SURFING THE NET EXERCISES

CHAPTER 17 Professional Development

Exercise 17-1

The Association of Administrative Assistants offers a Qualified Administrative Assistant (QAA) designation that consists of completing seven courses. The courses are offered at various Canadian universities and colleges.

A. Connect to the Association of Administrative Assistants website and gather information about the QAA program.

B. Locate one or more educational institutes in your area that offer QAA courses. Do the institutes provide lectures or distance learning courses?

Exercise 17-2

The International Association of Administrative Professionals (IAAP) offers the Certified Professional Secretary (CPS) designation (among others).

A. Connect to the IAAP Headquarters site and gather information about the CPS program.

B. Compare the CPS and QAA programs. Based on cost, availability of the programs, range of courses and benefits of having the designation, which one would you select?

C. Share your choice and discuss your reasons for choosing it with your class.

