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The Academy offered Part I of this training for Adminstrative Assitants back in May of 2010 and is now following up with Part II.  This training session offers additional information to help you continue in your quest to be the best.  As an administrative assistant with the state of California, you are expected to juggle various duties while taking direction and assignments from your “boss” and others.  Your best strategy to manage these competing priorities is to continue to hone your skills and become extremely organized.  Here is an opportunity to learn new organization techniques or revisit some that you have successfully used in the past.  
Topics planned for this day of training will include:  
· Traits that Define Top Administrative Professionals

· Controlling Office Technology Before It Controls You

· Guerilla Problem-solving

· And More!

N
Continuing Education for
Administrative Assistants Part II
A one-day training

Date:
March 9th or March 10th, 2010
Time:  8:30 – 4:30
Location: Cal/EPA Building
1001 I Street, Klamath Room, 2nd Floor

Sacramento, CA 95864

Who can attend:  Water Boards’ Administrative Professionals (APs) have priority, then other Cal/EPA BDO APs.  

Registration Fees: Paid through the Water Board Training Academy

To Register:  
Online at: http://waternet/training/ for Water Boards’ staff; http://www.waterboards.ca.gov/academy/ for all others.
If you have special accommodation or language needs, please contact Barbara Andersen at (916) 341-5519 bandersen@waterboards.ca.gov at least 5 working days prior to the class.  TTY/DD/Speech to Speech users may dial 7-1-1 for the California Relay Service. 
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