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% IGG P . registered not-for-profit professmn

association for administrative professionals.

Core Purpose

To provide education, certification, and leadership development to
administrative professionals. |
Vision
IAAP will advance the administrative profession through advocacy
and empowerment.

Certification CAP will become the industry standard for _
evaluating administrative professional competencv
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ZERA $375(IAAP member) / $560(nonmember)

Annual membership fee: $150

T ER &S F & RBEREOIANS D E A\
REE : 25FPLE / FBKRZE : 3ELLE /1 243U 48




CAPEERAE N )\ —T S 1Al

h
A

(=11}

R
I T RIS G .%

AITA4 A
=t SpeiE




CAPEit:%ﬁO) j\_ g (2018 CAP Body of Knowledge &D)

1 (24%) Organizational Application of communication, management theories and leadership models
Communication Resolving conflict/ Networking /Team building& dynamics/Presentation/ Coaching
Mentoring/Public speaking /Multicultural communication/Work productivity/Legality
2 (22%) Business Writing and Creating and distributing of correspondence, documents, reports/Research and
Document Production | Analysis/Editing and Proofreading/Presentation Software /Charts and Graphs
Web publishing /Creation of Minutes of meetings and Agenda
3 (16%) | Technology and IT knowledge (Software and Hardware) /Information distributing /Data utilization and
Information visualization/Internet and SNS / Installation, maintenance, trouble shooting
Distribution Backup/Compatibility of software/ Understanding of IT related legal issues
4 (15%) | Office and Records Understanding of ARMA Guidelines/Electronic and manual filing management/ Security for
Management files/ Laws of record storage & confidentiality /Efficient and effective workplaces
Inventory software/Virtual and traditional offices
5 (12%) Event and Project Event and travel preparation/Planning of various business travels/ Knowledge of
Management negotiating, budget review, bill explanation when organizing a project
6 (11%) | Operational Functions | HR Related: Professionality and legality/Organizational policies and Procedures

Recruitment, Staffing, Hiring/Diversity Training /HRM knowledge/Onboarding and
Offboarding processes/ Performance Evaluation/Orientation

Financial Related: Accounting terminology/creating, tracking, balancing a budget
Financial statement, Cash flow/handling of petty cash/banking process &transactions
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1. My PC freezes. @
2. My PC crashes. \
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Domain 1: Organizational Communication & D

A disadvantage of working in teams or groups is

A) Security
B) Groupthink
C) Affiliation
D) Synergy
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Domain 3 : Technology and Information Distribution & D

Cara uses WinZip for the purpose of
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A) Spreadsheet software - © ., jl
B) Printing software "o =

C) Document processing
D) File compression
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Domain 6 : Human Resources & D
Jennifer has worked as a cashier at FreshMart for a year.
One night, the store manager, Robert, offered to promote

her to the position of lead cashier in exchange of eating out
In private. This situation is called

A) Quid pro quo

B) Outplacement services
C) A hostile environment
D) Offboarding
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Information

Self-
management

Motivation
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