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I.
Purpose – Assistant of the Year (AOTY)
The purpose of the AOTY Award is to recognize individuals who are responsible for administrative tasks and coordination of information in support of an office-related environment and who are dedicated to furthering their personal and professional growth in their chosen profession.

Criteria:     

1.  Specific examples of how this administrative professional continually seeks 
  
  
     advancement in his/her personal and professional life.

2.  Specific examples of how this administrative professional supports other administrative professional members in the company in which she/he works.

3.  Provide examples of how this individual supports his/her community.

II.
Purpose – Boss of the Year (BOTY)
The purpose of the BOTY Award is to recognize a boss, manager, supervisor, etc. who is committed to providing and supporting leadership and development opportunities and understand the value of their administrative professional in their company.
Criteria:         

1. Provide specific examples of how this boss, manager, supervisor, etc. demonstrates         

an understanding of the value of his/her administrative professional.

2. Specific examples of how this boss, manager, supervisor, etc. supports the personal     

      and professional growth of his/her administrative professional.

3. Does this boss, manager, supervisor, etc. financially support membership in groups      

      such as IAAP, Toastmasters, SHRM, or other work-related organizations that  

      enhance the personal and professional development of his/her administrative  

      support person?

III.
Background

April 25, 2007 was the Inaugural “Assistant of the Year” and “Boss of the Year” awards sponsored by IAAP First Coast Chapter and the University of North Florida’s Division of Continuing Education.  The announcement was included in UNF’s 22nd Annual Conference & Expo brochure.  The brochure included where to download the nomination forms and who to contact for submissions.

Honorees to date are:

2007 Assistant of the Year:  Julie E. Smith, Brooks Rehabilitation and Assistant to the 




   President/CEO, the Chairman of the Board and the COO.

2007 Boss of the Year:
Marcus Dooley, Principal of McRae Elementary School in 

Keystone Heights Florida.

2008 Assistant of the Year:  Jennifer Bond, Financial Assistant with Julington Creek 
Animal Hospital
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2008 Boss of the Year:
Annette Davis, Manager of the Organizational Development 
Office with the City of Jacksonville’s Human Resource 
Division
IV.
Goals of the Program

· Encourage recognition of administrative professionals and their bosses, managers, supervisors, etc.

· Encourages all assistants and their bosses, managers, supervisors, etc. to consider recognition as a part of their accountability.

· Leading by example: making a commitment to continuing education and lifelong learning. 

· Taking pride in their work and their profession. 

V.
Guidelines

Eligibility:  

· The geographical boundaries are to be predominantly Duval, Clay and St. John’s county to include participants in the UNF’s annual Administrative Professional Conference and Expo.

· IAAP First Coast Chapter Officers are not eligible. 

· IAAP First Coast Chapter general and at-large members are eligible 

Nomination Process:

· Nominations are submitted to a Nomination Committee by deadline date.  This committee will review both Assistant of the Year and Boss of the Year nominations and make final decisions.  IAAP First Coast Chapter Members will not know in advance of award announcement.

· The nominator and award recipient must be present at the UNF 25th Annual Administrative Professionals Conference & Expo luncheon on April 14, 2010 at the Prime F. Osborn Convention Center.  This will apply for future UNF Annual Administrative Professionals Conference and Expos as dates are determined.  

· After the winner is announced, the nominator will be asked to briefly read their essay at the podium and the award recipient may say a few words.  (Note: The nominator and award recipient will have approximately three minutes total at the podium.)

· The selected nominator will be notified by Wednesday, April 7, 2010 to confirm the nominator and award recipient will be present at the event.
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How to Submit a Nomination:

· Submit an essay as to why you believe the nominee should be selected.

1. Provide specific criteria responses as outlined on the nomination form.

a. Content of essay based on specific criteria - up to one page (letter size), New Times Roman, 12 pt.

b. The nominator must know the nominee for at least one year in a professional work environment.

· Mail or email the nomination form with optional supporting documentation to:

UNF/IAAP Nomination

P.O. Box 23728, Jacksonville, Fl 32241
E-mail: iris.iaap@yahoo.com
VI.     Awards 

· Floating Frame w/recipient’s certificate.

· The First Coast Chapter IAAP will be responsible for obtaining and having all the gifts to be presented to the AOTY and BOTY at the luncheon event.
· The current Chapter President, will make the announcements / presentations to the honorees at the luncheon.

· Costs, as approved in the First Coast Budget for each year’s event, will cover the lunch costs for the Assistant of the Year (if not registered as attending the event), the Boss of the Year (who usually is not in attendance at this event), and any nominator of the honorees that may not be registered as attendees of the event.

VII.     Advertising and Announcements
· First Coast Chapter Liaison to work with UNF for AOTY and BOTY to be included in conference website, mailers and brochure.  Determine where and when UNF is announcing information that includes the Awards

· Work with the firm supervising the nominations receipt and review process for any advertising on their website, etc. that is to be done.

· Determine deadline to submit essays.

· On nomination form, advise when winners will be notified.

VIII.   Review of Nominations
· First Coast Chapter Board will review nominations for content prior to any exclusion of nominations.  The Board of the First Coast Chapter are not eligible for nomination, and are the funders of these awards and gifts.

· First place and runner up in each category to initially be chosen – this is in the event an honoree, once contacted cannot attend the event – which makes them ineligible for the award.

· The nominator cannot accept the award on behalf of the honoree and it is clearly stated on the nomination form for each category that they must be able to attend.

· If an honoree cannot attend the event, the next eligible honoree in that category will be contacted.

· Absolutely no pre-announcements are to be made public prior to the award presentations at the UNF Conference luncheon.

· The exception to this non-disclosure is that the honorees and their nominators are to be notified to ensure they can attend the luncheon for the award presentations.
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