


ON BECOMING A CAP® 

Testimonials 
from 

Certified 
Administrative 
Professionals® 



Thoughts on Becoming a CAP 

I had a supportive boss 
throughout the process…He 
referred to the CAP program 
as a ‘mini-MBA’.  He was very 
impressed with my taking on this 
challenge and was very proud to 
tell everyone I passed.  It was 
noted in my annual review. 
 
- D.W., Peel-Halton Chapter ˮ 



Thoughts on Becoming a CAP 

In the job hunting 
process, it was definitely 
beneficial to add my 
certifications to my resume, 
and questions were raised 
about what it entails. 
 
 
- V.S., Quintus Chapter ˮ 



Thoughts on Becoming a CAP 

Mostly, it was a personal achievement 
goal I had set for myself.  However, 
fortunately it did put me “at the top of the 
list” of the office professionals where I 
worked, and the designation did come 
into play favourably in a later career 
promotion, two years following my 
certification.  Because my certification was 
the deciding factor in that promotion, my 
promotion was also instrumental in at least 
two other admins in the company 
subsequently undertaking the challenge of 
the certification exams.  A standard had 
obviously been established in our company. 

 
- P.T., Horseshoe Falls Chapter 

ˮ 



Thoughts on Becoming a CAP 

The CAP certification has an 
advantage that I could use 
when applying for a job. 
 
In this economy, I need 
every advantage I can get. 
 

 
- A.P., Toronto Chapter 

ˮ 



Thoughts on Becoming a CAP 

Commitment is most definitely 
needed to undertake studying for and 
writing the IAAP certification programs.  
In fact, a huge commitment of both 
time and money is required.  Having 
a passion and perseverance is 
certainly essential. 
 
Everyone has different priorities and 
even if certification may not be on your 
current Top Ten List, it may be 
something to include on your             

Bucket List for the future.   
 

- P.T., Horseshoe Falls Chapter 

ˮ 



Thoughts on Becoming a CAP 

Passing the exam and receiving my 
certification validated my 
efforts.   
 
I took advantage of the offer 
from HQ to send a letter to my 
supervisor, and he was really 
proud of me, so it’s validated my 
“worth” to others, too.  It also 
raised the profile of IAAP a little 
higher around the office. 
 

- A.P., Toronto Chapter 

ˮ 



Thoughts on Becoming a CAP 

I love that I’m certified, can use the 
initials after my name… 
 
It’s very professional and rewarding, 
and other admins often come to me with 
business questions. 
 
Best of all, a new HR manager at my 
company looked into our staff’s certifications 
and memberships, and reported back to our 
executive on who is pushing themselves for 
extra development and who is getting left in 
the dust.  I was so glad I was a CAP-OM and 
IAAP member! 

- L.B., Columbus Chapter 

ˮ 



Thoughts on Becoming a CAP 

I learned that recent graduates of admin 
programs were not at a disadvantage in 
studying for the CAP exams.  I had the honour 
to speak at a few Ontario colleges about IAAP 
and the CAP certifications.  In my talks, I 
always threw in a few sample questions from 
the exams, and I found that the students easily 
came up with the right answers, as the study 
material was so fresh in their minds from their 
current studies.  The professors, however, 
would hesitate and discuss amongst themselves 
what they thought the answers should be!  Very 
enlightening, as it showed me that anyone 
could achieve certification whether they were 
brand new admins or seasoned workers. 

 
- D.G., Ottawa West Chapter ˮ 



Thoughts on Becoming a CAP 

In a pile of 300 resume 
applications, all from equally 
well qualified applicants, 
having the CAP-OM 
professional designation will 
get your application noticed 
and will help it bubble to the 
surface.       
                           - HR Recruiter ˮ 



Thoughts on Becoming a CAP 

How important has the certification been to my 
career?  Most of my employers have never asked me 
specifically about my certification, but I do know that 
when I left my job in 2005, my employer wanted to know 
where to get another admin with the same qualification.  
They saw the difference the certification made to my work 
and career.  Again in 2012, when I left my employer, he 
told me the same thing and that he had specifically hired 
me because I had that certification.  Did he know what it 
was exactly?  I doubt it.  But knowing I was dedicated to 
my career to ensure I had it was important to him and 
again he saw how valuable an employee I was because of 
it.  Today, I have reached a level in my career where all 
jobs paying in my salary range require post-secondary 
education, and the CAP-OM qualifies me for those jobs 
without the commitment to three or four years of 
university. 
- D.G., Ottawa West Chapter 

ˮ 



Thoughts on Becoming a CAP 

Aside from how my employers 
viewed the CAP-OM, I have 
an enormous sense of pride 
in the accomplishment. 
 
I did it, and I’m proud to put 
those initials after my 
name! 
 
- D.G., Ottawa West Chapter 



SHOULD I ? 

When I committed to writing 
the CAP exam, it was a major 
decision for me.  I had a four-
year-old son and a husband 
who worked shifts…Would I 
have enough time to study?  
Well, it’s amazing what we 
can do when we set our 
minds to it. 
 

- D.W., Peel-Halton Chapter 
 ˮ 



ˮ SHOULD I ? 

I never went to college or university after high 
school, except for a one-year administrative 
course offered for mature students at a local high 
school.  Not furthering my education after high 
school has become a regret for me and created a 
type of challenge to see if I could do it at this 
point in my life as a true mature “student”. 

Also, someone mentioned to me that the exams 
were “very difficult” and that was all the 
challenge that I needed to hear!  My professional 
goal has always been to obtain an Executive/ 
Management type of administrative position and  
I thought that perhaps these certifications would 
assist in making that goal a reality. 

 
- V.S., Quintus Chapter 



YES, I’M GOING FOR IT 

ˮ 

I set out upon my journey to get 
certified through IAAP.  This was a 
pretty daunting journey, as I had 
no idea what to expect or 
what I had to do.  So I took a 
deep breath and took the first 
step.  With a leap of faith, I put in 
my application to write both the 
CAP and OM exams.  While this 
made me a little apprehensive 
about what I would be studying, it 
was exciting… 

- D.L.B., Halifax-Dartmouth Chapter 



IT’S ALL ABOUT THE PREP 

ˮ 

Our study group was key to 
our success in all passing the 
exams.  We formed it six months 
in advance and met once a week 
on a weeknight at one person’s 
home.  I would highly recommend 
a quiet, private place.  Our “Study 
Buddies” group was fun and 
incredibly helpful, and we still    
get together every few months    
as friends. 

- L.B., Columbus Chapter 



IT’S ALL ABOUT THE PREP 

The big motivator for me was having 
a study partner.  We didn’t know each 
other when we started, but became good 
friends.  We started in January to prepare 
for the May exam by setting up a calendar 
of how many chapters we wanted to read 
per week.  We also committed to meeting 
once a week to discuss the material.  We 
did not want to let the other down, so we 
always read our chapters. 

 
- D.W., Peel-Halton Chapter 

 ˮ 



IT’S ALL ABOUT THE PREP 
ˮ 

I spoke to some other chapter 
members who had already written 
the exams and got their suggestions 
and advice about what and how to 
study, what to expect during the 
exams, etc.  I thought that I should be 
successful due to several years’ 
experience in the field, but I do admit 
that I was nervous, especially about 
some areas of study that I was not 
familiar with. 
 
- V.S., Quintus Chapter 



IT’S ALL ABOUT THE PREP ˮ
 

My studying consisted mainly of listening to 
the Metcalf audio tapes in my car while 
driving.  My study time was limited.  When 
walking out of the CAP exam setting, I had 
no sense of how I had done. 
 
However, the audio tape study process 
had obviously worked for me.  When the 
results arrived, I had achieved success.   
 
Had I not been successful the first time, 
however, I would definitely have rewritten.  
It was another goal I wanted to attain. 

 
- P.T., Horseshoe Falls Chapter 



IT’S ALL ABOUT THE PREP ˮ

 

A very important part of my CAP 
journey came from being part of 
a study group.  Not only was I 
learning the materials, I was also 
learning about some of my fellow 
chapter members.  I looked forward 
to our weekly get-togethers, to catch 
up on what had been happening in 
their lives since our last meeting, as 
much as to cover the study materials 
(okay, more). 

 
- A.P., Toronto Chapter 



ABOUT A STUDY GROUP 

ˮ 
You have to stay focused on 
studying. 
 
A study group forces you to read the 
materials in advance before each 
meeting, a commitment of only a few 
hours a week.  We also did this six 
months later to take the OM exam 
successfully.  One person did not pass, 
but she retook it later and passed with 
our encouragement. 
 

- L.B., Columbus Chapter 



IT’S ALL ABOUT THE PREP ˮ

 

I think it’s very important for a CAP candidate 
to have a good understanding of what his or 
her best learning style is:  visual, auditory or 
tactile.  

For me, I knew I needed some combination of 
all three methods.  I found the pdf text files 
(that I printed and highlighted with different 
colour markers), the audio CDs (that I played 
in my car), the flash cards, and the electronic 
practice exams to be the very best method of 
studying for me.  Just reading something in a 

book wouldn’t have worked as well for me.  

 
- A.L., BurlOak Bay Chapter 



IT’S ALL ABOUT THE PREP 

After the material arrived, I went through the 
computer discs and panic set in.  No way I thought I 
could cram this much information into my head… 
I made up my mind to just go for it. 
 
I went through all the material and broke it 
down by weeks.  I was able to get the study 
guides printed to read along with the computer discs 
that covered the material.  I carted binders back and 
forth every day from work to study at lunch hour. 
I studied at night, but took Friday and 
Saturday nights for family time, but did study a 
lot on the weekend days.  I did not watch any new 
episodes of Grey’s Anatomy and missed a lot of my 
aqua fit classes.  I also took some vacation time and 
spent whole days reviewing chapters and taking 
quizzes.  I had cramps in my wrist from writing! 

 
- D.L.B., Halifax-Dartmouth Chapter 

ˮ 



IT’S ALL ABOUT THE PREP 

ˮ 

The Metcalf materials are 
excellent, but keep in mind that 
the exam is the whole enchilada 
of the administrative profession.  
Brush up on spelling, grammar, 
and business terminology. 
Browse internet articles on 
subjects you are not as familiar 
with.  Take practice tests.   
 

- L.B., Columbus Chapter 



IT’S ALL ABOUT THE PREP 

ˮ 

I had some false starts in trying to study.  I had two kids at 
home and found it really hard to concentrate on the books 
and audio tapes I bought to help me study.  I just did not 
have the focus for hours of study using those methods.  I 
wanted to achieve this!  However, I knew I could never do 
it if I had to spend hours with a book. 
 
I switched and bought electronic copies of the practice 
exams and a set of hard copy flash cards.  I set aside a 
whole year to study and put one set of flash cards in my 
purse every three months.  Whenever I had a moment on 
the bus, in a waiting room, or at lunch, I pulled out the flash 
cards and took a few minutes to learn.  I did the same sort 
of thing with the practice exams…did them over and over.  
By the time the exams came around, I knew those answers 
pretty well.  I took the exams based on that study 
alone…and had to know some things from just doing the 
work day after day for 14 years.  I passed! 

- D.G., Ottawa West Chapter 



IT’S ALL ABOUT THE PREP 

Eventually, May arrived and I wrote both exams.  I 
was thrilled that I did pass the CAP, but disappointed 
that I missed the OM exam by just a few marks.  
Believe it or not, this fuelled my fire to write again 
right away.  This time, I read books outlined in 
the Certification bibliography that were listed 
on the IAAP website and focused on the areas 
that I did the poorest in.  Did you know that you 
can go to your local library and they will order 
these books for you from any university 
library in the city?  Great service and a real time 
saver. 
 
When November came, I did write the OM again, 
and this time was prepared and knew what to 
expect.  I also had enough time to review my 
answers twice.  I found out on Christmas Eve that 
I passed my OM exam – thank you, Santa! 

 
- D.L.B., Halifax-Dartmouth Chapter 

ˮ 



EXAM DAY 

ˮ 

Don’t get stressed about the 
test.  Few need to know you are 
taking it, and don’t put pressure on 
yourself. The test administrators are 
friendly and warm.  
 
Fill in the multiple choice 
answers at a steady pace and you 
will probably have time left over at 
the end. Go with your first gut 
instinct on answers.  There are a lot 
of red herrings. 

- L.B., Columbus Chapter 



EXAM DAY 

ˮ 

It was suggested to me to sit at 
the front of the room so as not 
to be distracted by other students, 
and that advice was very helpful.  
I could not see what was going on 
behind me so I did not know how 
many people may have left before 
me or become distracted by 
something someone else was 
doing. 
 

- V.S., Quintus Chapter 



EXAM DAY 

ˮ 

My advice:  If you do not live near a 
testing centre, ask for one in your city.  
Let HQ know exactly how far away the next 
closest centre is and how much it will cost you 
to write the exams [elsewhere].  The 
possibility exists to write closer to home. 
 
I urged the Certification Department to allow a 
testing centre in Ottawa.  HQ responded by 
saying they had no idea that the [Toronto] 
testing centre was so far away from us in 
Ottawa.  HQ agreed to allow a testing centre in 
Ottawa if I could get a local college to agree to 
proctor the exam.  Bottom line:  I wrote the 
exam in my own city.   

- D.G., Ottawa West Chapter 



EXAM DAY 

ˮ 
My overall advice is to 
feel empowered and 
stay positive. 
 
Negative self-talk will 
not make you pass, 
but positive talk will. 
 
 

- L.B., Columbus Chapter 



EXAM DAY 

ˮ 

After you’ve answered all the exam 
questions, check that you’ve answered every 
question.  When I did that, I discovered that 
I had somehow skipped a question early on 
in the exam, and so every single multiple 
choice answer bubble that I had filled out 
after that question was in the wrong spot, 
and therefore all of my answers would have 
been wrong.  Luckily, something just told me 
to do this double-check and I had time to 
correct the mistake.  Phew, that would have 
been a big problem if I hadn’t found that 
error.  I’m so glad that I used my “leftover” 
time wisely. 

- A.L., BurlOak Bay Chapter 



EXAM DAY 

ˮ 

Someone suggested sticking 
with my first thought/choice, 
etc., and that was helpful; 
however, I made sure that 
I had read the questions 
thoroughly to understand 
what was really being 
asked.  I didn’t think it was 
easy, but I relied on my skills 
and experience and that got 
me through it. 

- V.S., Quintus Chapter 



EXAM DAY 

ˮ 

On exam day, I purposefully wore 
my best business suit.  I could have 
worn comfy jeans, as many other 
exam writers did, but I wanted to 
feel like an administrative 
professional as I wrote the exams.  
I was hoping that that approach 
would help to put me in a business 
frame of mind and would sharpen 
my focus as I wrote the exams.  
I think that strategy worked. 
 

- A.L., BurlOak Bay Chapter 



AFTER THE EXAMS … BIG EXHALE ! 

ˮ 

Honestly, I was very proud 
of my accomplishments 
and asked for new business 
cards at work to be able to 
show off my new 
certifications. 
 
 

- V.S., Quintus Chapter 



AFTER THE EXAMS … BIG EXHALE ! 

It’s hard to explain the feeling 
I had after taking the exam – 
it was exhilarating!  The 
wait for the test results was 
tough, but seeing the 
results envelope arrive in 
the mail was very exciting.  
It was a momentous event! 

 
- D.W., Peel-Halton Chapter 

 ˮ 



AFTER THE EXAMS … BIG EXHALE ! 

ˮ 

I felt a huge sense of relief 
and accomplishment after I 
completed the exam.  I did think 
that I had done it, but I wasn’t 
100% sure until the envelope 
arrived with my designation after 
my name…I knew I was 
successful before I even opened 
the envelope! 
 
- V.S., Quintus Chapter 



AFTER THE EXAMS … BIG EXHALE ! 

ˮ 
This journey taught me a lot of things.   
 
Number one is that in order to accomplish 
anything, you have to make a plan and 
believe in yourself.  Hard work and 
determination do pay off!  Certification has 
been one of the greatest accomplishments in my 
professional career, and one of the best things I 
have found after writing is that it also fuels my 
fire to learn more.  I am now not afraid to try to 
learn new things and I love finding so many free 
courses on a variety of topics I am interested in.   
 
Life is a lifelong learning experience, 
so get out and enjoy it! 

- D.L.B., Halifax-Dartmouth Chapter 



AFTER THE EXAMS … BIG EXHALE ! 

ˮ 

45 days is a long time to wait [for exam results] !!! 
 
After I had completed the CAP exam and was waiting 
for my results, I received an IAAP envelope in the mail 
about the same time that the results were due, but it 
didn’t have CAP after my name… 
I was so disappointed that I didn’t even open the 
envelope for a while.  When I did, I realized that it was 
my registration for the international conference…it 
wasn’t even my exam results. 
 
A few days later, I received another envelope and it did 
have CAP after my name!!! 

 
- V.S., Quintus Chapter 



MAINTAINING YOUR CERTIFICATION 

ˮ 
I’ve recertified five times…this is 
a personal commitment. 
 
And while it’s a personal 
achievement, I do believe it is 
tangible proof that I’m 
keeping current in the 
administrative profession, 
and that I’m committed to my 
profession and my career. 
 

- P.T., Horseshoe Falls Chapter 



MAINTAINING YOUR CERTIFICATION 

ˮ 

The post-exam process of continuing 
to earn recertification points has 
been just as rewarding and fulfilling 
as earning my CAP-OM designation 
in the first place.  Attending 
educational seminars, taking on 
leadership roles, and continuing 
to learn through personal and 
professional stretch has been a 
very rewarding growth experience. 
Both my employer and I win with 
my increase in knowledge, skills 
and experience. 

- A.L., BurlOak Bay Chapter 



MAINTAINING YOUR CERTIFICATION 

ˮ 
At my annual performance review, it 
gives me great pleasure to be able to 
report on the many seminars and 
workshops that I have attended, the 
leadership activities that I have 
undertaken, my ongoing professional 
development, and what I have learned 
over the past year through my efforts to 
keep my CAP-OM certification active. 
My CEO is very proud of the initiative that 
I have taken to do so, and there’s not a 
day that goes by when I’m not able to 
apply something that I’ve learned from 
the CAP exam/recertification process. 

 
- A.L., Burloak Bay Chapter 



A FEW MORE THOUGHTS ˮ
 

I know the certifications can’t be on everyone’s 
priority list for a variety of valid reasons, but if 
they are in your thoughts, I encourage you to 
pursue them.  You’ll learn so much along 
the way in your preparation for the 
exams. 
 
While I’m not actively seeking employment 
these days, for those who are, attaining the 
certifications certainly gives you that 
extra edge that may just put you at the 
top of the list in attaining that special 
work position or “dream job” you’re 
seeking. 
 
- P.T., Horseshoe Falls Chapter 



A FEW MORE THOUGHTS 

What surprised me the most about 
the exam day and process? 
 
That I could in fact do it … 
and I did! 
 

- V.S., Quintus Chapter 



A FEW MORE THOUGHTS ˮ
 

I did it for the personal challenge, to see if I 
could do it.  I did it so I could set a big goal for 
myself and be proud of a personal 
achievement. 
 
I didn’t  do it because someone told me I had 
to, or for advancement at work (although that 
has been a wonderful spinoff). 
 
I did it because I knew it would be a wonderful 
way to wake up on my 20th employment 
anniversary and know that I had achieved 
something wonderful for myself. 
 
- A.L., BurlOak Bay Chapter 



A FEW MORE THOUGHTS 

ˮ 

Do I now have a different 
perception of me and my 
abilities? 
 
ABSOLUTELY !!! 
 
I encourage everyone to 
take these exams.  It feels 
great to accomplish this 
feat. 
 

- V.S., Quintus Chapter 



A FEW MORE THOUGHTS 

Certification 
was worth it. 
 

- L.B., Columbus Chapter 



A FEW MORE THOUGHTS 

ˮ 

I have my certificate 
framed and on 
display at work. 
 
 
 
- A.P., Toronto Chapter 



A FEW MORE THOUGHTS 

ˮ 
I would highly 
recommend this 
experience. 
 
I don’t think we are ever too 
old to challenge ourselves 
and to continue learning.  
The reward is fulfilling and 
will last a lifetime! 
 

- D.W., Peel-Halton Chapter 



A FEW MORE THOUGHTS 

ˮ 

If you are thinking 
about writing the CAP, 
don’t put it off. 
 
Make the best possible 
decision and 
just go for it. 
 

- D.L.B., Halifax-Dartmouth Chapter 





www.iaap-hq.org 

 

To Learn More About 
Professional Certification 

through IAAP: 
 

Contact your local IAAP Chapter: 
http://www.iaap-hq.org/about/chapter-locator 

 
 

or Visit the IAAP website 
Certification Home Page: 

http://www.iaap-hq.org/certification 
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