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13th World Administrators Summit 
COUNTRY REPORT 

 

COUNTRY Australia 

REPORT SUBMITTED BY Heather Batchelor, National President 

ASSOCIATION / NETWORK / ORGANISATION: Australian Institute of Office Professionals 

(AIOP) 

 
As stated in Administra, monitoring and evaluating the World Action Plan is as important as identifying the 
objectives and strategies of your Association/Network. A major advantage of monitoring and evaluation is 
that Associations/Networks can learn a great deal about themselves, and how to lead, manage and 
improve their own activities and status by implementing this Action Plan. Another advantage is to ensure 
that the World Action Plan is helpful to Associations/Networks throughout the world in developing their own 
strategic or business plans. 
Each country sending delegates to a World Administrators Summit is asked to report against a selected 
Goal in Administra.  
The Country Reports will be shared on the WA-Summit website. 
 
Please explain how your Association/Network/Organisation is using Administra Goal 3 to develop 
your activities: 
 

GOAL 3: MOVING WITH THE TIMES IN THE 21ST CENTURY 
 
Objective 3.1: Lead the way in the effective use of technology for the office professional. 
 

As an institute, we have implemented Microsoft Teams and OneDrive to enhance the efficiency 

of collaborative document sharing and to ensure the longevity of our knowledge base, 

especially during changes in Board and Division leadership.  These programs also help with 

cyber security with two factor authentication on all accounts.   

 

Our webinars provide members with insights and education on emerging technology areas and 

guide them on integrating these innovations into the workplace. 

 

We actively partner and collaborate with educators and educational institutions to provide our 

members with top-tier education opportunities both in Australia and globally.  We provide a 

scholarship program for our student members to help cover the expenses of their education. 

 

http://wa-summit.com/wp-content/uploads/2021/04/2021-Dec-Administra-World-Action-Plan-Final.pdf
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Objective 3.2: Be aware of current and future trends and embrace and include technology to advance 
administrative/office professionals. 
 

AIOP remains abreast of current and emerging trends, integrating technology to drive the 

advancement of administrative and office professionals. This information is acquired through 

collaborations with educational partners, other professional organizations for office 

professionals, and through professional reading. 

 

We provide education to our members through various channels such as social media, 

newsletters, and webinars, ensuring that best practices and emerging technologies are 

accessible to everyone. 

 
Objective 3.3: Keep up with technology and change. 
 

Staying abreast of technology and changes involves adopting a proactive and continuous 

approach.  We use the following strategies: continuous learning, professional development 

programs, networking and collaboration with Industry experts.   

 

By combining these strategies, AIOP creates a dynamic and adaptive environment that 

embraces technological advancements and ensures the ongoing relevance and competitiveness 

of their operations.   

 
Objective 3.4: Improve the administrative/office professional’s life balance through the effective use of the most 
recent technical advances. 
 

Enhancing the work-life balance of administrative/office professionals can be achieved by 

leveraging the latest technical advances effectively. This includes implementing tools and 

systems that streamline tasks, automate routine processes, facilitate remote work, and provide 

efficient communication channels.  

 

By embracing cutting-edge technologies, administrative professionals can optimize their 

workflows, reduce manual workload, and create more flexibility, ultimately contributing to a 

healthier work-life balance. Regular training and support in utilizing these technologies can 

further empower professionals to navigate their roles with greater efficiency and ease. 
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Objective 3.5: Encourage the administrative professional to seek to become the best informed source of information 
within their organisation 
 

AIOP fosters an environment that encourages administrative professionals to aspire to become 

the most knowledgeable sources of information within their organization. This involves 

promoting a culture of continuous learning, providing access to relevant training and resources, 

and recognizing and rewarding individuals who actively seek to stay informed. We offer a 

mentorship program designed to help members navigate their journey through both work 

progression and study. 

 

Encouraging collaboration and open communication channels also plays a key role, as it 

facilitates the sharing of insights and expertise among administrative professionals. By 

emphasizing the importance of staying informed and creating a supportive atmosphere for 

professional development, we motivate administrative professionals to actively seek and share 

knowledge, contributing to their role as valuable information resources within the organization. 

 

 


