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                                      Oak Ridge Chapter, Post Office Box 7091, Oak Ridge, Tennessee 37831-3391

The Oak Ridge Chapter was chartered with 24 members on July 11, 1952, by the Chattanooga Chapter. As of July 2009, the current membership is 52.  

The Chapter Executive Board meets on the first Monday of each month, at 5:30 p.m., in the Board Room of the Emory Valley Center, Oak Ridge, Tennessee. The Board is comprised of the president, president-elect, vice president, secretary, treasurer, two board members, and advisor (the immediate past president). The meetings are open to all Chapter members. The past presidents have received a special invitation to attend these meetings. Their prior experience is importance to the leadership of this organization. 

The Chapter meetings are held on the second Monday of each month, at 5:30, in the City Room (first floor), at Roane State Community College, Oak Ridge, Tennessee. A business session is held along with a program to further the professional and educational objectives of IAAP. These programs may feature speakers from universities, management, industry, or the Chapter. Many workshops and seminars offer the extra added benefit of CEU’s or recertification points.

The members of the organization come from various backgrounds, all in the administrative profession. Some are administrative and executive assistants, secretaries and executive secretaries, information and administrative coordinators, information specialists, office administrators and managers, clerical staff, and receptionists, just to name a few.  

The Chapter is involved in many other activities, concentrating on education and training, and always working toward our continuing goal of enhancing the image of the administrative support professionals. We believe that in coming together in our association, each member can develop a broad range of skills and gain valuable knowledge needed to adapt and grow in today’s ever-changing workplace.

The Oak Ridge is a member of the Tennessee Division, which has been in existence since 1952. The Tennessee Division is one of the larger divisions that make up the Southeast District. The Southeast District is one of seven districts that make up IAAP.
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The International Association of Administrative Professionals (IAAP®) is a not-for-profit professional association which celebrated its 65th anniversary in 2007, having its beginning in Topeka, Kansas, in 1942. The first national meeting was held in 1946. Beginning with a few hundred members, IAAP has grown to International status, with over 40,000 members and affiliates. This includes members and chapters in 66 countries. There are six districts in the United States and Canada.  These districts are comprised of 36 regional divisions, with approximately 600 chapters.   

The IAAP mission is to be the acknowledged recognized leader of administrative professionals and to enhance their individual and collective value, image, competence, and influence.

IAAP’s purpose is to provide information, education, and training, and to set standards of excellence recognized by the business community on a global perspective.

IAAP’s objectives are to elevate the standards of all administrative professionals and to promote their working relationships with management through continuing education, authorized programs, and publications.

IAAP’s vision is to inspire and equip all administrative professionals to attain excellence.

IAAP’s core values, defined as a set of guiding principles or tenets that define what the organization stands for, include integrity, encouragement, leadership, loyalty, professionalism, relevance, pride, connection, and individual importance.
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      BENEFITS OF IAAP MEMBERSHIP




  (From International, District, Division, and Chapter)

IAAP provides valuable resources, education, training, career development information, and networking opportunities enabling members to have more than “just a job,” they can have a “career.” If you want more than “just a job,” you alone are responsible and in control of a career. Professional development and corporate finesse will put IAAP members ahead of others and allow them to become more effective contributors in the workplace, a valuable asset in today’s marketplace.

IAAP can turns jobs into careers. With IAAP membership, you have access to hundreds of career-enhancing resources that can help you get ahead. Resources like:

· OfficePro® Magazine - This magazine contains a wealth of information on new technologies, career development, productivity tips, office product reviews and other “news you can use.”

· Global Networking - Local and international network of colleagues, trainers, experts, and managers gives members essential information and insights on office trends and best business practices. Local - Exposure to other professionals outside your company will help expand your interpersonal skills and comfort levels. You can call upon a network of professionals to determine the best way to accomplish a task or receive advice so you don’t have to keep reinventing the wheel. Global – This network is very useful when executives are going to other cities and/or countries. You can contact IAAP members for information about a particular area.

· Targeted Training and Education - Annual events offering a wide array of educational workshops and hands-on training including the International Convention and Education Forum (summer), the Professional Education Conference (spring), and the Certification Conference (fall). In addition, IAAP Divisions and Chapters hold events and activities at various times of the year.
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· Professional Certification - IAAP offers the Certified Professional Secretary (CPS) rating and the Certified Administrative Professional (CAP) programs. Achieving certification through IAAP is the internationally recognized standard of excellence. Topic areas for IAAP certification programs include office systems and technology, office administration, communications, business finance, legal issues, management, and advanced organizational management.

· Career Growth Assistance - Members received exclusive discounts on more than 250 books and self-study courses, many providing the Continuing Education Unit (CEU). IAAP’s Complete Office Handbook is considered to be the definitive reference book for today’s electronic office. Online training courses and Online Associate Degree program are also available. These courses also show what skills you should be mastering to keep up-to-date as a professional and the sequence of skills required to move up the career ladder.

· Research and Trends - IAAP disseminates research and serves as a clearinghouse for information on the administrative profession. Accessing information on the latest trends and research for the profession, reviewing new computer software releases, previewing new responsibilities admins may be assuming, and benchmarking details from other companies are a few of things IAAP does for its members.

· Leadership Development - Leadership opportunities through participation in chapter activities (can be everything from public speaking, to project management, to strategic planning, to event planning – skills you might not learn on the job or through training provided to admins by employers).
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                  What’s in it for your Employers BY YOU BECOMING

                                                A  MEMBER OF IAAP?

Listed below are a few examples of what is to be gained from associating with a professional organization.

· IAAP members receive tools and knowledge necessary to become more effective contributors to their employers. By reading IAAP publications and attending IAAP educational events, members stay on top of their profession.

· Members save the company money. When seeking ideas and now-how for a specific project, IAAP members don’t often have to reinvent the wheel. They can call on the support of their peers and/or headquarters for advice and for direction on available resource, often saving organizations valuable time and money.

· Members receive leadership training and experience that builds their confidence and teamwork skills.

· IAAP members are better prepared, front-line “ambassadors” for their employers. Having knowledgeable professionals on staff reflect well on your business or service.

· Members experience professionalism first-hand and aspire to greater professional heights.

· Members can help in recruiting new admins and retaining current workers.

· Members can build a team spirit among admins across departments and facilities.
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· Members give the company maximum “bang for the buck” with minimal cost by having access to current business research, targeted publications, selected study materials, certification programs, and more.

· Members know that open communication between management and administration produces better work relationships.

· Membership in IAAP raises admins to a professional level that serves all corporate team members well. Managers and other professionals perceive admins in a new way. This may also help in delegating more work to admins as they are seen as capable professionals.

· Membership in IAAP gives members a new feeling of self-worth and competence empowers admins to tackle more (and more difficult) challenges instead of waiting for assignments.  It helps managers get more done with the confidence it is being done right.
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WHY CERTIFICATION?

In today’s ever-changing business environment, you need every advantage to stay on top. By earning the Certified Professional Secretary® (CPS®) rating or the Certified Administrative Professional® (CAP) rating through IAAP, you will show your employers, clients, and associates that you are committed as a professional. Attaining one of these certifications gives you the extra edge of knowledge needed to be successful in today’s business world. These certifications are a “Mark of Excellence” that you carry with you everywhere you go.  

Certification provides opportunities to enhance your career success through:

· Job Advancement - The certification gives you a competitive edge for promotion and hiring.

· Professional Skills - You will learn more about office operations and build skills by studying for and taking the CPS or CAP exam.

· Salary - A recent IAAP membership profile study shows that CPS holders earn an average of $2,228 more per year than those who do not have a certification. State of Tennessee employees automatically receive a pay increase after passing the CPS or CAP exam.

· Esteem - Attaining a certification demonstrates to your employer and yourself that you are committed as a professional.

· College Credit - Many colleges and universities offer course credit for studying for and passing the CPS and CAP exams.  

· Certification Conference - Obtaining one of these certifications gives you the benefit of attending annual state-of-the-art education and networking seminars with others professionals in the administrative field.
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CHAPTER DETAILS (July 2009- July 2010)

Chapter:  Oak Ridge (# 445180)

Division:  Tennessee (#445000)

Chapter President:  Rita Ayers (email: rayers09@gmail.com)                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                    

Annual Dues: 
Professional-- 
Processing Fee
$ 15

Annual IAAP Dues
$ 83

Chapter Dues
$ 15

Division Dues
$ 10



TOTAL
$123

Student--     

Processing Fee
$ 15
Annual IAAP Dues
$ 50

Chapter Dues
$ 15

Division Dues
$ 10

TOTAL
$ 90

The Oak Ridge Chapter waives the first years’ Chapter dues. Therefore, the Professional membership fee is $108.

Chapter Web site:         http://www.csm.ornl.gov/IAAP/
Division Web site:        http://www.orgsites.com/tn/tennesseedivisioniaap/index.html
International Web site: http://iaap-hq.org
The Oak Ridge Chapter Board
2009 – 2010
President:
Advisor:
Rita Ayers CPS
Cristal Case CPS
Oak Ridge Associated Universities
Oak Ridge National Laboratory

P.O. Box 117
P. O. Box 2008
Oak Ridge, TN  37831-0117
Oak Ridge, TN  37831
Email:  rayers09@gmail.com
Email:  casecs@ornl.gov

Home phone: 856-7035
Work phone: 576-5170
Cell phone: 603-3152
Cell phone: 292-1001
President-Elect:
Board Member:
Brenda Lee CPS/CAP
Janice Humphreys
Oak Ridge Associated Universities
Bechtel Jacobs
P.O. Box 117
Scarboro Road
Oak Ridge, TN  37831-0117
Oak Ridge, TN  37831
Email:  Brenda.lee@orau.org
Email:  humphreysis@bechteljacobs.org
Work phone: 576-6834
Work phone: 241-8274
Cell phone: 696-4735
Cell phone:   617-1908
Vice President:
Board Member:
Daisy Mullins
Sandra Solands
Emory Valley Center
Oak Ridge National Laboratory
728 Emory Valley Road
P. O. Box 2008
Oak Ridge, TN  37830
Oak Ridge, TN  37831

Email:  daisy.mullins@emoryvalleycenter.com
Email:  solandssl@ornl.gov
Work phone: 483-4385
Work phone: 574-7996
Cell phone: 224-0221

Treasurer:

Betty Williams

Tennessee Bank

Rutgers Avenue

Oak Ridge, TN  37830

Email:  bwilliams@tnbank.net
Work phone: 483-9444

Cell phone: 659-3995














































