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11th Annual Administrative Professional of the Year Award

The Administrative Professional of the Year Award was created to honor an administrative professional who provides exceptional service, going above and beyond basic job expectations. The award will help further the professional development of someone you believe truly deserves it (and thereby enhancing their value to you even more).

Office staff in St. John’s and surrounding areas who provide exemplary service to their employers are eligible for this award.  The Administrative Professional of the Year will receive a one-year membership (value $100) in the International Association of Administrative Professionals (including the award-winning OfficeProtm magazine), 
a gift certificate from the Division of Lifelong Learning, Memorial University, and a framed certificate.  Presentation of the award will be made at the Power of Commitment luncheon at the Comfort Inn on Administrative Professionals Day, April 21, 2010.

Complete the nomination form and return it to the address provided by April 14, 2010.  The nominator of the successful candidate will be notified prior to the luncheon so that you can make sure your admin is there to receive the award.  But why wait?  Email (gayle.johnson@nlchi.nl.ca or info@eastcoastadmins.ca) now for a brochure and registration form!

Nominator Information

Please complete all fields
	Name: 
	     

	Job Title: 
	     

	Company: 
	     

	Address: 
	     

	City:  
	     

	Postal Code: 
	     

	Phone:
	     

	Email:
	     


Nominee Information

Please complete all fields

	Name: 
	     

	Job Title: 
	     

	Years with Company: 
	     

	Supervisor: 
	     

	Company: 
	     

	Address: 
	     

	City:  
	     

	Postal Code: 
	     

	Phone:
	     

	Email:
	     


Please answer each of the following questions and provide specific examples.  Nominations that lack at least one specific example for each question below may be disqualified.  The selection committee will weigh each section equally.  Each answer is limited to 500 words.
How does the nominee demonstrate a commitment to continuing professional development and education?  Choose all that apply…

 FORMCHECKBOX 
 
Actively seeks information sources and uses multiple modes of learning, from traditional classroom seminars to online workshops

 FORMCHECKBOX 
 
Holds a CPS, CAP or other professional certification

 FORMCHECKBOX 
 
Holds an association(s) membership(s)

 FORMCHECKBOX 
 
Participates in or attends educational conferences

Examples:

     
How does the nominee demonstrate his/her ability to contribute to the operational efficiency of the company? Choose all that apply…

 FORMCHECKBOX 
 
Takes the initiative to develop innovative solutions to challenges and problems

 FORMCHECKBOX 
 
Demonstrates technical aptitude, i.e. willingness to be an early adopter of new devices, researches the best technology solutions for an organization

 FORMCHECKBOX 

Perceives the links among people, data and ideas, and uses these ties to work more effectively

 FORMCHECKBOX 

Communicates effectively with others at all levels of the organization

Examples:

     
How does the nominee show a strong commitment to leadership within his/her organization? Choose all that apply…

 FORMCHECKBOX 

Establishes rapport and facilitates team-building with people on-site and off and effectively demonstrates work/life balance

 FORMCHECKBOX 

Is a committee leader or sole administrative participant on a committee

 FORMCHECKBOX 

Has received award distinctions or other forms of recognition for leadership

 FORMCHECKBOX 

Manages relationships by accurately identifying and responding to preferred work styles and personality traits
Examples:

     
What meaningful contributions has the nominee made to his/her organization? Choose all that apply…

 FORMCHECKBOX 

Researches and evaluates information and makes recommendations in line with manager’s, department’s, or company’s strategic objectives

 FORMCHECKBOX 

Anticipates operational challenges and makes recommendations

 FORMCHECKBOX 

Improves processes (e.g. develops new filing systems, communication processes, etc.) and produces tangible results

 FORMCHECKBOX 

Negotiation: uses tact, diplomacy, empathy and business savvy to engage in productive discussions with vendors and employees that result in positive outcomes

Examples:

     
Where can I find out more about this award and IAAP?
Visit East Coast Admins Chapter’s web site at http://www.eastcoastadmins.ca
Visit the International web site at http://www.iaap-hq.org
E-mail info@eastcoastadmins.ca
Call 752-6100 (Gayle) or 777-1322 (Mary) to speak with a member of the Administrative Professionals Day Committee

Return form to East Coast Admins Chapter, IAAP, P.O. Box 39041, St. John’s, NL  A1E 5Y7 or by fax to 752-6066 or email to gayle.johnson@nlchi.nl.ca.  Deadline for entries is April 14, 2010.  The Administrative Professional of the Year will be chosen by a panel of impartial judges independent of IAAP, and their decision is final.  The winner will be announced at the Administrative Professionals Day Luncheon on April 21, 2010 at the Comfort Inn in St. John’s.  All information on this form or attached sheets will remain confidential.  However, following the luncheon nominees will be sent a card to let them know they were nominated.
