
Toronto, ON | The Westin Harbour Castle Hotel

JUNE 16-19, 2024

REGISTER TODAY!
SUPER EARLY BIRD PRICING ENDS MARCH 1, 2024

ENGAGE     ENLIGHTEN     EMPOWER     EXCEL

CELEBRATING 25 YEARS 
OF ADMINISTRATIVE 

EXCELLENCE!



JUNE 16-19, 2024 | THE WESTIN HARBOUR CASTLE HOTEL REGISTER TODAY AT APCCANADA.COM  |  #APCCAN

2

Why should you and your colleagues attend 
this educational conference?

�Dynamic Keynote speakers and 
information sessions 
�Learn techniques that today’s valued 
Administrator needs to achieve optimal 
productivity
Take valuable professional information  
back to share within your organization
�Gather fresh ideas and insights from  
peer-to-peer networking with high 
level Admins from around the world
Gain new skills and strategies that you  
will use right away
�Choose what works for you and your 
team – there are many Workshops and 
Symposiums available to you

Why Attend?

1.
2.

3.

4.

5.
6.
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BUILD A CASE TO 		
ATTEND APC 2024
A three-year study of 2,500 firms by the American Society of 
Training and Development found definitive evidence linking 
increased training investments to more favourable financial 
results for companies. Firms that increased training  
investment saw higher shareholder returns and  
enjoyed higher profit margins.

Research from Hackett Benchmarking and Research 
revealed companies that increased spending on training 
averaged voluntary employee turnover rates of 7% compared 
to 16% for those companies that spent less. 

Let your Manager know that an investment in your training 
is an investment for the success of your organization. 

CLICK HERE
to download a justification letter template you can 
customize to build your case for attending APC 2024.

Return to your workplace refreshed, motivated, energized, 
and feeling valued by your organization.

@APCCanada   |   #APCCAN

https://www.apccanada.com/permission-to-attend/
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Monday, June 17 | 8:30am to 9:45am
Learn to amplify your voice, navigate challenges, and advocate for your professional growth with 
confidence. Don’t miss this empowering session. It’s time to speak up, rise up, and take charge of 
your professional journey.

Monday, June 17 | 3:45pm to 4:45am
Songs and stories is a narrative of Susan’s professional and personal journey over the last 25 years. 
Susan will speak about her life and how it has led her from growing up in small town Nunavut to 
becoming a household name across Canada as she first moved to Ottawa and then on to Toronto. She 
relates stories of her culture and its continuing impact on her life in her new southern surroundings. 
She speaks of empowerment and the importance of self-respect and respecting others and how 
this can lead to a much healthier and happier life. Susan will perform 3-6 songs to track from her 
repertoire, a selection of songs that enhance her story as the songs were inspired by her journey.

Monday, June 17 | 11:15am to 12:15pm
Since ChatGPT exploded in our lives in 2022, Artificial Intelligence (AI) is already having a significant 
impact on the tasks and and requirements needed for today’s education and professional work, 
including the tools required for Administrative Professionals. While many people are fearful that AI 
will replace the need for humans, the reality is much more nuanced than what many are preaching, 
even as the skill sets and tasks required are evolving.
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Tuesday, June 18 | 8:30am to 9:45am
“Microsoft training? I’d rather stick a fork in my eye.” We get it. Microsoft training lacks the pizzaz 
of, say, a Taylor Swift concert, the excitement of “Succession,” or what might be the most dramatic 
rose ceremony ever. But that’s not what attendees say after the Microsoft Productivity Experience, 
with Vickie Sokol Evans.: “I am marking this on my calendar as a day that changed my life!” — Almas 
S. “I thought I was pretty good with keyboard shortcuts until I saw your session. I felt like a kid 
watching a magician doing magic tricks!”— Ezequiel Q. “How do I get back all that time I wasted? 
This is AWESOME!” — Tracy G. In this keynote session, you’ll learn jaw-dropping tips to perform with 
superhero-like speed and confidence in Microsoft Office — no matter your skill level. Remove the 
burden of tedious tasks and wasted time and effort to create high-quality, branded deliverables you 
can be proud of. You’ll leave with practical skills that can be implemented instantly to become more 
efficient, effective, and mindful with how you spend your time. If you’ve ever thought, there has to 
be a better way, there is. Get ready for the Microsoft Productivity Experience.

Tuesday, June 18 | 2:45pm to 3:45pm
Back by VERY popular Demand.........Get ready to laugh, learn, and sashay into authenticity with 
Carson Kressley, the undisputed champion of fabulousness! Join us at APC for the keynote event 
of the year as Carson spills the tea on embracing your true self. From fashion faux pas to life’s 
little quirks, Carson’s hilarious anecdotes and sharp wit will have you strutting confidently down 
the runway of authenticity. Don’t miss out on the most glamorous keynote ever – because being 
yourself has never been this fabulous!
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MONDAY, JUNE 17 - TRACK SESSIONS

8:30AM -
9:45AM

Speak Up, Rise Up: The Art of Advocating for Yourself in the Workplace
Jennifer Valentyne 

TRACK ENGAGE ENLIGHTEN EMPOWER EXCEL

10:00AM -
11:00AM

Leading Up: Best 
Practices for 
Influencing and 
Motivating Leaders
CCS Ventures LLC

The Power of Self 
Awareness
Quincy Whorf
Quincy Consulting 

The Key to 
Confidence: 
The Dual Role 
of Curiosity and 
Intuition in Creating 
Unshakable 
Confidence 
Elissa Lansdell
Rockstar 
Communications

8 Ways to 
Automate Your 
Day
AJ Hawley
Trendsparency

11:15AM -
12:15PM

Everything You Need to Know About Artificial Intelligence...
But Didn’t Know to Ask

James Spellos
Meeting U

LUNCH

1:15PM -
2:15PM

Safe Danger: 
Helping Teams 
Bond Better 
Lara Storm 
Ben Swire

Elevating Your 
Game and Your 
Wellbeing by 
Managing Time, 
Workload and 
Expectations
Shelagh Donnelly
Exceptional EA

Making the Leap to 
Strategic Partner 
Glynis Devine 
She-Suite 

The Art of Charts
Greg Creech 
Techedutainment 
Services, Inc.

2:30PM -
3:30PM

Bridging the 
Gap Between 
Expectations 
and Agreements 
with Clear 
Communication
Ipek Williamson 
Ipek Williamson 
Coaching 

JOYFIT - Move 
& Laugh: Be 
Healthier and 
Happier
Linda Leclerc
Canadian School of 
Laughter Yoga and 
HAHA Sisterhood

Leadership 
Principles for EAs 
as Managers and 
Team Leads
Lisa Olsen 
Admin to Admin

Your Essential 
Digital Toolbox: 
Making the Most 
of Tech Tools to 
Enhance Your 
Productivity
James Spellos 
Meeting U

3:45PM -
4:45PM

Songs and Stories
Susan Aglukark

O.C., LL.B, Award-Winning Inuk Singer/Songwriter

4:45PM -
6:00PM NETWORKING RECEPTION

Schedule at-a-glance
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TUESDAY, JUNE 18 - TRACK SESSIONS

8:30AM -
9:45AM

The Microsoft Productivity Experience: Turn 4 hours of work into 4 clicks
Vickie Sokol Evans

MCT, Founder, RedCape

TRACK ENGAGE ENLIGHTEN EMPOWER EXCEL

10:00AM -
11:00AM

Business Writing 
Tune Up
Rhonda Scharf 
On The Right Track

Fry Your Chickens! 
Overcoming fears, 
negativity and self 
doubt 
Phil Barth
Great Things 
Happen, LLC 

Elevating 
Administrative 
Excellence: 
Leadership Beyond 
Management  
Ipek Williamson 
Ipek Williamson 
Coaching

The Future is Here: 
Let’s Talk about how 
Robots are now 
Able to Write Copy 
and Create Images 
Leslie Hughes
Punch!media

11:15AM -
12:15PM

The Evolution of a 
C-Suite Executive 
Assistant Team
Mary Rose Bouwman
Ontario Shores 
Centre for Mental 
Health Sciences

BrainGym and 
Laughter - Ener-
gize yourself and 
have more fun!
Linda Leclerc
Canadian School of 
Laughter Yoga and 
HAHA Sisterhood

Knowledge 
vs Ability: The 
Ultimate Success 
Showdown  
Jennifer Bedell 
Mariner Innovations

You’re in the 
Movies with 
PowerPoint
Greg Creech 
Techedutainment 
Services, Inc.

LUNCH

1:30PM -
2:30PM

Stand Out with 
your Brand Out: 
5 ways you can 
leverage the 
learning from this 
conference so you 
can obtain more 
opportunities and 
visibility at work
Leslie Hughes 
Punch!media

Recharge! 
Jennifer Bedell
Mariner Innovations

Should Executive 
Assistants Be 
Considered 
Executives?
Kristine Valenzuela
Atlassian

Cyber Savvy in 
Our Digital World: 
Common Sense 
Tips for Your Work 
and Personal Lives
Shelagh Donnelly 
Exceptional EA

2:45PM -
3:45PM

 Embracing Authenticity
Carson Kressley

Emmy-Award winning TV personality, style expert, fashion designer and 
New York Times best-selling author

Schedule at-a-glance



JUNE 16-19, 2024 | THE WESTIN HARBOUR CASTLE HOTEL REGISTER TODAY AT APCCANADA.COM  |  #APCCAN

8

SUNDAY, JUNE 16
9:00AM
- 12:00PM

An Introduction To What 
You Do Daily - Project 
Management!
Daniel Simon 
PMP, MPM, ACRW, Career 
Coach, Motivational 
Speaker, Where’s Your 
Road, LLC

Change Leadership: 
Strategies to Ease 
Transition and Support 
Success for You & Your 
Team
Chrissy Scivicque
PCM, ATD Certified, CEO, 
CCS Ventures LLC

Communicating 
Strategically for Impact 
and Results
Lisa Olsen
CWCA, Co Owner, Admin to 
Admin

The 2024 Roadmap for 
Admins 
Rhonda Scharf
CSP, HoF, Global 
Speaking Fellow, CEO, On 
The Right Track

Timesaving Outlook Tips
Vickie Sokol Evans
MCT, Founder, RedCape

LUNCH
1:00PM
- 4:00PM

COMMUNICATION & 
LEADERSHIP “YOU 
HAVE MORE POWER 
THAN YOU KNOW”
Quincy Whorf
Clarity Coach, 
International Speaker, 
Workshop Leader, Quincy 
Consulting 

Creative Connections
Lara Storm
Ben Swire
Make Believe Works

Critical Excel Tools for the 
Admin Professional
James Spellos
Meeting U

Get your PowerPoints 
on point! Build 
engaging, stylish slide 
decks that make your 
data come to life!
AJ Hawley
Founder & Principal 
Consultant, 
Trendsparency

Making the Leap to 
Strategic Partner
Glynis Devine
Owner, She-Suite

Workshops at-a-glance
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WEDNESDAY, JUNE 19
9:00AM
- 12:00PM

(Almost!) Everything 
You Wanted to Know 
About Planning and 
Recording Meetings, 
But Were Too Busy 
Attending Them to Ask
Shelagh Donnelly
Speaker, Trainer, 
Exceptional EA

Effectively Dealing with 
Disrespect – From Both 
Executives & Colleagues 
Paul Pelletier
LL.B. PMP CAPS, Chief 
Respect Officer, Paul 
Pelletier Consulting

Microsoft 365 Collaboration 
and Productivity
Greg Creech
MCT, Comp CTT+, President/
Owner, Techedutainment 
Services, Inc.

The Power of Ownership 
and Decisiveness
Ipek Williamson
CIC, PQC, Ipek Williamson 
Coaching

LUNCH
1:00PM
- 4:00PM

Cracking the Stress 
Code: Lessons Learned 
from a Heart Attack and 
raising three sons
Phil Barth
PMP, Keynote Speaker / 
President, Great Things 
Happen, LLC 

Hard Conversations – How 
to Strategically Manage 
Your Conflicts
Paul Pelletier
LL.B. PMP CAPS, Chief 
Respect Officer, Paul 
Pelletier Consulting

The Truth About Minutes 
Redux: A Must-Attend 
Workshop, No Matter 
How Long You’ve Been 
Recording Meetings
Shelagh Donnelly
Speaker, Trainer, Exceptional EA

Word Up! Advanced 
Microsoft Word 
Greg Creech
MCT, Comp CTT+, 
President/Owner, 
Techedutainment 
Services, Inc.

Workshops at-a-glance
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9:00am - 12:00pm
An Introduction To What You Do Daily - Project Management!

Daniel Simon , PMP, MPM, ACRW, Career Coach, Motivational Speaker, 
Where’s Your Road, LLC

What is project management? Most likely, the umbrella term for what you are 
doing in your position. It’s also a very transferable knowledge base that you 
can help identify your organizational processes and improve your outcomes.

9:00am - 12:00pm
Communicating Strategically for Impact and Results

Lisa Olsen , CWCA, Co Owner, Admin to Admin

The key to effective strategic communication is awareness and recognizing 
individual dynamics that create barriers to being heard and getting results. 
The presentation focuses on developing executive voice, understanding 
communication pitfalls and unpacking the strategies that assistants can 
develop that will build leadership competencies and confidence.

9:00am - 12:00pm
Change Leadership: Strategies to Ease Transition and Support 
Success for You & Your Team
Chrissy Scivicque , PCM, ATD Certified, CEO, CCS Ventures LLC

Learn how to manage your own response to change and help support others 
as they navigate it. Discover strategies to embrace change and become a 
change advocate in your organization.

Learning Objectives
•	 Identify standard project management principles and methodologies
•	 Identify important concepts in project management
•	 Navigate project management constraints

Learning Objectives
•	 Why humans are biologically hardwired to resist change—and how to 

effectively manage that instinct in yourself
•	 The 4 stages of transition, how to determine which one people are in and 

provide the right support for each
•	 How to identify opportunities for positive and productive change, persua-

sively present your ideas and gain buy-in

Learning Objectives
•	 Learn the benefits of strategic ommunication.
•	 Gain confidence in using your executive voice.
•	 Recognize and practice the skills of brevity.
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WORKSHOP DESCRIPTIONS - SUNDAY, JUNE 16 9:00am - 12:00pm
The 2024 Roadmap for Admins

Rhonda Scharf , CSP, HoF, Global Speaking Fellow, CEO, On The Right Track

What used to be chaos has become commonplace. As Administrative 
Professionals, we have learned to “roll with the punches” and learn more and 
faster than we ever assumed was possible. But we did it! And our new norm is 
uncertain. We don’t know what the next 12 months will bring. We do know that 
our skills have grown, our strengths have changed, and our versatility is more 
important than ever. We need to be equipped for a rapidly changing workforce.

9:00am - 12:00pm
Timesaving Outlook Tips

Vickie Sokol Evans , MCT, Founder, RedCape

TBA

1:00pm - 4:00pm
COMMUNICATION & LEADERSHIP “YOU HAVE MORE POWER 
THAN YOU KNOW”

Quincy Whorf , Clarity Coach, International Speaker, Workshop Leader, Quincy Consulting

Too many people make the mistake of going to work to see what they 
can get out of it and how they can get noticed or rewarded. It’s not that 
these things aren’t important, they are. However real leadership comes 
from an attitude of service and knowing how to use service to create the 
environment and position that you crave. But how do you change the way 
you see things, say things and respond to things? Coming from a place 
of power means being aware of your strengths and weaknesses as well as 
knowing that about others. This workshop will help you see what beliefs are 
stopping you from being who you know you can be, identify how you are 
sabotaging yourself and why, and providing you with a plan that will keep 
you on top of your game.

Learning Objectives
•	 Staying relevant in uncertain times
•	 Building Business Partnerships
•	 Becoming self-aware to ensure you are keeping up

11
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1:00pm - 4:00pm
Critical Excel Tools for the Admin Professional
Glynis Devine, Currency-Driven Performance Expert, Glynis E. Devine

Excel is the most used desktop software, yet many people only know how to 
harness a fraction of its’ potential. Not only a tool for budgeting, Excel is the 
perfect tool for many list management needs within an organization. This 
session is your opportunity to explore all of the functionality that Excel has to 
offer, and take home with you tools to save you and your organization time 
and money. By attending this session and you will work with and receive an 
Excel shortcut cheat sheet, as well as being able to receive all of the sample 
worksheets utilized during the class.

1:00pm - 4:00pm
Creative Connections

Lara Storm, Ben Swire

A workshop to boost your spirit and build your community. A healthy culture 
is about more than being with each other. It’s about fueling each other. This 
highly engaging workshop uses creative prompts to build meaningful bridges 
between attendees in fun, unexpected ways. The heart of this workshop is 
a set of playful yet powerful imaginative activities each designed to help 
you connect internally to your own creative spirit, connect externally with 
new people, and establish a connected culture at work. (Please note, we use 
creativity as a playful means to an end, but zero creative talent is required 
for this workshop; it’s about empathy not artistry.) We will then break down 
our approach to deepening trust, building connection, and accelerating 
collaboration so that participants can build on the insights from their 
workshop experience and apply that learning to other real life situations. You’ll 
leave reenergized, refreshed, and ready to fuel each other. Attendees Will Gain 
Participants will walk away with the refueled emotional skills to see the world 
through a more inclusive lens. On a personal level, this workshop will deliver 
an energizing dose of meaningful connection with inspiring peers and new 
friends, as well as guidelines on how to help people get vulnerable without 
feeling threatened and connect in meaningful, memorable, and lasting ways. 
In a professional setting, this can help HR, managers, team leads, senior 
leaders, and culture and DEI professionals build the sort of trust, collaboration, 
and psychological safety that makes for strong, innovative teams.

Learning Objectives
•	 Identify and use over 15 essential Excel functions & tools
•	 Learn how to build workbooks with 3D references
•	 Understand and use advanced tools such as Pivot Tables and working with 

multiple worksheets

12
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9:00pm - 12:00pm
(Almost!) Everything You Wanted to Know About Planning and 
Recording Meetings, But Were Too Busy Attending Them to Ask
Shelagh Donnelly , Speaker, Trainer, Exceptional EA

When it comes to meetings, a good assistant is like an air traffic controller. 
There are multiple moving parts. Others may be flying the planes/chairing 
the meetings, yet you need to be skilled, informed, attentive, and a good 
communicator. Shelagh knows, because she’s been there. She developed and 
is sharing strategies and practices that helped her succeed. This workshop can 
boost your confidence and skills in preparing for meetings, and producing 
minutes that reflect current standards.

1:00pm - 4:00pm
Making the Leap to Strategic Partner

Glynis Devine , Owner, She-Suite

TBA

1:00pm - 4:00pm
Get your PowerPoints on point! Build engaging, stylish slide decks 
that make your data come to life!
AJ Hawley , Founder & Principal Consultant, Trendsparency

In this 3-hour workshop, you’ll learn the secrets to quickly creating beautiful 
and engaging PowerPoint presentations that will captivate your audience. We 
will discuss everything from choosing the perfect color scheme and selecting 
the right fonts and images to using AI to create your decks for you! You’ll learn 
new uses for shapes, animations and transitions to add flair to your slides, 
and how to create dynamic charts and graphs that will bring your data to life. 
This workshop isn’t just about making your slides look pretty - it’s also about 
creating presentations that truly engage your audience. You’ll learn how to 
structure your content for maximum impact and identify ways for your data 
to tell a story. By the end of the workshop, you’ll have the skills and confidence 
to create presentations that are not only visually stunning, but also incredibly 
effective. Slide into this workshop and transform boring presentations into 
stunning works of art!

Learning Objectives
•	 Efficiencies: systems and templates to help you schedule and produce 

deliverables in a timely manner
•	 Communicating and collaborating effectively with multiple chairs and 

stakeholders
•	 Build well-placed confidence that your recording practices have evolved 

with the times

WORKSHOP DESCRIPTIONS - WEDNESDAY, JUNE 19

13
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9:00am - 12:00pm
Effectively Dealing with Disrespect – From Both Executives & Colleagues
Paul Pelletier , LL.B. PMP CAPS, Chief Respect Officer, Paul Pelletier Consulting

Disrespect happens. No matter how we reinforce expectations for workplace 
respect, every workplace encounters those who become workplace nightmares. 
If ignored or handled badly, bad behaviour can devastate your career, an office or 
team like a wildfire. If handled early and effectively, relationships and workplace 
culture will be enriched. This makes disrespect management critical – it takes 
skill to effectively avoid arguments, clarify misunderstandings, deal with disputes, 
and repair relationships. Simply put - disrespect requires intervention and direct 
conversations. This workshop helps administrative professionals use direct 
conversations to take the initiative to confront the problem. Critical to disrespect 
management, participants will develop strategies for changing the context of 
conflicts from negative to positive, from disrespectful to appropriate. Participants 
will learn how to turn a disagreement into an opportunity to provoke learning and 
enrich relationships. Lastly, the workshop will cover how to create lasting solutions 
to conflict and tips for sticking to them.

9:00am - 12:00pm
Microsoft 365 Collaboration and Productivity
Greg Creech , MCT, Comp CTT+, President/Owner, Techedutainment Services, Inc.

Collaboration has never been easier than using Microsoft 365 and its 
applications with OneDrive and SharePoint. This workshop will explore using 
Teams for chats and meetings plus using the Microsoft applications within 
Teams and sharing the files using OneDrive.nt. We’ll learn new features in the 
Microsoft 365 suite, including Word, Excel, PowerPoint, and Outlook plus tips 
and tricks in using the applications. Enjoy this interactive workshop in using 
Microsoft 365.

Learning Objectives
•	 Introducing and examining the concept of workplace disrespect and bad 

behaviours
•	 Strategies for early disrespect detection and taking initiative to confront 

the problem quickly
•	 Skills for having successful “hard conversations”

Learning Objectives
•	 Share documents using OneDrive or SharePoint
•	 Know the latest features of Microsoft 365’s applications
•	 Best Practices and shortcuts for using Microsoft 365

14
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1:00pm - 4:00pm
Cracking the Stress Code: Lessons Learned from a Heart Attack 
and raising three sons
 Phil Barth , PMP, Keynote Speaker / President, Great Things Happen, LLC

We are all subject to stress. It takes a mental, emotional and physical toll. It 
impacts your productivity at work and your quality of life. Left unchecked it can 
send you to the hospital (it did to me) or worse. Learn (at least) seven ways to 
fight stress effectively, manage conflict and live a happier and more fulfilling life.

9:00am - 12:00pm
The Power of Ownership and Decisiveness

Ipek Williamson , CIC, PQC, Ipek Williamson Coaching

Empower Your Administrative Excellence with ‘The Power of Ownership and 
Decisiveness Workshop’ led by Ipek Williamson, CIC, PQC, a Transformation 
Coach, Mentor, Meditation Advocate & Teacher, Speaker, and Author, who has 
a distinguished career history as a former Executive Assistant. Delve into the 
intricacies of ownership, decisiveness, and their profound influence on your 
professional journey. Gain invaluable insights and unleash your full potential 
for success in today’s dynamic workplace.

1:00pm - 4:00pm
Hard Conversations – How to Strategically Manage Your Conflicts
Paul Pelletier , LL.B. PMP CAPS, Chief Respect Officer, Paul Pelletier Consulting

Conflict at work is both normal and inevitable. That doesn’t mean it is fun 
or easy to handle. But, if it is handled early and effectively, relationships 
and workplace culture will be enriched. You’ll also be respected as a great 
leader. This makes conflict management critical – it takes skill to effectively 
avoid arguments, clarify misunderstandings, deal with disputes, and repair 
relationships. Join us to improve your skills at conflict resolution!

Learning Objectives
•	 Laugh and have fun
•	 Lower stress immediately - and long term
•	 Pick up tools to manage stress in the workplace and at home

Learning Objectives
•	 Enabling participants to understand how to effectively reduce and man-

age conflicts
•	 Illustrating that conflicts are normal and can be used to create better solu-

tions to problems if they are handled wel.
•	 Learning how to have hard conversations to resolve conflicts

Learning Objectives
•	 Understanding the importance of playing a part in building a culture of 

ownership within your organization as an administrative professional.
•	 Learning about the intuitive decision-making techniques that will help 

you make your daily decisions easy and effortless.
•	 Connecting the dots on how closely related taking ownership and making 

sound decisions are in the workplace and beyond.

15
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1:00pm - 4:00pm
The Truth About Minutes Redux: A Must-Attend Workshop, No 
Matter How Long You’ve Been Recording Meetings

Shelagh Donnelly , Speaker, Trainer, Exceptional EA

Shelagh is back with her interactive workshop that was filled to capacity last 
year. She’ll help you elevate the quality of your minutes, and your confidence 
in preparing them. Whether you’re new to recording meetings or have 
been doing so for decades, it’s important to ensure you’re up to speed with 
current standards and expectations. You’ll practice preparing concise, relevant 
minutes, and you’ll laugh as we look at actual communications that illustrate 
the importance of proofreading.

1:00pm - 4:00pm
Word Up! Advanced Microsoft Word

Greg Creech , MCT, Comp CTT+, President/Owner, Techedutainment Services, Inc.

Get ready to increase your skills with this advanced Word class that teaches 
you how to manage large documents. We will use Word’s mail merge 
features, which are not only for mailing but also contracts, policies, and 
other documents. Word has a terrific way of creating fill-in forms for letters, 
surveys, and registrations. We will build tables and develop a fill-in form for 
users to complete. This is an intensive hands-on Word class, so bring your 
laptops/tablets.

Learning Objectives
•	 ID and reflect what your organisation needs (and doesn’t need) of your 

minutes
•	 Neutrality, and what to record/not record
•	 Writing with clarity, logic and good grammar

Learning Objectives
•	 Develop and Manage large, complex documents
•	 Build Tables and Create Forms
•	 Use mail merge for agreements, contracts and other documents
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1 Harbour Square 
Toronto, Ontario  |  M5J 1A6

For reservations, please book directly using the link below, or call 1-888-627-8559 and 
quote: Administrative Professionals Conference or group code ADM

You can visit the Hotel main website www.westinharbourcastletoronto.com

THE WESTIN HARBOUR CASTLE HOTEL

GROUP RATE AVAILABLE UNTIL MAY 25

CALL 1-888-627-8559 TO BOOK NOW!

PRICE: $329

The hotel is located on the vibrant  

waterfront of Lake Ontario, just steps away 

from the Downtown Core via the PATH,  

Toronto’s underground covered walkway. 

We invite you to revel in the season as  

you walk through Toronto’s theatre and 

entertainment districts and discover delight 

in all the seasonal fun that the nearby  

Harbourfront Centre has to offer. This  

CAA/AAA Four Diamond property features 

refreshing accommodations in Canada’s 

largest city and is a landmark downtown 

Toronto hotel and your haven for personal 

well-being in Toronto.
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NETWORKING EVENTS
For more information on APC Networking Opportunities visit apccanada.com

Are you a first-time attendee to APC Cana-
da? We want to make your time at APC as 
welcoming as possible so we are hosting a 1st-
time attendee reception and orientation. Are 
you a first-time attendee of APC Canada? We 
want to make your time at APC as welcom-
ing as possible so we are hosting a 1st-time 
attendee reception and orientation. Drop in at 
the hotel bar from 5:00 – 6:00 pm. (Drinks are 
not included)

Learn the in’s and out’s of the conference, 
meet the advisory board, the APC staff, and 
much more. Please RSVP when registering.

Stop by to meet Carson and have a glass of 
champagne to celebrate a great 2 days of 
networking, learning, and fun!

No charge to attend!

Mix and mingle with fellow APC Canada 
attendees, sponsors and speakers at the 
25th APC Networking Reception. Enjoy 
your drink of choice while you connect with 
fellow attendees, play a few games and win 
some prizes!

APC 25th Anniversary Boat Cruise Obsession III

Cost: $100.00 

Your captain will pilot the Obsession III 
through the Toronto island lagoons, allowing 
guests to experience the intrinsic beauty of 
this special area. Discover Toronto Harbour, 
and capture spectacular views of Toronto’s 
magnificent panoramic skyline.  Pricing in-
cludes dinner and complimentary drink ticket, 
on board DJ and dancing!

Sunday, June 16, 5:00PM – 6:00PM

Tuesday, June 18, 2:45 – 3:00PM

Monday, June 17, 4:45 – 6:00PM

Tuesday, June 18, 6:30 – 10:00PM
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Prices listed above do not include tax. HST (13%) will be added at the time of registration. 
Continental breakfast, snack breaks and lunch are included with registration.
For General Registration Questions, please contact us at: 1-888-443-6786 or email: registration@apccanada.com

Send Registration Payment by Mail:
APC Canada
P.O. Box 1
Newmarket, ON L3Y 4W3
Canada

CLICK HERE  to register Online

2024 CONFERENCE PACKAGES

CORPORATE PROGRAM GROUP BENEFITS
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Organizations registering 3 or more attendees receive group discount rates. 
If your company is interested in this special offer, please contact me directly!

Jennifer White
E: jwhite@macgregorcom.com Include “APC Group Inquiry” in the subject line.


