Professional Certification

What is the PES or CAP examination?


A certified Professional Executive Secretary (PES) or a Certified Administrative Professional (CAP) is one with the proper educational background and secretarial/administrative experience who passed the examinations given by the Philippine Association of Secretaries and Administrative Professionals, Inc.

What are the main advantages to obtain the PES and CAP Certifications?


Some of the advantages to PES and CAP certification are: for personal satisfaction derived from it; for the confidence to move up in one’s chosen profession; for validated proof of being an achiever; for recognition of being a professional.

Who are eligible to take the examinations?

1.
Secretaries, administrative professionals, and office support personnel who are college graduates with at least four years work experience.

2.
Secretaries, administrative professionals and office support personnel with two years’ education and at least eight years’ work experience.

3.
Former secretaries and administrative professionals with the above education and work experience who want to be certified. 

To all office professionals:  Please take a few minutes off your busy schedules to answer these questions.  (Please tick)

1.  Do you want to be certified?

O Yes 

O No 

2.  What title/s do you want to obtain?
O PES 
O CAP   Others: ___________

3.  What is the best time to take the

O July

O August

     examinations in 2008?              


O September  
O October  

4.  Will you attend the review classes?
O Yes 

O No

5.  Will you take the examinations?

O Yes 

O No

_________________________


______________________

   

          
Name





Signature

please email signed form to PAS Secretariat @ pas_phil@yahoo.com or 

fax it to 818-5136 or 893-8426

