  Every one of us is faced with ethical decisions daily and the subject of ethics in the workplace is rapidly becoming a hot topic in America. Undoubtedly, this will soon be required education in every business and healthcare setting. This interactive and enjoyable workshop is designed to provide a practical guide to identifying and handling some of the most common ethical dilemmas.

Best selling author, Nan DeMars, will teach you how to see the "Big Picture" and how to take responsibility for your decisions and pride in your accomplishments. You will learn how to earn the respect and trust of your supervisor and colleagues, as well as how to understand the boundaries that all of us need to be aware of in order to create a healthy, thriving and productive workplace.
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Through real examples and interactive case and discussion, you will examine:

• When a decision becomes a dilemma 
• Personal ethics audit

• Proving yourself worthy of trust 
• Harassment issues

• Your ethical priority compass

• Guidelines for ethical situations 
• The dilemmas of office politics

• Results of national ethics surveys 
• Myths about how we behave

• Email and internet boundaries 
• Office romance boundaries

• The accountability factor

• The importance of confidentiality
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Nan DeMars, CPS, is an internationally recognized Office Ethics Seminar Leader, keynote speaker, author, columnist and media talk-show guest. Her popular, in​teractive Ethics Workshops have trained over 100,000 office professionals. She is the author of the book You Want Me To Do WHAT? When, Where and How to Draw the Line at Work (1998 Simon and Schuster).

Nan is President of Executary Services, a Minneapolis based consulting firm providing office ethics seminars, consulting and placement services for the administrative professional. She is the Office Ethics columnist for OfficePro Magazine, the Bureau of Business Practice and Dartnell's Nine to Five publications.

In addition to being (CBS affiliate) WCCO Radio's "Ethicist" expert, Nan is a frequent guest on both US and Canadian TV and radio, including The Today Show, Good Morning America, NBC Dateline, CNBC MSNBC and National Public Radio. She is continually featured and quoted in periodicals, including the Wall Street Journal, USA Today, US News & World Report, The New York Times, Washington Post and Business Week.

Recertification Points and a Certificate of Attendance will be awarded to all attendees
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To register, please complete and return this form.
If you have any questions, please contact Beth Coughenour at 602-534-6176 or by email at beth.coughenour@phoenix.gov.
ETHICS IN THE WORKPLACE
November 29, 2005
Please choose time preference:

(
8:00 a.m. – 11:30 a.m.


(Registration at 7:30 a.m.)

(
1:30 p.m. – 5:00 p.m.


(Registration at 1:00 p.m.)

Name:

Title:

Employer:

Address:

City:
State:
Zip:

Phone:

E-Mail Address:

Are you an IAAP member?  ( Yes  ( No

Chapter Name:

Would you like information about IAAP? (Yes (No

IAAP#

Accessibility (ADA) required? Please explain:

Amount Enclosed:  $

Make checks payable to Valley of the Sun Chapter
· $75 Early Bird Registration postmarked by November 1

· $85 Registration postmarked by November 18

Return registration and payment to:
Attn:  Beth Coughenour CPS/CAP

City of Phoenix Neighborhood Services Dept

200 West Washington Street, 4th Floor

Phoenix, AZ 85003-1611
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Location: This workshop will be held at the North Phoenix Baptist Church, 5757 North Central Avenue, Phoenix, Arizona. Parking is available on-site. 

Tuition: An early bird tuition rate of $75.00 applies to single registration, if payment is postmarked by November 1, 2005. After this date, the regular single tuition rate of $85.00 will apply.  Please contact Beth Coughenour CPS/CAP at 602-534-6176 with any additional questions. Tuition includes a copy of Nan DeMars' book, You Want Me To Do WHAT? When, Where and How to Draw the Line at Work (1998 Simon and Schuster), conference materials and continental breakfast or light snacks.

Cancellation Policy: Tuition is refundable (less a $20.00 handling fee) only if registration is cancelled in writing ten business days prior to the beginning of the conference (by November 18, 2005). Registration is transferable to a substitute participant should scheduling conflicts arise; advanced registration is required. 
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The IAAP mission is to be the acknowledged, recognized leader of administrative professionals and to enhance their individual and collective value, image, competence, and influence.
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ETHICS
IN THE

WORKPLACE
More Important Today Than Ever!

How to Safeguard Your Company,
Your Boss & Yourself
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WORKSHOP DATE & TIMES:

Tuesday, November 29, 2005

8:00 a.m. – 11:30 a.m. - OR - 1:30 p.m. – 5:00 p.m.
WORKSHOP LOCATION:
North Phoenix Baptist Church

5757 North Central Avenue

Phoenix, Arizona

(Southeast Corner of Bethany Home Rd & Central Ave)
PRESENTED BY:
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International Association of

Administrative Professionals®




Desert Horizon & Valley of the Sun Chapters
WORKSHOP HIGHLIGHTS





ABOUT THE SPEAKER





REGISTRATION FORM





REGISTRATION INFORMATION





HONESTY


Integrity


HONOR





featuring


Nan DeMars, CPS,


internationally renowned workplace ethics seminar leader, author, columnist and talk show guest





�


Beth Coughenour CPS/CAP


City of Phoenix


200 West Washington Street, 4th Floor


Phoenix, AZ 85003-1611
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