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International Association of

Administrative Professionals®




The International Association of Administrative Professionals® Evansville Chapter
Presents
The 2011 Educational Development Seminar


Featuring

Shari Peace 

International Speaker & Author http://www.sharipeace.com/biography.htm
“How to Be the One Administrative Professional
Your Organization Can’t Live Without”
Followed by
Afternoon Training Sessions
Friday, September 30, 2011
8:30 a.m. to 4 p.m.
Ivy Tech Community College
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Continental breakfast and lunch are included in the registration fee.
For more information, please contact:
Tammy Oliver at tamara_oliver@sbcglobal.net or (812) 465-9672
Karen Williams at kbwilliams67@yahoo.com
2011 EDUCATIONAL DEVELOPMENT SEMINAR
Sponsored by: Evansville Chapter IAAP
September 30, 2011 - Ivy Tech Community College, Evansville, IN
	Name:
	

	Company:
	

	E-Mail:
	

	Phone:
	


SEMINAR SCHEDULE
Continental Breakfast & Registration – 8:30 a.m.
MORNING SESSION: 9:00 a.m. – 11:30 a.m.
Shari Peace, International Speaker and Author
“How to Be the One Administrative Professional Your Organization Can’t Live Without”
LUNCH
Circle One Box Lunch and One Dessert Selection:
	BOX A.  Tuna Salad Croissant
A fresh, flaky butter croissant filled with tuna salad with lettuce and tomato on the side. Includes a fruit cup and potato salad.
	BOX B.  California Turkey Wrap
A fresh tortilla filled with sliced turkey breast, lettuce, avocado, sliced tomatoes, cucumber and cream cheese. Includes a fruit cup and potato salad.
	BOX C.  Grilled Veggie Sandwich
Whole wheat bread filled with grilled garden veggies.  Includes a fruit cup and pasta salad.

	DESSERT INCLUDED, CIRCLE ONE:
	PECAN PIE
	CHOCOLATE CHIP COOKIE


AFTERNOON SESSION ONE: 1:00 p.m. – 2:15 p.m.
	Title
	Choice

	Become the Queen of Minute Taking
	

	Effective Internet Searches
	

	Resume Preparation and Interview Skills
	

	Microsoft Excel 2010
	

	Photoshop
	


AFTERNOON SESSION TWO: 2:30 p.m. – 3:45 p.m.
	Title
	Choice

	Desktop Publishing
	

	Handling Stress
	

	Hardware/Software Troubleshooting
	

	Networking: Making Yourself Memorable for All the Right Reasons
	

	Outlook 2010
	


Registration will be on a first come basis; please indicate 1st, 2nd & 3rd choice for each session.
For more detailed descriptions of the session topics above, or for more information on
IAAP Evansville Chapter, check out our website at http://www.iaap-evansville.org
To register, e-mail your completed form to tamara_oliver@sbcglobal.net or fax it to (812) 465-9613 by September 23, 2011.

	Cost:
	Full Day IAAP Member: $60
	Full Day Non-Member: $75

	
	½ Day Session – Specify Morning or Afternoon (meal included): $40


Send checks payable to Evansville Chapter IAAP with a copy of completed form to: Evansville Chapter IAAP P.O. Box 1251, Evansville, IN 47706-1251
Evansville Chapter








