
First Coast Chapter Strategic Plan

2008 – 2010

Vision

To inspire and provide educational and leadership educational means to all administrative professionals to achieve their goals and excellence within our chosen profession.

Mission

The mission of the First Coast Chapter of the International Association of Administrative Professionals is to be a resource channel for our chapter members and members-at-large within our area for information, leadership and advancement.  
Major Objectives

· Strengthen our Chapter by providing mentoring and educational opportunities.

· Provide consistency and quality leadership in both professional and community service initiatives.

· Enhance our networking capabilities by providing information to and about both members and non-members, allowing for continuous connectivity.

· Build relationships in the community with other businesses, community service organizations, nearby chapters and promote our profession and organization at every opportunity.

· Promote, encourage and provide every possible opportunity to those who wish to achieve their IAAP Certification.

· Promote a STRONG MEMBERSHIP base.
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First Coast Chapter Strategic Plan

2008 – 2010
1. Strengthen our Chapter by providing mentoring and educational opportunities.

	ACTION
	STEPS TO ACHIEVEMENT
	WHO IS RESPONSIBLE
	DUE DATE

	Develop a succession plan
	· Educate and encourage members to hold offices

· Encourage networking with other chapter and division officers to create a comfort zone

· Set the tone for April nominations
	Executive Board
	Ongoing – monthly meetings, committee meetings

	Provide meaningful speakers
	· Based on surveys received, determine valuable speaker / learning opportunities to meet the needs of the members.

· Promote Program and Education topics to ensure CEU availability

· Encourage attendance of members to all Division and/or International educational events offered

· Promote and encourage sharing of experience and knowledge at the chapter meetings.
	President

Programs, Education & Certification Chairperson

	Ongoing

	Division support
	· Host a FLAN or LAN for Division; possibly including surrounding states’ chapters
	President, Board and all members
	2010


2. Provide consistency and quality leadership in both professional and community service initiatives.

	ACTION
	STEPS TO ACHIEVEMENT
	WHO IS RESPONSIBLE
	DUE DATE

	Community Service
	· Encourage members to come forward with suggestions on how we can serve our community

· Work with the members to determine a minimum of 5 main community projects they are interested in accomplishing

· Continue to support our namesake, PSI Mandarin Center
	Entire membership
	Accomplish a minimum one large community service project in ’07-’08 year.



	Keep continuous open communication
	· Ensure Division and International communications are properly relayed to all members of the Chapter

· Encourage sister-chapter meetings when feasible; i.e., - meet ½ way with such chapters as Daytona Beach to build unity

· Ensure that all members are kept updated as to minutes of meetings, by-law changes as needed, etc.
	Executive Board
	On-Going

	Leadership and educational       

initiatives
	· Continually seek feedback and suggestions on what is of interest to the members of the chapter

· Encourage participation in the 2009 Administrative Professional Week activities

· Support UNF APW Event for the 3rd year

	President and other officers via our members

Partnering w/UNF for APD @ Prime Osborn Center.


	Continuously throughout the year

Wednesday, April 15



3. Enhance our networking opportunities by providing information to and about both members and non-members for continuous connectivity.

	ACTION
	STEPS TO ACHIEVEMENT
	WHO IS RESPONSIBLE
	DUE DATE

	Networking opportunities
	· As Division activities are provided, encourage all members to participate and learn from other chapters and members

· Build local sister-chapter and then have quarterly joint meetings

· Encourage members to invite guests to meetings
	Membership Committee
	Charter 1 sister chapter by the end of 2010


	Connectivity
	· Share other chapter members information that is available

· Encourage members to visit other chapters if they travel on business or pleasure-check the IAAP website and see if there are chapters where you are going to visit.  Visit other meetings to learn and network.
· Remind members to continuously check the IAAP website for networking and educational opportunities

· Keep members advised as available webinars
	Executive Board
	Continuous
Continuous

LEC – Sept 08
On-Going
On-Going


4.  Build relationships in the community with other businesses, community service organizations, nearby chapters and promote our profession and organization at every opportunity.

	ACTION
	STEPS TO ACHIEVEMENT
	WHO IS RESPONSIBLE
	DUE DATE

	Develop contacts with businesses and organizations within the community.
	· Encourage members to attend other community functions such as Chamber, civic organizations, etc. to network and share IAAP’s membership benefits.

· Encourage membership to civic organizations to build networking capabilities and gain knowledge about what is going on around us

· As stated earlier, continuously network with other chapters. continually learn from one another and share ideas
	President with the help of all chapter members
	Continuous

Continuous

Continuous

	Enhance networking opportunities with other SE Dist. Chapters.
	· Host ‘Destination 2009’ cruise – out of Tampa to Cozumel in April 2009.

· Host ‘Destination 2010’ out of Miami to Jamaica! 
	Executive Board
Executive Board
	May 2009
May 2010


5.  Promote, encourage and provide every possible opportunity to those who wish to achieve their IAAP Certification.

	ACTION
	STEPS TO ACHIEVEMENT
	WHO IS RESPONSIBLE
	DUE DATE

	Encourage members to achieve their CPS and/or CAP certification.
	· Purchase study books

· Organize study groups

· Set up communications with those who sign up to prepare for certification

· Determine location for test to be taken
	Program & Education and Certification Committee
	On target for 2008

	Goals:
	· To have at least 3 newly certified or recertified members
	Certification Committee
	2007 - 2010 year




6. Promote a STRONG MEMBERSHIP base.

	ACTION
	STEPS TO ACHIEVEMENT
	WHO IS RESPONSIBLE
	DUE DATE

	Membership Commitments
	· Energize, motivate and maintain our current membership

· Continually communicate with other companies in the area, work with their HR depts., and management to encourage letting their staff participate in IAAP

· Sponsor 1-3 additional chapters in the Jacksonville and surrounding areas.
· Sponsor at least one student chapter, either within UNF and other colleges in the area and/ or the other Duval County School Board to mentor and encourage a chapter for grads as they move onto college in the executive assistant, administrative assistant profession

· Formulate plans, objectives and timelines for corporate and / or student chapters (possibly sub-committee within this committee)

· Continually communicate with our current members – encourage bringing guests to build our own chapter

· Work from a list of “potential” chapter members and invite as our guests / hopefully future members.  List is e-mail listing maintained by President and Membership Chairperson.
	Membership Committee
	2007 – 2010
2007 - 2010

2010
Ongoing

Ongoing

Ongoing
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