
Pres ident’s  Message:  INVEST  IN  YOURSELF  

THE CAPITAL 

STANDARD 

Dear Members, 

We completed our Annual Strat-

egy Session on July 18. 

I strongly believe we have estab-

lished a solid a plan to grow our 

chapter and provide quality train-

ing that you will find informative, 

innovative and effective. We will 

review it once a quarter against 

our performance and report our 

progress back to you. 

Our theme this year will be: 

INVEST IN YOURSELF 

One of the main duties I am 

tasked with is to work with the 

Board to offer value to our mem-

bers. The programs we will pre-

sent will focus on providing inno-

vative ways to educate and de-

velop you professionally.  

We will develop a catch phrase 

with your help. 

Our first challenge is to qualify as 

an IAAP Chapter of Excellence. 

The first step is signing the Com-

mitment Form, which I did on July 

19. There are 19 criteria of which 

we must attain a minimum of 14 to 

qualify. 

Click here for more details 

Our most important challenge is to 

plan our Annual Seminar sched-

uled to occur during Administra-

tive Professionals Week next year 

in April. 

 We have approximately $7K in 

our coffers and our reserves have 

been slowly dwindling down over 

the past few years. We need a 

strong year to infuse our chapter 
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The Capital Chapter was estab-

lished May 25, 1974, and is one of 

over 600 chapters worldwide and 

the ONLY chapter in the Austin 

area. The membership is a mix of 

local industry: high-tech, state gov-

ernment, non-profit, financial, real 

estate, education, and many others. 

Membership in IAAP® offers op-

portunities for personal and profes-

sional growth in advancing your 

career objective. 
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with some new funds.  

Sherri Beck is our Committee 

Chair. I will work with her and her 

team (to be established soon) to 

plan, promote and execute a well 

thought out and successful event. 

Our goal is to: 

Generate at least $5000 in 

Revenue 

Attract at least 50 attendees 

If you have Event Planning skills, 

WE NEED YOU! If you want to 

learn and develop this skill set, 

WE WANT YOU!  

Another major challenge is to 

maintain and grow our member-

ship. 

 Membership was at 61 as of July 

2008. A year later, we have 

dropped to 50 members. We must 

find innovative and effective ways 

to maintain current membership 

and attract new members. 

Our goal is to: 

Maintain a 90% Retention 

Rate (45 members) 

Increase Membership by 

20% (10 new members) 

We will promote the CPS and 

CAP Certifications. We encourage 

anyone interested in these certifi-

cations to contact our Certification 

Chair, Melissa Huffmaster, at: 

melissa.huffmaster@lcra.org  

For more on Certification visit: 

http://www.iaap-hq.org/prodev/

certification/index.html  

Our goal is: 

Upcoming Meeting 

When: August 25, 2009   6-8pm 

Where: Goodwill Community Center 

Topic: Dealing with Difficult People 

Speaker: Yolanda Owens 

Click here for more details 

mailto:melissa.huffmaster@lcra.org
http://www.iaap-hq.org/prodev/certification/index.html
http://www.iaap-hq.org/prodev/certification/index.html


2 members attain CPS certi-

fication by the end of our 

fiscal year 

We will focus on bringing you 

training programs that will provide 

new skills or help hone current 

abilities. Our programs will be 

guided by a ñWhatôs in it for me?ò 

mentality. Topics will include: 

Social and Professional Net-

working  
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Technology 

MS Office 

Communication 

Best Practices 

Resume Building 

Interview Techniques 

Leadership 

IAAP 101 

We will also promote IAAPôs 

Member of Excellence Program. 

We encourage each member to 

participate and strive to become 

an IAAP Member of Excellence in 

your quest to INVEST IN YOURSELF.  

There are 11 criteria of which you 

must attain a minimum of 8 to 

qualify. 

Click here for more details. 

This IAAP Program is designed to 

help develop ourselves and keep 

us active within our profession. 

Last year Capital Chapter had 3 

members qualify.  They are: 

1. Mindy Thompson CPS/CAP 

2. Niki Braddock CPS/CAP 

3. Mary Joy Guzman CPS 

The Board has committed to strive 

for 100% participation and com-

pletion. 

 We also discussed: 

Fundraising 

Meeting Locations 

Mentoring 

Committees 

Our website 

We are looking for volunteers to 

chair or help with one of our 12 

committees. 

Some Committees are yearlong 

and some are only one-time com-

mitments that take up a few hours 

or a few days.  

This is your chance to develop 

skill sets you may lack. Or, you 

may just want to hone your skills 

to keep them sharp.  

Finally, we set our 2009-2010 

Budget which we will post on our 

website. We will review it once a 

quarter against our performance 

and report our progress back to 

you. 

All of our goals are attainable but 

we will need your participation to 

accomplish them.  

I truly believe that we will deliver 

innovation and value that you will 

find beneficial and help you make 

an easy call to INVEST IN YOUR-

SELF. 

If you have a suggestion for a 

fundraising idea or you want to 

submit a catch phrase for our new 

theme or if you want to comment 

on any topic listed please feel free 

to submit them to me. 

I look forward to working with you. 

Together we will make this a 

GREAT YEAR. 

Thank you. ï Virgil Delgado, 

President          

A Chapter of Excellence  will receive a podium banner (first year), banner year patch, and either $100 cash or $150 credit toward subscription to the 
IAAP Web Community.   
 
A Chapter of Excellence  will attain a minimum of 14 of the following 19 criteria: 
 
1. Sixty percent of the chapter meetings offer recertification points  

2. At least one member of the chapter obtain their CPS and/or CAP certification during the current IAAP fiscal year  

3. Sign the online Chapter of Excellence Commitment agreement  

4. Publish at least six newsletters/e-newsletters  

5. Participate in the IAAP Web Community  

6. Publish annual meeting calendar with education and/or training topics by September 1 and establish marketing plan to encourage members to 
attend chapter, division, and international meetings and events  

7. Create and maintain an annual budget; provide a monthly financial statement to the membership and submit annual audit report to the division 
treasurer  

8. Maintain a full slate of officers (minimum four offices); maintain committee chairmen for the Bylaws, Certification, Education and Membership 
Committees; and submit new officers and committee chairmen listing to HQ by July 1 deadline  

9. A minimum of four officers and chairmen of the Bylaws, Certification, Education and Membership Committees; participate in at least one IAAP 
Leadership/Succession Planning training event  

10. Send a delegate to the division annual meeting and a delegate or submit a proxy to the International Convention and Education Forum  

11. At least one member serve in a division office or committee; or serve on an international committee; or as an international officer or as an RTF 
Trustee  

12. Sponsor or co-sponsor a professional development seminar or sponsor/co-sponsor an APW/APD and/or annual executivesô event  

13. Submit a completed application for the Avery Chapter/Division Achievement Awards Program and/or submit a nomination in the Award for Excel-
lence program  

14. Maintain a minimum of 15 members and achieve an annual retention rate of at least 80 percent  

15. Conduct at least one IMPACT meeting  

16. Conduct new member orientation program  

17. Achieve a net membership increase of at least 12 percent (minimum required is a net 3 member increase)  

18. Sponsor a new IAAP Professional Chapter or Student Chapter  

19. Create an annual Business (Strategic) Plan; review/update annually; submit a copy to the Division President by December 31 and conduct 
an annual member interest/satisfaction survey  
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A Member of Excellence  will receive a certificate (first four years), Pathways to Excellence certificate cover, and 
Member of Excellence pin (the fifth year). 
 
A Member of Excellence  will attain a minimum of 8 of the following 11 criteria: 
 
1. Be a current CPS and/or CAP holder  

2. Sign the online Member of Excellence Commitment agreement  

3. Actively participate in the IAAP web community forum discussions or submit an article for an IAAP publica-
tion (chapter, division, or international level)  

4. Attend non-IAAP professional educational workshops, seminars and conferences  

5. Hold a degree, certificate or equivalent (a minimum one year in length) from an accredited college or earn a 
Microsoft certification  

6. Pay membership dues on or before anniversary date  

7. Serve as a chapter, division, or international officer, committee chair, or committee member; or serve as an 
RTF Trustee; or serve on a Student Chapter advisory board or the schoolôs advisory board for the office 
administration program  

8. Conduct a public presentation, program or training  

9. Attend a minimum of eight chapter, division or international sponsored meetings, programs or events (any 
combination)  

10. Recruit at least one new member  

11. Integrate IAAP membership and involvement into annual performance plan or review  

 

 

 

 

 

 

 

 

Each newsletter will feature at 
least one of our members. This 
will give us a chance to get to 
know who we are and perhaps 
find some commonality. 

 

 

 

 

 

INVEST 

IN 

YOURSELF 

Spotl ight  On…Mary Joy Guzman  

Q1. How long have you been in 
the Administrative Field? 

MJG ð Iôve been working in the 
field for 20 years. 

 

Q2. How long have you been a 
member in IAAP? 

MJG ð Iôve been a member for 
19 years. I joined PSIôs Saginaw 
Valleyôs Chapter (Professional 
Secretaries International) while 
living in Michigan. PSI later be-
came IAAP. 

 

Q3. What attracted you to the 
field? 

MJG ð My mom was a Secretary 
and it just came naturally. I  joined  
FSA (Future Secretaries of Amer-
ica) when I was in school. I went 

to Delta Community College in 
Michigan. 

 

Q4. What is your current role? 

MJG ð I have 2 roles. I am an 
Executive Assistant, where I per-
form normal administrative duties, 
and I am also a Corporate Secre-
tary, where I am Officer of the 
Company. 

 

Q5. What is your biggest accom-
plishment? 

MJG ð It would be obtaining my 
CPS Certification. 4 or 5 of us 
took it together and it was a year-
long event. We studied under a 
extremely focused instructor who 
literally had us over-prepared! 

 

Q6. What hobbies do you have? 

MJG ð I love reading and travel-
ing. 

I read Development Books (Iôm 
currently reading The Art of Per-
suasion), Health Books (I even 
read a book on how to control 
your cholesterol), and  Fiction (my 
favorite author is Mary Higgins 
Clark).   

I travel extensively but my recent 
travel has taken me to Phoenix, 
AZ , Seattle, WA (where I went to 
Olympic National Park) and British 
Colombia, Canada. 

I like to travel because I get to see 
places Iôve never been to and do 
things I normally would not be 
able to do (I went parasailing at 
Lake Tahoe when I attended In-
ternational at Reno). 

Each newsletter will focus on 
IAAP acronyms, events and other 
things that have people asking 
ñWhat does that mean?ò. 

 

Letôs start with the bare basics: 

 

IAAP ð International Association 

of Administrative Professionals: Is 

a not-for-profit professional asso-

ciation for office professionals with 

approximately 40,000 members 

and affiliates and nearly 600 

chapters worldwide. The Associa-

tion was founded in 1942 as the 

National Secretaries Association 

to provide a professional network 

and educational resources for 

secretarial staff. The association's 

name was changed in 1998. 

CPS ð Certified Professional 

Secretary: The CPS Examination 

is a three-part exam, covering the 

areas of office technology, office 

systems and administration, and 

management. It is a stand-alone 

certification.  

 CAP ð Certified Administrative 

Professional: The advanced CAP 

Examination is a four-part exam, 

covering the areas of office tech-

nology, office systems and admin-

istrative management and ad-

vanced organizational manage-

ment. It is a stand-alone certifica-

tion. 

IEFAM ð International Education 

Forum and Annual Meeting: Is 

IAAPôs premier event taking place 

during the summer with over 1200 

attendees. This event offers more 

than 50 education workshops 

focusing on topics from manage-

ment skills to leadership develop-

ment. It is held yearly and is 

awarded to different US Host 

Cities. 

 

IAAP 101  



can implement within your com-

pany; teach you how to stay resil-

ient, motivated and of key impor-

tance to your boss. Through our 

workshops, youôll discover ways 

to work smarter. Weôre also giving 

you great tips on Office 2007 and 

additional technology resources. 

During this 2 ½ day conference 

you can network with other ad-

mins, share ideas, problems and 

solutions. Then you can go back 

and share what youôve learned in 

the office, bringing value back to 

your employer. If youôre an active 

CPS and/or CAP holder attending 

this conference, you can gain 

During tough times thereôs a 

temptation to hunker down and 

wait out the crisis. Often we be-

come cautious, simply wanting to 

keep our head down, do our job 

and blend in. Thereôs a better 

way. Instead of waiting out the 

storm swirling around you, why 

not embrace it? Be that person in 

your company that speaks out 

with solutions for the problems by 

taking time out to sharpen your 

skill set. 

The 2009 Certification Conference 

can help you be the one people 

go to for answers. Weôll give you 

tips on cost-saving measures you 

points toward your required recer-

tification.  

This conference will equip you 

with essential skills and help you 

move forward and excel even 

when times are tough. 

For more information visit: 

http://www.iaap-hq.org/events/

certification/index.html  

 

     

2009 Cert i f ication  Conference — Port land,  Oregon Oct  18 -21 

Port land Marriot t  Downtown Waterfront  
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Capital  Chapter  August Meet ing  

Aust in,  Texas ð August  25,  2009  

We will hold our next monthly 

meeting at: 

Goodwill Community Center   

1015 Norwood Park Blvd                     

Austin, TX 78753 

Yolanda Owens PHR, MBA    

(Dynamic Diagnostics Consulting) 

will be the speaker. 

Yolandaôs topic will be: 

 ñConflict Management é       

Understanding Your Styleò  

Conflict is natural. Yes, it's human 

nature. We even have conflict 

within ourselves, without any out-

side interference. 

 Given that we have to live with 

conflict, how can we adapt and 

adjust to make the process go 

more smoothly and create a posi-

tive end result? 

During this session, you will get 

an introduction to 5 conflict styles 

and explore the different situa-

tions they are most effective. 

You will learn which mode is your 

primary and when to use it for 

best results in work, family, and 

social settings. 

To register visit: http://www.iaap-

austin.org/chapter_meetings.htm                                                              

How to get there:                  

1015 Norwood Park Blvd                       

Learn from the best on this 

topicé 

Let the Division Board show 

you how to enhance your 

knowledgeé 

Learn to grow and advance 

your career!  

Youôll develop powerful skills to 

help you move ahead in an or-

ganization that creates new 

Now that 2009 has arrived, are 

you ready to handle the chal-

lenges in your career? The need 

to acquire new knowledge is es-

sential for all administrative pro-

fessionals to maximize his or her 

career potential. 

This program is designed to up-

grade current career strategy and 

prepare us for continued growth 

as a leader in the future. 

opportunities to increase your 

knowledge; become a more mar-

ketable professional; and excel 

your career as you work with 

IAAP association volunteers as 

they learn to excel in todayôs busi-

ness world. 

Donôt be confused as to the 

direction your career will take 

in the future.  

 

Texas  — Louisiana Divis ion  Leadership Workshops  

A Workshop for Todayôs Administrative Professionalé 

There are 3 locations to choose 

from: 

Houston, Texas - Sept 12       

New Orleans, Louisiana - Oct 3                                                

San Antonio, Texas - Oct 24 

To register, visit:                      

http://www.iaap-txla.org/IAAPHQ/

TXLADivision/

UploadedImages/2009%

20leadership%20Workshop.pdf    
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