
1
ORIENTATION: PROGRAM OUTLINE, LOGISTICS, EXPECTATIONS AND ABOUT THE
CERTIFICATION FOR ADMINISTRATIVE PROFESSIONALS 
SEPTEMBER 11, 2025; 1 -  3PM; CARINA LOCKLEY

2

COMMUNICATION STRATEGIES FOR ADMINISTRATIVE PROFESSIONALS
MARCH 26, 2026; 1 -  3 PM; ANNE WHITE

3 WORK SMARTER, NOT HARDER: TIME MANAGEMENT FOR PERSONAL & PROFESSIONAL
PRODUCTIVITY OCTOBER 28, 2025; 1 -  3 PM; ALEXA DEFALCO

4 PROGRAM REVIEW SESSION AND REVIEW THE EXPECTATIONS FOR PACE CERTIFICATION
NOVEMBER 13, 2025; 1 -  2:30 PM; CARINA LOCKLEY

5
TECHNOLOGY AT NC STATE
JANUARY 15, 2026; 1 -  3 PM; JESSE DEAN

6 UNDERSTANDING UNIVERSITY FINANCIALS
FEBRUARY 12, 2026; 1 -  3 PM; CONTROLLER’S OFFICE

7

NAVIGATING HR & THE LAW: AN ADMINISTRATIVE PROFESSIONAL'S PERSPECTIVE
APRIL 9,  2026; 1 -  4 PM; EMPLOYEE RELATIONS

8

T r a i n i n g  C h e c k l i s t

9

COMBINED PROGRAM CELEBRATION 
(IN PERSON)

MASTERING EMOTIONAL INTELLIGENCE FOR ADMINISTRATIVE EXCELLENCE  OCTOBER 9,
2025; 1 -  4PM; DR. KEVIN RICE

10 PARTICIPANTS WILL SCHEDULE 20 MINUTE PROGRESS MEETING WITH PROGRAM MANAGER

ADMINISTRATIVE PROFESSIONALS: 6 TIPS TO THINK ABOUT
MARCH 12, 2026; 1 -  3 PM; CARINA LOCKLEY



1 CHAIR WORK: YOGA FITNESS AND STRETCHING AT YOUR DESK (33 MINS)

2
3

4

BUSINESS ETIQUETTE: PHONE, EMAIL, AND TEXT (58 MINS)

5

6

HOW TO MANAGE FEELING OVERWHELMED (43 MINS)

7

CUSTOMER SERVICE FOUNDATIONS (82 MIN)

8

LinkedIn Learning Checklist

CUSTOMER SERVICE: PROBLEM-SOLVING AND TROUBLESHOOTING (35 MINS)

WRITING EMAILS PEOPLE WANT TO READ (57 MINS)

PROJECT MANAGEMENT SIMPLIFIED (104 MIN)

FINDING YOUR TIME MANAGEMENT STYLE (74 MIN)

https://www.linkedin.com/learning-login/share?account=53565897&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fchair-work-yoga-fitness-and-stretching-at-your-desk%3Ftrk%3Dshare_ent_url%26shareId%3D%252FlvT%252BKMBRGudVYkaXDxT9w%253D%253D
https://www.linkedin.com/learning-login/share?account=53565897&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fbusiness-etiquette-phone-email-and-text%3Ftrk%3Dshare_ent_url%26shareId%3DePH9T3%252F3T7GJswOEywUgjg%253D%253D
https://www.linkedin.com/learning-login/share?account=53565897&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fhow-to-manage-feeling-overwhelmed%3Ftrk%3Dshare_ent_url%26shareId%3DP7BtgSSSQwmVcpt4KFCQxQ%253D%253D
https://www.linkedin.com/learning-login/share?account=53565897&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fcustomer-service-foundations-2018%3Ftrk%3Dshare_ent_url%26shareId%3D8ZhIF63vT9%252BG4FAyKvQhbg%253D%253D
https://www.linkedin.com/learning-login/share?account=53565897&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fcustomer-service-problem-solving-and-troubleshooting-16015212%3Ftrk%3Dshare_ent_url%26shareId%3D8YGrhOIHSsSkquh0a7Go1Q%253D%253D
https://www.linkedin.com/learning-login/share?account=53565897&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fwriting-emails-people-want-to-read%3Ftrk%3Dshare_ent_url%26shareId%3DpAy6GZ%252FETEqDe6j8EVD8Eg%253D%253D
https://www.linkedin.com/learning/project-management-foundations-15528659/what-is-project-management?u=53565897
https://www.linkedin.com/learning-login/share?account=53565897&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fproject-management-simplified-2019%3Ftrk%3Dshare_ent_url%26shareId%3DuWqw9I0rRhSXq0j7okbLww%253D%253D
https://www.linkedin.com/learning/finding-your-time-management-style/understand-the-variety-consistency-scale-14779299?autoSkip=true&resume=false&u=53565897
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P A C E  M O D U L E S

A M E R I C A N  S O C I E T Y  O F  A D M I N I S T R A T I V E
P R O F E S S I O N A L S  ( A S A P )

MODULE 1

MODULE 2

C MODULE 3

E MODULE 4

How to think crit ical ly,  solve
problems effectively,  and make
decisions eff iciently
How to improve quality while
maintaining productivity
Techniques for leading and gett ing
results from others 

In-person conversations
Email  messages
Instant messages
Letters or memos
Telephone calls
Text messages
Social  media updates

Principles of project,  task,  and t ime
management
Strategies for managing projects and
tasks, meeting planning, travel,  and
email
Valuable tools and best practices for
managing your physical and virtual
space

Effective IT terminology
Video conferencing best practices
Trends in data storage, AI,  IOT.. .
Software suites and l icensing,
operating systems, and cloud storage
Technology, intel lectual property,
and copyright guidelines for web
content

https://www.asaporg.com/pace
https://www.asaporg.com/pace
https://www.asaporg.com/
https://www.asaporg.com/

