
FALL 
EDUCATION 
CONFERENCE 
 

Kalahari Resorts & Conventions 

Wisconsin Dells, WI 

 

October 24-25, 2014 

International 
Association of 
Administrative 
Professionals 
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AGENDA 

Saturday, October 25 

12:00 p.m. - 1:00 p.m. Registration  
1:00 p.m. - 1:30 p.m. Welcome and Introductions 
1:30 p.m. - 3:30 p.m. Lessons in Leadership 
    by Rhonda Scharf, CSP 
3:30 p.m. - 3:45 p.m. Break 
3:45 p.m. - 4:45 p.m. Prezi – Creating Roadmaps Instead of Presentations 
    by Mark Relf 
4:45 p.m. - 5:00 p.m. Break 
5:00 p.m. - 6:00 p.m. Leadership Training and Revitalization Updates 
6:00 p.m. - 6:30 p.m.  Free Time 
6:30 p.m.  - 7:45 p.m. Networking Reception and Dinner 
7:45 p.m.  - 8:00 p.m. Break 
8:00 p.m.  - 9:30 p.m. Everyone Wins – BINGO! with EFAM 2014 Host Committee    
   Co-Coordinators Nancy Arnold, CAP-OM and  
   Julie Thomas, CAP-OM 
 

7:30 a.m. - 8:15 a.m. Breakfast Buffet 
8:00 a.m. - 8:15 a.m. Registration 
8:15 a.m. - 8:30 a.m.  Welcome and Introductions 
8:30 a.m. - 11:45 a.m. Time and Workload Management 
    by Rhonda Scharf, CSP 
10:00 a.m. - 10:15 a.m. Break (mid-point in presentation) 
11:45 a.m. - 12:00 p.m. Break and Registration 
12:00 p.m. - 1:00 p.m. Networking Lunch 
1:00 p.m. - 1:15 p.m. Break and Registration 
1:15 p.m. - 2:15 p.m. Assertive Not Aggressive 
     by Ann Kerian 
2:15 p.m. - 2:30 p.m. Break 
2:30 p.m. - 3:30 p.m. Microsoft Office User Specialist 2013 Certifications 
    by Mark Relf 
3:30 p.m. - 4:00 p.m. Chapter and Member Recognition and Awards 
4:00 p.m.   Adjourn 
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EDUCATION 

 Lesson in Leadership 
 Friday, October 24 – 1:30 to 3:30 p.m. 
 by Rhonda Scharf, CSP  
 
 
 
 
 
 
What is “Leadership” anyway?  Leadership in 2014 is different than Leadership in 1985.  
Do you know how to lead through your actions?  Do you know how to lead without 
authority? 
  
Through the use of a fully interactive, fun and applicable workshop activity, we’ll discuss 
what leadership means to everyone, and how they can apply the same leadership skills that 
are used to run organizations of thousands to their own roles back at work. 
 
 
About the speaker: 
Rhonda Scharf, CSP is a well-recognized professional speaker, trainer, and author based in Ottawa, 
Ontario. She has earned the highest speaking designation in the world, the “Certified Speaking 
Professional” designation (CSP). She has spoken to tens of thousands of people in ten different 
countries and is a trusted resource for many organizations across Canada, the United States, and the 
Middle East. In 2004, Rhonda served as the National President of the Canadian Association of 
Professional Speakers (CAPS) and has served on the Board of the Global Speaker Federation. Since 
1998, she has been listed as one of the “Who’s Who in Professional Speakers.” 
 
Rhonda specializes in helping administrative professionals to thrive in their work environment using her 
proven tools and strategies. Audiences far and wide sing her praise for her relevant and useful tips on 
administration, communication, and workplace effectiveness. 
 
Rhonda’s enthusiasm and positive energy truly make her stand out in her profession. She has the ability 
to make training fun and interesting! Insightful… Humorous… Entertaining… even Contagious… These 
are words that are often used to describe Rhonda. A speaker with the uncanny ability to look at the 
normal and see something quite different. 
 
2 recertification points have been approved for this program. 
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EDUCATION 

 Prezi – Creating 
Roadmaps Instead of 
Presentations  

 Friday, October 24 – 3:30 to 4:30 p.m. 
 by Mark Relf 
 
 
 
The concept of Prezi is to give the audience the big picture then zoom in on the details. 
Well, that is how this application works. You take a big picture item, for example, how to 
give a Prezi presentation, then focus in on the main topics deeper.  
 
In this presentation you’ll learn how to:  

 Create a basic Prezi presentation with a template. 

 Create a Prezi from scratch. 

 Make the most out of a presentation. 
 
 
About the speaker: 
Mark Relf is state program coordinator at Rasmussen College in Illinois and Wisconsin. Mark has 
earned his Master of Information Systems. He has been teaching technology courses for the past 20 
years working with students from kindergarten to rocket scientists at NASA. Mark’s primary driving 
factor is in individual student success, which starts in setting individual educational goals through career 
placement for all students having academics being the core that holds this whole dynamic together. 
 
He is certified by Microsoft as a MCT (Microsoft Certified Trainer), MCDST (Microsoft Certified 
Desktop Support Specialist), MCP (Microsoft Certified Professional), MTA (Microsoft Technology 
Associate) in Operating Systems, Networking, Security, and Server also a MOS (Microsoft Office 
Specialist) Master Instructor. Certifications from CompTIA include A+, Network+, and CTT+, as well 
as working with CompTIA as a subject matter expert to help in the development of new certifications 
exams. 
 
1 recertification point has been approved for this program. 
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EDUCATION 

 Time and Workload 
Management 

 Saturday, October 25 – 8:30 to 11:45 a.m. 
 by Rhonda Scharf, CSP  
 
 
 
 
Do you complain that you don't have enough time?  Do you seem to always get behind on 
your organizational work, but aren't sure why?  If you don't identify it, you can't fix it, so 
come to our workshop to find out where you are guilty, but more importantly where you 
can manage your time better to get the things done that you need done! Learn to prioritize 
everything at work so you work smarter not harder.  
   
Face it; there is just too much volume of work every day!  Just when you see the bottom of 
the pile, more gets tossed on top!  Find a new way to prioritize, even with a constantly 
changing day.  Once you can continually prioritize, you no longer get stuck in the wrong job 
at the wrong time.  You’ll get more work done in the same amount of time because you’re 
working smarter not harder!  
   
This fully interactive workshop will introduce you to practical techniques in helping you 
achieve better results through better time and workload management.  You will learn how to 
organize your time more effectively and be introduced to tools and perspectives to better 
manage your workload.  We deal with the reality of a busy workspace, changing priorities 
and multiple deadlines, and don’t rely on the theory of time management!  
   
 
About the speaker:  
See Page 3 for information about Rhonda Scharf, CSP. 
 
3 recertification points have been approved for this program. 
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EDUCATION 

 Assertive   
                       Not Aggressive 
 Saturday, October 25 – 1:15 to 2:15 p.m. 
p.m. 
 by Ann Kerian 
 
 
 
When people converse in clear, honest, and direct ways and respect the feelings and 
thoughts of others, the communication becomes the foundation for strong, healthy 
relationships that can withstand conflict and problems. Assertive communication is a skill 
that can be learned, but for many people, it takes practice. There are specific 
communication techniques that enhance managing the challenges of working with and 
living with others. 
 
 
About the speaker: 
Ann Kerian spent more than 15 years motivating people through a camera lens.  Now, she takes her 
talents to another level as an Executive Coach, Consultant, Motivational Speaker, Fundraiser, and 
Author.   
  
Ann is a former award-winning television news anchor/reporter turned “Executive & Life Coach.”  
She’s a member of the International Coach Federation and the National Speakers Association.   
  
She was born and raised in North Dakota, where she began her career.  She then worked in North 
Carolina, Florida, and Iowa.  Her current client list ranges from hockey moms to Fortune 500 
companies.  She lives with her three dachshunds, two sons, and one husband in Wisconsin Dells, 
Wisconsin!  
 
1 recertification point has been approved for this program. 
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EDUCATION 

 Microsoft Office      
User Specialist 2013 
Certifications  

 Saturday, October 25 – 2:30 to 3:30 p.m. 
 by Mark Relf 
 
 
 
In the latest version of the certification process Certiport, the test authority, has changed 
the methods in which the certification is taken. 
 
In this presentation you’ll learn how to:  

 Understand the new exam environment. 

 Navigate some trouble spots for test takers. 

 Word 2013 

 Excel 2013 

 PowerPoint 2013 
 
 
About the speaker: 
See Page 4 for information about Mark Relf. 
 
1 recertification point has been approved for this program. 
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What is the purpose of the conference? 
The purpose of the Wisconsin Division Fall Education Conference is to provide members 
with educational sessions, professional development, networking, and team building. Special 
recognition and acknowledgements are also made. The conference is open to all division 
members and other administrative professionals.   
 
What should I wear? 
Friday and Saturday sessions – Business Casual 
Friday evening – Casual  
 
It is often difficult to regulate the temperature in large conference centers to accommodate 
everyone’s individual comfort level.  We recommend you dress in layers or bring along a 
jacket or sweater to ensure your personal comfort throughout the event. 
 
In consideration of others’ environmental sensitivities, the Wisconsin Division Board 
requests all participants refrain from wearing perfume, cologne or other fragrances. 
 
What if I have a disability? 
It is IAAP’s policy to comply with the Americans With Disabilities Act.  If an individual with 
a disability needs special accommodations to attend this program, contact Ann Dahlke, CAP-
OM-TA via email Ann.Dahlke@umr.com or phone 715-432-0100. 
 
What will the Friday night activity be? 
As a special “thank you” to the Wisconsin Division members who have assisted in 
fundraising over the last several years for EFAM 2014 – EFAM 2014 Host Committee Co-
Coordinators Nancy Arnold, CAP-OM and Julie Thomas, CAP-OM invite you to play 
“Everyone Wins – BINGO!” There is no cost to participate in this activity. 
 
What if I have to cancel? 
In the event you must cancel, notify Division Treasurer Jeanne Kohl, CAP-OM via e-mail @ 
jeanne.kohl@meadhunt.com or via phone 608-575-7970 as soon as possible. To receive a 
refund for conference registration less a $15 administrative fee, cancellations must be 
received by October 20, 2014. 
 
Lodging cancellations must be handled directly with the resort at least 72 hours prior to 
scheduled arrival to receive a refund. 

 

FAQ 
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Friday, October 24 

Saturday, October 25 

Dinner Entrée Options 
 Tori Chicken Teriyaki – with pineapple and vegetable fried rice with won ton  

 Roasted Top Sirloin – sliced with caramelized garlic scallion mashed potatoes, port 
wine demi-glace, glazed green beans and carrots 

 North Atlantic Haddock Polonaise – with lemon butter toasted panko and egg and 
onion crunch, creamed spinach and artichoke three cheese ravioli and marinated 
Roma tomato 

 
All entrées include a salad with a wedge of iceberg lettuce, cucumber, tomato, and shredded 
Wisconsin cheddar cheese with house made ranch dressing, warm brioche rolls, butter, cinnamon 
and caramel Bavarian pastry parfait, coffee, tea, and milk 
 

Breakfast 
Kalahari Breakfast Buffet with scrambled eggs, sausage, bacon, potatoes, breads, jams, preserves, jelly 
and butter, fruits, muffins, orange juice, coffee, tea, and milk 
 
Lunch 
Soup and Sandwich Bar with fresh vegetable noodle soup, chicken and dumpling soup, sliced roast 
beef top sirloin, turkey, smokehouse ham, tuna and chicken salad, fresh spinach, Swiss cheese and 
artichoke spread, chick pea and tahini hummus, assorted cheeses, lettuce, tomato, onions, assorted 
breads and spreads, potato salad, coleslaw, cookies, coffee, tea, and milk 
 
Please note any medical dietary accommodations (i.e., gluten, peanut, or shellfish allergy) on your 
registration form and ensure this is accurately noted on your menu choice card BEFORE being 
served. 
 

 

MEALS 
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Staying at the Kalahari Resort 
 $119 single or double + tax per room 

 $209 2-room family suite + tax per room 

 Call 877-253-5466 to make your reservation 

 IAAP group rate code: IAAP-WI 

 IAAP group rate guaranteed through 
September 30, 2014 

 Deposit policy for individual reservations: 

 1 night (plus tax) is charged at the time 
the reservation is made. 

 Cancellation policy for individual 
reservations: 

 72 hours or more, prior to arrival to 
receive full refund, less $25 processing 
fee 

 Less than 72 hours prior to scheduled 
arrival forfeits entire deposit 

 Resort Fee Waived 

 Free Wi-Fi in Guest Rooms 

 GPS Instructions: 

 Don’t use zip code 

 Either use Baraboo or Point of Interest 

 

 

AMENITIES 
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 Indoor Waterpark Unlimited All Day Pass 
for Length of Stay for Registered Guests 

 Free On-site Personal Training and Fitness 
Studio for Registered Guests 

 Spa Kalahari: 

 See page 12 for Fall Specials 

 Call ahead to make reservations 

 Where to Eat, Snack, Drink: 

 Double Cut 

 Wisconsin Brew Pub 

 Great Karoo Marketplace Buffet 

 Ivory Coast Restaurant 

 Trappers Turn Dining 

 Sweet Hut 

 Upper Deck Lounge & Lanes 

 Java Manjaro 

 Waterpark Dining 

 Free Wi-Fi in Convention Center 

 Free Kalahari Resorts & Conventions 
mobile app available in Apple App Store 
and in Google Play 

http://www.kalahariresorts.com/wisconsin


Kalahari Resort 
 Kalahari Indoor Theme Park Unlimited All Day 

Attraction Pass for Length of Stay for Registered 
Guests 

 $25.95 per Person 

 $11.95 per Child (Ages 3-6) 

 Additional Attractions (priced separately) 

 24 Bowling Lanes 

 Golf Simulator 

 Lazer Frenzy 

 Visual Sports 

 NASCAR Simulator 

 AMC Desert Star 15 Screen Cinema 

 

Tanger Outlet Mall 
 Four blocks from the Kalahari Resort 

 
 

 

 

ACTIVITIES 
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SPA 
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You may register online at: 
https://widiviaap2014fec.eventbrite.com 

Check if applicable:           First-Time Attendee  
 
                Past Int’l Officer          Past Division Officer            Full-Time Student 
 
             Int’l/District Representative (title) ___________________________________________ 
 
                Division Officer/Chair (title) __________________________________________________ 

Name: __________________________________________      CAP       OM       TA 
 

          Preferred name on badge:  ______________________________________________ 
 

Cell Phone: ___________________  E-mail address:  _____________________________             
 

 Do NOT list my e-mail address on the published attendee roster. (You must still provide your 
e-mail address for registration purposes, but we will not publish it to the other attendees.)         

 
Chapter: ________________________  Guest of (if applicable): ____________________ 
 
Special medical dietary needs (if any): _______________________________________ 

Full Registration Member 
Non-

Member Total 

Includes Friday sessions, dinner and evening 
activities; Saturday breakfast, sessions and 
networking lunch 

$100 $125 

Full registration for full-time students $80 $105 

Individual Events Registration 
 

Member 
Non-

Member Total 

Friday sessions, dinner, and evening activities $60 $80 

Saturday breakfast, sessions, and networking 
lunch $75 $95 

Complete a separate form for each registrant Amount Enclosed: 

Friday Dinner Entrée            Tori Chicken Teriyaki                   Roasted Top Sirloin 
(choose ONE):                              North Atlantic Haddock Polonaise 
 

 

Event Registration Deadline is October 15, 2014 
 

If you register online you must use a credit card for payment of registration fees.  If 
not registering online, complete and mail this form along with your check, including the 
name of the individual registered and your check made payable to “Wisconsin Division 
IAAP” to Jeanne Kohl, CAP-OM @ W10485 Highway K, Lodi WI 53555. Complete a separate 
form for each registrant. 
 
 

To receive a refund of conference registration (less a $15 administrative fee), cancellations must be received 
by October 20, 2014.  Lodging cancellations must be handled directly with the resort at least 72 hours in 
advance (see Page 10 for more information.) 

 

REGISTRATION 
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