
 ADMINISTRATIVE PROFESSIONAL SKILLS    
 

It’s no secret that admin’s are taking on new roles in 
today’s office. Here are some of the skills needed to 
excel in the workplace today, according to the 
Education & Professional Development Department of 
the International Association of Administrative 
Professionals  

 
 

 

 
 

The Advanced Skills That Admins Need to Excel in Today’s Workplace 
 

 Project management 

 Software trainer and/or Software adaptor 

 Negotiator (with clients and vendors) 

 Online purchaser 

 Reviewer/evaluator of furniture and technology equipment (includes phone systems, copiers, etc. —
purchasing and leasing) 

 Coordinator of mass mailings (includes dealing with the printer and determining the most cost-
efficient method) 

 Storing and retrieval of information, along with interconnecting its significance (could be e-info, tapes, 
videos, paper, etc.—multi-formats) 

 Scheduler and maintainer of calendars for self and others (mostly done electronically; also includes 
scheduling facilities) 

 Meeting planner (includes negotiating hotel contracts, scheduling catering, preparing for cyber- and 
video-conferencing 

 Travel planner (includes online research, booking, tracking, preparing the traveler, securing needed 
info such as maps, phone numbers, alternatives, emergency numbers) 

 Desktop publisher (brochures, flyers, annual reports, and other things that are sent directly and 
electronically to the printer, Web design and postings) 

 Team leader dealing with virtual members (from other facilities, traveling execs, or with outside 
business partners) 

 

For more information please contact: 
Angela Deverell, Membership Chair 
 
503-422-5274 
Angela.Deverell@rhi.com 
 
Chapter Website 
http://www.iaap‐oregontrail.org 
 

 

 

IAAP’s  Mission is to enhance the success of career‐minded administrative professionals by providing 
opportunities for growth through education, community building and leadership development. 

How can we help you? 

 

 

 

 

 

 

2013‐2014 Chapter Officers 
   
President:       Tami Foster, CAP       tami.foster@hallmark.com 

Secretary:      Dianne Seward       dianne@capacitycommercial.com 

Treasurer:      DeLaine Triplitt, CAP‐OM  delainet@byallmeansvirtual.com 

Treasurer‐Elect:     Jordana Sardo       jsardo@omsi.edu 
 

Welcome to the  
Oregon Trail Chapter 
 



 

 

 

The Chapter’s Commitment to its 
Members helps lead to their success! 
We are committed to provide our members with 
the most current trends, tools and knowledge of 

the administrative field. 
For over 60 years the Oregon Trail Chapter has provided its 

members with educational programs and opportunities to 

enhance their administrative skills.  Our membership is made 

up from administrative professionals who either live or work 

within the Portland Metro area and surrounding areas and are 

employed by a vast number of companies, which enhances 

your networking opportunities. 

 

Our chapter is very dedicated in providing its members with 

opportunities that will build personal and professional growth.  

Examples of these opportunities include leadership training by 

serving as an Officer or Chair, public speaking, educational 

programs at our monthly meetings and annual seminar.  We 

also provide free (when available) study materials for the CAP 

exams.  Our chapter currently has 33 members of which 13 

members have obtained their CAP certification, that’s 40% 

with Certifications.   

 
The Oregon Trail Chapter is 

committed in providing its members 
the tools needed to succeed and 

Turn Jobs into Careers. 
 

Benefits of Membership 
 Educational Programs & Workshops 

 CPS/CAP Certification Guidance and 
Study Materials 

 Professional & Personal Development 

 Leadership / Public Speaking Skills 

 Organizational / Planning Skills 

 Project Development & Management 

 Office Ethics & Team Building 

 Time Management & Scheduling 

 Records Management & Retention 

 Current Events through “OfficePro” 
Magazine & Chapter Newsletters 

 Succeeding in the Modern Office 

 Networking / Travel / Seminars 

 Friendships (locally & worldwide)
 

A Great Investment for your future! 

Networking with others and  
Building Friendships!   Priceless  

Annual Membership Dues 
International  $138.00 
One-Time processing fee  $15.00 
ID-OR-UT Division  $20.00 
OTC Chapter Dues  $25.00 
 First Year Total: $198.00 
Yearly thereafter: $183.00 
 

 

 

 

 

IAAP ‘S Core Values
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.  

Join Today! 
Meetings are held once a month at 

 
Courtyard Marriott Portland/ 

Downtown Convention Center 
435 NE Wasco Street 
Portland, OR  97232 

 
Networking & Dinner: 5:30 p.m. 
 Business Meeting: 6:00 p.m. 
 Program: 7:00 p.m. 

 
Meetings & Events - 2013-2014 

 
 
9/11/13: Fall Kick-Off Meeting 
 Tami Foster, President and OTC Board 
 
10/9/13: Get the Recognition You Deserve 

Tami McEldowney, Office Team 
 
11/13/13:  Social Media and How to Use It   

Ricky Huynh, OMSI 
 
1/8/14:  Team Building For Work and Life   

Taylor Ellwood, Imagine Your Reality 
 
2/12/14: Recruiting for Diversity    

Leisa Vandehey, CAP 
(IAAP member) 

 
3/12/14: Fixing the Outrageous Cost of Conflict   

Chris Sheesley, In-Accord 
 
4/9/14:  How to Get the Job You Want 

Vaughna Cochenour, Reliant Search 
 
4/22/14 APW Celebration! 
  Held at the Theory Eatery at OMSI 
 
5/14/14: Difficult Conversations – Say What  
  You Need to Say 

Suzi Alligood, SPHR | XeniumHR 
 
6/11/14: Awards, Recognitions and Installation 
  of New Officers  

OTC Board 
 
 
IAAP Annual Convention & Education Forum 
 
2014:  Milwaukee, Wisconsin, July 27-30 

 Milwaukee Convention Center 
 
2015:  Louisville, Kentucky, July 26-29 

 Kentucky Intl Convention Center 
 

Administrative Professionals Week April 21-25 2014 
 

Did You Know? 
IAAP is the creator and sponsor of Administrative 
Professionals Day and Week which is formerly called 
Professionals Secretaries Day and Week 

Numerous Opportunities for 
Personal & Professional Growth! 

GET THE PROFESSIONAL EDGE 
 

Today's office professional does more than type and 
file. To get ahead, an administrative professional 
requires a wide variety of skills including project 
management, computer applications, organization, 
scheduling, communications, research, filing and 
electronic recordkeeping, customer service and 
event planning. These disciplines are changing so 
rapidly, and it's hard to keep pace with the changing 
face of the office on your own. With admin’s 
handling a wider variety of duties beyond strictly 
clerical roles, it's essential to learn the latest in office 
trends, culture and technology. That's where IAAP 
and the Oregon Trail Chapter come in. We offer 
office professionals industry-recognized certification 
and up-to-date training to help you keep the 
competitive edge in today's tough economic times.   
Give us the opportunity to tell you about our CAP 
certification program and the many opportunities for 
continuing your education.  We’re members helping 
other members succeed. 


