
Educational Administrative Professionals Workshop Descriptions- March 31, 2021

Safety Awareness Tips and Techniques Within a School Building

Presenter: NYS Trooper Jason Klewicki

This presentation will focus on Active Shooter prevention & response. We will cover the
importance of situational awareness, and how to respond in emergency situations that may occur in
or around the school.

Practical Uses of Adobe Pro

Presenter: Mary Harvey, Upstate Institute

This session will discuss the many uses of Adobe Pro such as creating fillable forms, combining
multiple pdf files, organizing pages, redacting confidential information as well as answering
any questions from participants.

Introduction to Microsoft Teams and One Drive

Presenter: Gordy Baxter, Staff Development Administrator of Instructional Technology Training, EduTech

Microsoft Office 365 is a platform that offers several products for online and offline production. We
will learn how to best leverage this platform by exploring how to convert current office products to
online collaborative files. We will also look at other online products such as Teams, One Drive,
Forms, Sway, and more.



Mindfulness Strategies for Challenging Times
Presenter: Erica Ebert, Staff Development Trainer for Social and Emotional Learning, W-FL BOCES
During this time of change, the importance of taking care of our own emotional well-being is so
important. In this mindfulness session participants will learn strategies to support their emotional,
mental, and physical wellness.
Google Docs and Drive for Administrative Professionals
Presenter: Casey Wagner, Instructional Technology Trainer, EduTech
Are you a Google school and looking to take a deeper dive into Google Docs and Drive? Join Casey to
learn about the basics of Google Docs and Drive, share settings, privacy, add-ons and more!

Is Your Customer Service Up to PAR (Professional, Accurate, Responsive)?
Presenter: Wendy Heslink, CEOE Cassadaga Valley Central School District

We may not work at Amazon, but we, as educational office professionals, do provide customer service
every single day. What is good customer service for the school office? What does it mean to you, as the
educational office professional? Why is it important to be professional, accurate and responsive to your
customers? What image are you portraying to your customers in your office? During this workshop, we will
address these questions, and discuss the importance of teamwork and shared direction in a school office to
get and keep your customer service up to PAR.

If you should have any questions, please call Mary Harvey at 315-332-7265 or email at
mary.harvey@edutech.org
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