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ADM

Canada’s Leading And Most Comprehensive
Administrative Professionals Event.

“Despite the length of the seminar, there was not a single boring moment. Dr. Douglas uses his
experiences and a wonderful sense of humour to keep the interest. The quality of the seminar
itself was outstanding.”
— Marie Lynch, Sunstrand Corporation
“Both Dr. Douglas and his son Tom have an excellent ability to captivate and keep you
interested and motivated throughout the course. They gave me indispensable tools to
succeed.”
— Suzanne Brisebois, Privy Council Office
“The seminar was excellent. I learned things that will carry over to my professional and
personal life. Absolutely enlightening! I feel I have more confidence in myself through
discovering my style.”

DATES AND
LOCATIONS

November 21st - 24th, 2018
Fairmont Banff Springs
Banff , Alberta

Nov. 28th - Dec. 1st, 2018
The Hilton Fallsview
Niagara Falls, Ontario
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“I enjoyed the entire experience. I would provide constructive criticism if I could think of
something, however, this seminar has surpassed any and all of my expectations. I loved
it!”
— Georgelaine Milot, Novatel Inc
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REGISTER NOW: (780) 444-8000
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Administrative
Professionals
Course

Apr 30th - May 3rd, 2019
Fairmont Banff Springs
Banff, Alberta

REGISTER NOW: www.canadaAP.com

November 21st - 24th, 2018
Fairmont Banff Springs
Banff , Alberta

Nov. 28th - Dec. 1st, 2018
The Hilton Fallsview
Niagara Falls, Ontario

April 30th - May 3rd, 2019
Fairmont Banff S prings
Banff , Alberta
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— Diana Scheper, R.C.M.P.

Faculty
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Thomas E. Douglas
Tom Douglas has been featured in various public seminars throughout the country for several years
and has also acted as a consultant to numerous individuals and Fortune 500 companies. Tom’s keen
understanding of organizational behaviour and wealth of real-world experience further enhances P.A.
Douglas’ acclaimed training programs. In addition, Tom has earned degrees in psychology (BA),
business administration (MBA), and is an experienced team leader and project manager who holds
the project management certification (PMP). Tom’s passion for the focal topics, together with a
sensible and approachable manner, will reach participants at all levels.
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Dr. Paul A. Douglas
Paul Douglas is an internationally acclaimed speaker and consultant to scores of major
corporations, universities and governments. A dynamic and entertaining speaker, Paul knows
the challenges administrative professionals must face - he has worked with more than 100,000
individuals in the role of assistant over the past three decades. In addition to being a Certified
Management Consultant (CMC) he holds a Bachelor of Commerce degree (B.Com.),
Professional Diploma in Education, and Master of Business Administration degree (MBA)
from the University of Alberta where he taught as a member of the Faculty of Business. He
also has a Ph.D in Business Administration. More importantly, the insights and practical
techniques he presents come from the real world. Immediately you will feel at ease with
Paul, he communicates with wit, warmth and enthusiasm.

Canada’s Leading And Most Comprehensive
Administrative Professionals Event
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A few of the thousands of organizations that have sponsored participants at our public seminars and workshops
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And you’ll be in good company…

Create a strategic partnership with
your boss
Amplify your social intelligence for
greater professional and personal
achievement
Improve remarkably your memory and
concentration
Juggle people, paper and priorities
more effectively
Develop proven techniques for dealing
with different and sometimes difficult
people
Acquire insights into your personal
behavioural style, coming face to face
with your strengths and weaknesses
Develop effective influence strategies,
based on your individual behavioural
style, for getting things done through
others and resolving conflicts within
your team
Enhance your professional image

wwAAaAP.com

ThE 45thAnnual Administrative ProfessionalS Course

Success in your present and future
responsibilities is dependent on a number
of self-management skills; By improving
your skills at managing projects, priorities and
deadlines more effectively, while deflecting
job-related stress, and developing your memory
and concentration, you will gain a deeper sense of
satisfaction and accomplishment. Specifically, at the
Annual Administrative Professionals Course, you will
learn how to:

Stepping Up To Leadership: From
Administrative Assistant to Administrative
Professional
While some of the “old guard” believes that the 90’s
name change from secretary through administrative
assistant to administrative professional is just another
example of political correctness, it in fact represents
a true paradigm shift. Many of the functions and
responsibilities of management have fallen on
the shoulders of administrative professionals as
organizations have downsized over the past decade. In
this important session, we will discuss this new reality
and develop those crucial management tools needed
to take you to a higher level of proficiency. You will
learn how to:

• Become a strategic partner with your boss
• Apply best practices for effectively prioritizing your time
and activities while protecting your manager’s time

THE
ORIGINAL
EVENT

• Better juggle people, paper, projects and priorities
• Develop strategies for preventing, reducing, and managing stress.
• Recognize and deal with “Type A” behaviour
• Lose your fear of Kineahora and improve your self-esteem

outstanding European style health spa.
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STRATEGIC EXECUTION: Gaining NEW Control
Over Your Time – AND Those Who Abuse It
Every day, you’re judged by your ability to manage
projects, priorities and deadlines. At this essential
session, you will develop the understanding,
skills, and confidence to put your personal and
organizational strategies into action. You will learn
how to identify and deal effectively with the urgent
task, the unimportant task and other people’s
priorities; specifically you will learn to:
• Pinpoint where you need to take action
• Identify the deadliest traps busy administrative
professionals fall into and how you avoid them
• Plot the day’s work: Determining what’s urgent,
what’s not, and what can wait
• Develop personal planning techniques that minimize
“fire-fighting”
• Double your productivity without doubling your
stress
• Recognize and manage your tendency toward
perfectionism
• Focus your efforts on what is most important based
on your role and responsibilities
• Recognize the Myth of Multitasking
• Avoid the trap of using urgency as the tie-breaker
between competing priorities
• Learn best practices for effectively prioritizing your
time and activities
• Nixon vs. Kennedy: the Pareto Principle
• Perform better when juggling people, paper, and
priorities
• Preserving your “Prime Time”
• Reverse the Manana Mentality
• Identify five new ways to handle interruptions
effectively
• TIMESTYLE: The key to increased personal
effectiveness
• Avoid the manipulative time-tactics of others
• The one essential question you should answer before
ever having a meeting
• Ten essential steps to more successful meetings
• Enhance your ability to act more proactively and with
greater independence

Essential Memory Skills for Administrative
Professionals

course
is finished
addition
to your certificate of completion, you will receive 2.2
continuing educational units (CEU’s).
5. Canadian Content
Differences in Canadian corporate culture, health care,
education and the public sector impact on the role of
the Administrative Professional. This course is uniquely
Canadian. The cases, materials and faculty are proudly
Canadian.
Key Benefit

This highly entertaining yet carefully-tailored pragmatic
course will deliver the tools and knowledge you need to be
more effective in both your professional and personal life.
You will improve your communication skills at all levels
and form winning strategies for dealing with different
and sometimes difficult people. ou will adopt effective
strategies for influencing others and the eby improve

1. The development of effective influence strategies, based on my individual behavioural
style, for resolving conflicts within my team and mo e generally for dealing with different
and sometimes difficult people
2. The best practices for organizing and prioritizing my time and activities thereby better
serving the needs of my boss, while actually reducing my own stress and enhancing my
self esteem.
3. The mnemonics techniques allowing me to briefly meet twenty individuals and emember
ALL their names as well as the overall improvement of my focus and concentration.
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• Recognize your stress symptoms and create
strategies to reduce them
• Gain an understanding of what causes your stress
• Identify the role and impact of change on stress
• Learn to turn stress into personal energy
• How to recognize and deal with “Type A” behaviour
• Role-Stress: Understanding the personal/
professional dichotomy
• Three life-enriching ways to reduce stress and its
effects
• Examining your conflict management style
• Unfounded attitudes, opinions and irrational beliefs
that increase stress
• Five common manifestations of low self-esteem
• Why successful and capable administrative
professionals struggle with low self-esteem
• Develop new techniques for building self-esteem and
accepting your own self-worth
• Losing your fear of Kineahora
• What we can learn from Adams, Monroe, Prinze and
Prior
• Ten proven ways to enhance self-esteem
• Relaxation and meditation techniques that really
work
• Autogenic exercises you can use anywhere
• How to evoke the relaxation response

To master your memory is to invite success in
business, in education and in your relationships. A
trained memory is an absolute necessity to today’s
administrative professional. In your business
or professional life as well as in your social life,
the ability to remember names and faces, verbal
instructions, and numerical data is of immeasurable
importance. At this remarkable session, you will learn
how to:
• Apply the proven 7 step system for remembering
names and faces
• Remember numerical information without timeconsuming repetition
• Forget your daily planner – File your weekly
appointments in your mind
• Develop laser-like focus and concentration
• Painlessly remember information that will boost your
career
• Remember anniversaries and historical dates with
ease
• Make a more powerful impression at meetings and
presentations
• Razor-sharpen your business edge: Remembering
verbal instructions and financial data
• Remember the names of hundreds of associates,
clients and acquaintances.
• Discover creative powers you didn’t know you had
• Enhance your image as a professional
• Cure absentmindedness forever!

INFLUENCE: Getting Results With People
When You are Not in Charge
Whether you’re interacting with colleagues,
subordinates or management, gaining respect and
cultivating influence are absolutely essential to your
success and effectiveness as an administrative
professional. In this important segment, you’ll
focus on the key elements of influencing others and
improving workplace relationships, specifically how
to:
• Foster collaboration and influence outcomes
• Increase your ability to exert influence without
authority
• Understand the person you are hoping to influence
• Establish instant trust and rapport with others
• Analyze your personal Behavioural Styles Profile
• Adapt your behavioural style to the person you
are dealing with • Understand the role behavioural
patterns play in influencing others
• Recognize the major behavioural patterns that exist
in organizations
• Cope with different and sometimes difficult people
• “Map” difficult people to gain insight into what
makes them tick
• Develop influence strategies for turning resistance
into agreement
• Deal with negativity in the workplace
• Develop the five communication techniques of all
successful administrative professionals
• Express yourself so you will be listened to
• Learn relationship strategies that lead to recognition
and advancement
• Adapt your individual style to those with differing
styles
• Get greater results from hard to handle staff
• Learn tips for stopping the “Tough Guy” cold
• Deal with touchy people who take things personally
• Cope with negative people, excuse-makers and
blamers
• Handle Super-Agreeables who just tell you what they
think you want to hear
• Deal with Snipers that use innuendoes and undertheir-breath remarks
• Cope with those who just want to hear themselves
speak
• What really triggers difficult people to behave
inappropriately
• Conflict management techniques for dealing with the
entire range of difficult personalities
• Diffuse volatile situations
• Deal successfully with sarcasm, put-downs and
hostile aggressive individuals
• Enable behavioural style differences to work for you
and not against you
• Cope successfully with complainers and those who
will not communicate
• Develop four new methods for minimizing
interpersonal conflicts
• Receive forty tips for successfully working with
others as part of a team
• Learn to work through conflict situations while
influencing others
• Get more people to like you

