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 Date Speaker Synopsis 
September 19, 2013 Carol Etges 2013 IAAP EFAM Event  

EFAM 2013 highlights presented.  Carol Etges attended this event 
and will provide an overview of all that was presented at the 2013 
IAAP EFAM event.  Learn how attending this event can benefit 
you. 
Bio:   Carol Etges is a previous President of the Boulder IAAP 
Chapter. She works as the Executive Administrative Assistant at 
MWH Global the Director of Global Consulting and Knowledge, as 
well as the Consulting Solutions Center team. She began my 
career with MWH in 2008. 

October 17, 2013 
 
 

Stephen West, 
BS, RMT 

Reducing Stress in the Workplace 
Stress is a Killer.  There is no avoiding stress of all kinds in the 
office environment.  Learn of the impact that stress creates to 
your health, and of the techniques, physically, mentally and 
nutritionally, that you can use to counter stress and help improve 
your health and wellbeing. 
Bio:  Stephen West, BS, RMT of Purnam Wellness has studied many 
manners of hands on therapies, posture, breath, yoga, nutrition, 
supplementation, meditation, Experiential Kinesiology, holistic health and 
most recently the exploration of trauma release and neurobiology. 

November 21, 2013 Amalia Hurtado Be More Productive with MS OneNote 
OneNote functions as an electronic version of a paper notebook.  
Its many functions include simplifying note taking, organizing and 
sharing notes, capturing images, text video and audio notes.  
Learn how this tool can increase your organization in both work 
and personal life. 
Bio:  Amalia Hurtado is the Technical Publications Manager for Spatial 
Corp in Broomfield, CO.  She has been a technical communicator for over 
20 years.  She has experience in designing and writing for software and 
hardware products, and is also experienced in Web site 
design/development and graphics illustration.  She holds a B.A. in English 
from the University of California in Santa Barbara  

December 12, 2013 
Changed from 3rd to 
2nd Thursday 

TBD Boulder Chapter IAAP Holiday Party 
Holiday party, Gift Exchange and Fundraising Event. 

January 16, 2014 Kay Wright  
IAAP Boulder 
Chapter 

IAAP CYC Presentation 
Getting to the Heart of the Matter 
Getting to the Heart of the Matter – Root cause analysis gets you to the 
heart of the problem and helps you identify the risks, make better 
decisions, and get better outcomes. 
 

As the roles and responsibilities for administrative assistants increase, one 
of the most important skills you can develop is the ability to think critically 
and solve problems.  Using the information in this session, you’ll learn how 
to “get to the heart of the matter” in order to recognize the problems, 
identify the root cause and provide a strong solution. 
 

Speakers and topics are subject to change. 
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Upon completion of this session, participants will be able to: 

• Identify the goal of risk analysis in business 
• Utilize the two basic operations of risk analysis 
• Implement scenario planning techniques 
• Understand how to use various analysis tools 

Bio:  Kay Wright is currently Boulder Chapter Treasurer and Executive 
Assistant at Medtronic in Louisville, CO. 

February 20, 2014 Julie Brennan 
IAAP Boulder 
Chapter 
 

IAAP CYC Presentation 
The Unique Role of a Multi-Manager Administrative Assistant 

Tricks of the trade for supporting multiple managers…and making 
it work – for you and them. 
Many admins today support more than one manager – in fact 
many support several managers. This requires them to do some 
juggling to get everyone’s needs met, including that of the admin. 
Yet, this isn’t a skill that is taught in business classes or even on 
the job. People are just “supposed” to know what to do and how 
to do it. From the standpoint of the admin, it’s a little like herding 
cats. Each manager is doing his/her thing. No one thinks about 
the hub of the office - the admin. So maybe now is the time for 
admins to take control! 
Upon completion of this session, participants will be able to: 

• Identify the essential habits of multi-manager admins  
• Recognize some of the biggest challenges for multi-

manager admins and how to overcome them 
• Understand the importance of “managing up”      
• Recognize signs of multiple-boss madness 
• Identify the importance of managing office politics  

Bio:  Julie Brennan is currently Boulder Chapter President and 
Executive Assistant at Spatial Corp Broomfield CO.  

March 20, 2014 Andrew 
Whitfield, 
Colorado Notary 
Solutions 

Learn How to Become a Notary  
Learn the duties and requirements of a Colorado Notary and the 
steps to take to become one.  Additionally, a refresher and update 
to Colorado notary law will be presented for those members that 
are already notaries. 
Bio: Andrew Whitfield is President & Co-Founder at iNotary; 
President and Owner at Colorado Notary Solutions, LLC and is 
Past Deputy Director for the licensing and enforcement division at 
the at the Colorado Secretary of State’s Office where he was 
primarily responsible for administering the Colorado Notaries 
Public Act and representing the State of Colorado in revocation 
proceedings against notaries.  Andrew holds a degree in political 
science from American University in Washington DC and received 
his Juris Doctorate from Gonzaga School of Law in Spokane 
Washington. 

Speakers and topics are subject to change. 
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April, 2013 APW Details to come. 

May 15, 2013 Irene Randall, 
CAP-OM 
IAAP Boulder 
Chapter 

IAAP CYC Presentation 
 Tracking and Scheduling with Microsoft® Office – Make two 
common admin tasks - tracking and scheduling - easier with tips 
for using MS Office 

As admins, it is obvious that organization skills are a large part of 
the most critical skills to success. It can be the difference between 
being good at your job and being the best, making you invaluable 
to the organization. Understanding how to use technology to 
improve your skills and automate tasks can improve your 
efficiency and overall productivity, freeing up time to work on 
other high-priority tasks. Two important tasks that are growing in 
importance are tracking and scheduling. 

At the end of this session, you will be able to: 

• Discuss how the top MS Office and other Microsoft® 
products can improve scheduling and tracking skills: 
Outlook®, Excel® 

• Recognize advanced tips and tools to help track and 
schedule others in Outlook® 

BIO: Irene Randall is the Boulder Chapter Newsletter 
Committee and Executive Assistant and Innovyze in Broomfield, 
CO. 

June 19, 2013 Gaye Barwin 
IAAP Boulder 
Chapter 

IAAP CYC Presentation 
 TBD - Details to be announced 

Speakers and topics are subject to change. 


