bls.gov/emp/ep_table_101.htm
http://www.iaap-hq.org/blog/news/ray-weikal/infographic-highlights-key-insights-iaaps-2013-benchmarking-survey
http://www.iaap-hq.org/sites/default/files/press_release/2013/07/2013_iaap_benchmarkingsurvey_results_pdf_14181.pdf
http://www.iaapclnac.org/reply.htm
http://www.iaapclnac.org/reply.htm
http://www.iaap-hq.org/certification
http://www.iaap-hq.org/tec
http://www.iaapclnac.org/reply.htm
https://iaap.ps.membersuite.com/events/ViewEvent.aspx?contextID=75053027-0078-c258-d84f-0b37e381f6ea
https://iaap.ps.membersuite.com/events/ViewEvent.aspx?contextID=75053027-0078-c1f0-60f8-0b37e6b678d6
https://iaap.ps.membersuite.com/events/ViewEvent.aspx?contextID=75053027-0078-c213-e5a8-0b37e3950d17


 

 

Managing Multiple Passwords 

 

 
Inconvenient, cumbersome, annoying—that is what comes to mind when creating strong and 
varied passwords for all your online accounts. In the cyber security world multiple, strong passwords are 
not just a good idea, they are imperative to maintaining a secure environment.  

  
Too often users have the same password at work that they use in their social networking or cloud services 
web sites. These sites do get hacked, potentially exposing your work password and other sensitive material.   
 
It may be viewed as inconvenient to manage a slew of passwords, but it doesn’t have to be 
overwhelming.  Develop a technique to building a strong password (or better yet, pass phrase) that is 
relatable to you and easy to recall.  If you must write down your password, put it in a safe place and keep 
the information as cryptic as possible. 
 
A strong password 

• A strong password is at least 10 - 12 characters long. 
• Does not contain your user name, real name or company name. 
• Does not contain a complete word or common phrase. 
• Contains all of these—uppercase and lowercase letters, numbers and symbols. 

 
Social Engineering:  An Emerging Threat  
 
Businesses are witnessing an emerging threat from cybercriminals, using ubiquitous social networking 
including Facebook and LinkedIn, known in the digital world as social engineering.  Due to its rapid 
evolution, organizations need to protect their critical resources from multiple fronts; requiring vigorous 
security and operational procedures and a culture of employee awareness.  A social engineer is someone 
who uses deception and manipulation to get information that would otherwise be unavailable to the 
public.  They rely on the fact that people tend to be unaware of the value of the information they possess 
and therefore let their guard down and ultimately diminish security. 
 
It often starts with an employee. In the past, a social engineer may have targeted an employee by phone, 
using a convincing company profile to establish a connection.  Cyber attackers use social networks as a 
means of entry into a company’s network, typically targeting employees in hope that they will reveal 
sensitive corporate secrets. These attackers, sometimes called “hackers,” understand and count on 
employees’ desire to be helpful and accommodating.  They are sophisticated in their mining of information, 
and often employees never realize they unwittingly helped the cybercriminal.   
 
Social engineering is hardly a new concept and will, unfortunately, always be around.  Security threats like 
this can be dealt with using sound judgment, experience and a healthy dose of caution. 
          Submitted by Frances Jackson 
Don’t take the easy way 
Here is a list of some of the most common and worst passwords ever.  For best practice avoid using these examples as a baseline: 
 

Password letmein princess abc123 
123456 iloveyou babygirl michael 

12345678 ashley Nicole sunshine 
qwerty monkey 654321 baseball 

 

Adopt a Senior 
Each year at Christmas time our 
chapter reaches out to senior 
citizens to ensure that they have 
Christmas gifts.  Our chapter 
members deliver the gifts and are 
able to spend some time with each 
person.  This is a blessing, not only 
to the senior citizens, but to our 
chapter members! 

 

Chapter Member Donna Boudreaux writes: 

  
I delivered the packages to Bill and Saundra Whiddon who were so 
appreciative of the act of kindness that our organization bestowed upon 
them.  
 
Mr. Whiddon has had several health issues this past year that have strained 
them financially. Saundra Whiddon was totally surprised by the visit and the 
gifts that we collected for the both of them. She shared with me that her 
children are out of state and would not be in for Christmas. She said that she 
and Mr. Whiddon had decided to put up a few decorations, but were not 
going to exchange gifts. When she saw all the gifts that I brought she gave 
me a very big hug with a few tears and said these were definitely going to 
brighten their Christmas and the kindness we extended to them was deeply 
appreciated.  
 
We visited for over an hour and found we had a lot in common, I asked if I 
could add them to my family circle and visit with them again soon. I sent 
them a Merry Christmas and Happy New Year message and we have plans to 
visit on Saturday, January 11. This was an awesome one-hour experience 
that I will always cherish....and a reminder that Christmas is not only a time 
for giving,  but a time for sharing.  
 
As a side note, Saundra is also an accomplished artist and teaches an art class 
to the senior citizens in League City, something she has a passion for and 
enjoys very much. When she asked if she could pay forward this act of 
kindness, I asked if she would be interested in teaching a few of us to paint at 
an after work or weekend painting class/social. She was very excited and 
enthusiastic about the idea and looks forward to meeting more of those in 
our organization and helping us find our inner talents.  
 
Look for further information in the near future…  
 
 

 

http://www.iaap-hq.org/
http://higherlogicdownload.s3.amazonaws.com/IAAPHQ/012a0e72-ca01-49f6-be45-d0a999146923/UploadedImages/Flyers/Jan14Flyer.pdf
http://www.iaap-hq.org/certification
http://higherlogicdownload.s3.amazonaws.com/IAAPHQ/012a0e72-ca01-49f6-be45-d0a999146923/UploadedImages/Flyers/Feb14Flyer.pdf
http://www.iaap-clnac.org/clearlakenasa/home/
http://www.iaap-clnac.org/clearlakenasa/home/
http://www.iaap-hq.org/events/schedule/tec14

	Administrative Professionals Get the Spotlight
	Upcoming IAAP Webinars

