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Points of Interest 

· The JOL Chapter meets the first Tuesday of 
each month, 5:30 pm -7:00 pm, Marine Fed-
eral Credit Union (MFCU), 4180 Western 
Blvd. Extension (rear entrance). 

July 

· Tuesday, July 5, 2005, JOL meeting will not 
have an educational program scheduled.  
Transitioning to new officers and committee 
members.  

· Sunday - Wednesday, July 17 - 20, 2005, 
International Convention and Education 
Forum, Adam’s Mark Hotel, Denver, Colo-
rado. 

 

(Points continued on page 2) 

POB 847 
Jacksonville, NC  28541 

E-mail:  JOLChapter@yahoo.com 

Debbie is probably 
what you would call a 
native of Onslow 
County.  For the first 
several years of her life 
she traveled with her 
family as an Air Force 
brat, but settled in 
Onslow County since 
her parents were origi-

nally from the area. 
She has worked at Jones-Onslow EMC for 

the last 17 years as an Administrative Assis-
tant to the Chief Commercial Operations Offi-
cer.  She says there is nothing like having a 
large extended family. 

Debbie attended Nash Community College 
and Coastal Carolina Community College 

where in 2000 prepared and sat for the Certi-
fied Professional Secretary® (CPS®) exam.  
Debbie passed all four parts on the first try and 
received her CPS.  She is in the process of 
gathering together credits acquired over the 
past fives years for submission to IAAP for  
re-certification. 

Most important to Debbie is her husband, 
Tim, and the “light of their life” their son, Mar-
shall, who is almost seven.  The three of them 
enjoy North Carolina Crystal Coast’s boating, 
fishing and just chill’n on the beach. 

Debbie is a member of First Baptist Church 
in Jacksonville and is a “Learner” in the Mis-
sion Friends Program.  She refers to herself as 
a “Learner” instead of a “Teacher”, because it 
has been a great learning process for her. 

JOL Member - Debbie Earley CPS 

You are a valuable, trustworthy office assistant or administrator with 
“superperson” administrative abilities. You©re successful at your job be-
cause you complete tasks in a way that makes your boss look good.  But 
you would rather work for yourself and be in charge of your own time. 
Maybe you want to be at home when your kids arrive from school, or 
maybe you are just tired of commuting. Maybe you dream of living in the 
mountains or your rural hometown, but you still want to produce an in-
come.  Then perhaps Virtual Assistance is right for you. 
     Ms. Daniels started her presentation by asking for a show of hands of 
how many people have heard of a Virtual Assistant?  Only a few of 
hands were raised.  She went on to explain that the Virtual Assistant 
(VA) is much like the Administrative Assistant but his/her “office” is in cyberspace.  
   The VA industry is fairly new.  The term “virtual assistant” began to emerge in 1995, when 
isolated Internet sites began to appear advertising Web-based staffing solutions.  The downsiz-
ing of the business world was another factor in the VA industry growth. Many VAs saw the 
downsizing as a way to become the stay at home mom or dad they desired to become with the 
added advantage of a stream of income.  A VA armed with an Internet connection, telephone 
and fax machine do pretty much anything you can think of that a company would require for 
their day-to-day operations. 
   In 1999, when Alana began her home-based Internet driven business her intentions were to 
have the opportunity to serve other businesses worldwide at any time of the day or night and to 
own her own business.  Her clients had no idea that she worked feverishly into the late night 
hours (in her pajamas) to provide a quality product.  The VA can get started with little or no 
setup cost and basically a dependable computer and an Internet connection; but for a VA a 
website is a necessity. 
   The VA receives projects via e-mail, postal mail or courier.  For large projects transmitted via 
the Internet, there are locations on the Internet that will allow a large capacity of files to be ex-
changed.  Even though most business is done via the Internet, local clients do have the benefit 

(Virtual Assistant continued on page 2) 

Opal Kight 
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Melinda Ward 
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Candace Day 
July 20th 
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Officer/Owner 
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of hand delivered documents. 
    Why should a business consider a virtual assistant verses 
a temporary agency?  With a temporary agency you don't 
really know what skills they offer, so time will be spent 
training the individual to perform the specialized task 
that is immediately needed.  A VA has a vested 
interest in the growth of the client's business.  The VA 
can develop a long term relationship with the client. 
    Who can use a VA? 

¨ Large companies for overflow work; a small 
business for billing, collections, marketing, 
accounting, etc 

¨ A busy individual to plan special events 
¨ A college student to type research papers 
¨ Other VAs that need specialty work done 

    Who can benefit from the services of the virtual assistant?   
¨ Home-based businesses 
¨ Small companies with limited budgets and office space 
¨ New businesses starting up 
¨ Nonprofit organizations; Large companies 
¨ Anyone who can use extra help 

    Generally, VAs make between $20 - $45 for projects and $75 - $100 an hour 
for specialized work.  Consider the cost for an onsite staff employee: recruit-
ment, base salary, employment taxes, mandatory insurance, benefits, paid va-
cation, paid holidays, sick days, equipment and training. 
    As a virtual assistant there are associations that will assist in getting the in-
formation needed to stay abreast of the latest trends of the field.  There are 
also other VA's that will mentor a new kid on the block. 

Page 2 Lighthouse News 

N. C. Division (NCD) Annual Meeting 
by Norma Bain CPS 

     Attending the 39th Annual Meeting of the North Carolina 
Division of IAAP�  was truly a professional event.  I was a little 
apprehensive since this was the first time that I served as a 
delegate.  The NCD planning staff had taken into account 
those of us who had never attended an Annual Meeting.  I 
was walked through each step of the way and the fear was 
replaced with knowledge.  That knowledge gave birth to pro-
fessional growth! 
  When I arrived at Raleigh's Marriott Crabtree hotel at 12:10 
p.m., on Friday, June 3rd, the Ways and Means booths were 
already in action.  I looked for those familiar faces and of 
course I sought out Tina Parker, Greenville Chapter Presi-
dent.  I did the head-to-toe and the spread-your-wings activi-
ties to help in the fundraising for the chapters and then it was 
time to go to the first seminar. 
  Dale Lewis, B.S., M.S., Senior Human Resources Special-
ist, Leadership Development Cen-
ter with Progress Energy, Raleigh,  
N.C., did an excellent job on 
ªDealing with Difficult People - Tips 
for Building and Maintaining Pro-
ductive Work Relationsº.  Ms. 
Lewis' listing includes: 

·  The Register.  Stubbornly 
maintains that their viewpoints 
are the only ones worth any-
thing, they may move forward 
but not without resistance. 

· The Fighter.  Insist on getting their own way and will fight 
to get it. 

·  The Shape Shifter.  Opinions change with shifts in the 
wind. More concerned with being on the right side than 
forming a sincere opinion. 

· The “ No” Person.  Say no to virtually everything.  Ex-
tremely destructive and damaging behavior. 

·  The “ Google” .  They think they have all the answers.  
Make others feel as if their ideas are of little value to the 
group.  Kill the spontaneity of any group. 

·  The Talker.  Constantly chatters about anything.  Pause 
only to suck in another lungful of air. 

·  The “ Whatever” .  Satisfied to let the waves of discussion 
roll over them as though it is too much hassle to react.  
Rarely seem interested in making a contribution. 

·  The Wall Flower.  Shy and quiet, easily embarrassed and 
need lots of encouragement to participate. 

(NCD Annual Meeting continued on page 3) 

(Points continued from page 1) 

Augu st 

· Tuesday, August 2, 2005,  JOL Chapter  meeting agenda to in-
clude an educational program entitled “Professional Dressing On 
A Budget” presented by Robin Taylor, Extension Agent, N.C. Co-
operative Extension Agency. 

September 

· Tuesday, September 6, 2005, JOL Chapter meeting.  Education 
program to be announced. 

JOL Off icers 2005 - 2006 
Left to right:  Tina Glover, Treasurer; Debra Forney, Secretary; Cynthia Burley, Presi-
dent Elect; Sholanthé Gordon, President.  Not pictured:  Brenda Brown, Vice President 

JOL's 23rd member, Alana 
Daniels, Chief Administrative 
Officer/Owner of Creative 
Resources.  Alana is also an 
Investigative Assistant with 
Marine Corp Base, Camp 
Lejeune. 

Hats Off  
to JOL Members! 

In August, Theresa Owens, 
O.C. Youth Services, will begin 
her pursuit of a 4-year degree in 

Management and Organizational 
Behavior, Mount Olive College - 
Wilmington. 
 
Candace Day for her promotion to 
Human Resources Analyst with 
the City of Jacksonville. 

Super Admin - Handles 
administrative tasks in a 

single bound. 
 

Essence magazine June 
2005 lists VA as one of its 
15 ways to make money on 
the side. 



Page 3 Lighthouse News 

JOL Chapter Win Accolades at N. C. Division Annual Meeting 

(left to right) 
Beverly Scruggs CPS/CAP, 2004-05 NCD President 
Norma Bain CPS, 2004-05 JOL Chapter President 

Tina Parker CPS/CAP, 2004-05 Greenville 
Chapter President, takes home two awards:  
Chapter Sponsor Award and Increase in 
Member Award (1-10) 
 
The JOL Chapter was sponsored by Tina 
and the Greenville Chapter. 

(NCD Annual Meeting continued from page 2) 
 

·  The ªA & Aº:  Always Right - All the Time.  Project a feeling 
of superiority.  Speak over the heads of others, at times sound-
ing condescending. 

·  The Fox.  Ask questions to trap others.  Like to enhance their 
own feelings of importance. 

    Ms. Lewis stated that the important factor is not that we recog-
nize these types of people but more importantly is to learn to have 
a productive working relationship with them and that ªit ain't always 
easy!º 
    The final analysis was that we need to be prepared to work with 
the unpredictable and master 3 or 4 skills: 

1.    Be a good communicator 
2.    Have good conflict resolution skills 
3.    Be a good decision maker 
4.    Be a problem solver 

    Ms. Lewis emphasized that how we react to these types be-
comes a matter of personal choice.  She reminded the attendees 
that no one approach fits every situation, practice self control, let 
go and forget it -  ªFIDO - Forget It Drive Onº.  Tyressa Dillard, Ra-
leigh Chapter, uses this acronym ªESMO - Enough Said Move Onº. 

ªTake This Job and...Love It:  Seed Though ts on Survival, 
Success and Sign ificance at Workº was presented by Trey 
Baker, B.S., the creator of the Mustard Seed Company and 
spokesperson and trainer for Wal-Mart Stores, Inc. 

According  to Mr. Baker when dealing with others we should: 
Focus on what works 

1.    Negative input = negative reaction 
2.    neutral input = neutral reaction 
3.    positive input = positive reaction 
 

If we sow these six seeds we would reap the benefits of a 
good relationship: 

1.    Accept them unconditionally. 
2.    Don't confuse acceptance with approval. 
3.    Look beyond behavior to see hurt when necessary. 
4.    Encourage them continually. 
5.    Forgive them freely. 
6.    Help them willingly. 

 

(NCD Annual Meeting continued on page 4) 

Entertainment provided by 
“The Village People”. 
 
(left to right)  
Robert Burkhart CPS 
Vera Hurdle CPS 
James Edgar 

 
 

 
North Carolina Division 

2004-2005 
 

Chapter Newsletter Award 
 

Jacks onville-Onslow-Lejeune Chapter 

 
 

 
North Carolina Division 

2004-2005 
 

Member Retention Award 
 

11-25 Members 
 

Jacks onville-Onslow-Lejeune Chapter 

2005-2006 NCD Officers 
 
(left to right) Patty Sipes CPS/CAP, President; Debra Perry CPS/CAP, Presi-
dent Elect; Lisa Hale CPS/CAP, Vice President; Tina Parker CPS/CAP, Sec-
retary; and Melissa Mincey CPS/CAP, Treasurer 
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(NCD Annual Meeting continued from page 3) 
 

What is your ªbuzzº?  Buzz is what you think about when you see 
a particular item.  Krispy Kreme has the hot light and Wal-Mart the 
smiley face.  What is the perception when you enter a room?  Do 
you brighten it when you enter or 
when you leave?  From a different 
perspective Mr. Baker took a look 
at the different personality types in 
the workplace: 

Boxes:  Hard worker, most or-
ganized, like rules and policies, 
conservative, direct communica-
tion, no gray area. 
ªIf you want a job done right, do it 
yourselfº attitude. 

Triang le:  Ambitious, leaders, 
fast thinkers, decision makers, 
quick to point, bottom line. 
ªWhen I want your opinion, I'll 
give you mineº attitude. 

Rectangles:  State of 
change, growing, questioning, 
temporary state, unpredictable, can be any shape at any given mo-
ment 
ªIs this what I want to be doing the rest of my life?º attitude. 

Circles:  Nurturers, caretakers, don't like conflict, need to feel 
needed, people pleasers, good communicators, can read non-verbal 
cues, best listeners, sensitive to others needs. 
ªDon't worry, be happyº attitude. 
Squigg ly:  creative, innovative idea people, bored quickly by rou-

tine, frequently break the rules, don't like deadlines or follow up, di-
rect, honest, spontaneous, motivate others. 

The keynote speaker for the event was Hilda Pinnix-Ragland, Vice 
President, Northern Region for Progress Energy Carolinas, Inc.   
Ms. Pinnix-Ragland is Vice Chair of Progress Energy's Corporate 
Diversity Council, the body that provides strategic direction for Pro-
gress Energy's diversity efforts.  Ms. Pinnix-Ragland joined Progress 
Energy in 1980 and has held a variety of leadership positions in En-
ergy Deliver, Corporate Communications, Economic Development, 
Treasury and Audit Services.  She has been in her current role since 
2002. 

Every occupation needs life long learning!  What are you doing to 
get ready for the next step.  The last 5-10 years has introduced all 
new information.  Even devices we use now will only help us build 
on what we know…but will also be changing. 

Ms. Pinnix-Ragland thanked all of the IAAP members for what 
they do everyday for the world without them would not be success-
ful.  Promoting and helping others is a two way street.  On an indi-
vidual basis we refresh ourselves by sitting on a Saturday morning 
out on the patio drinking coffee, listening to the birds, taking a walk 
in the garden.  However, what are we doing to refresh our knowl-
edge? 

Ms. Pinnix-Ragland shared that a lot of her skills were initially 
learned from YWCA and Girl Scouts.  Even as a child of thirteen she 
worked at a gas station that had a little restaurant where she 
mopped the floors, did the dishes and a little bit of everything.  A 
small mom and pop organization allows you to use many skills.  The 
same is true with a small organization.  You learn by doing every-
thing.  We are a composite of the experiences we have at all stages 
of life. 

IAAP members were challenged to give no less than 90% com-
mitment to their local chapter.  With this kind of effort chapters 
would double its membership.  Why do you join a chapter?  Is it for 
name only or do you want to actively engage in the chapter?  Do 

you share information in a positive 
way about IAAP and your meetings?  
How many members have you signed 
up?  Ms. Pinnix-Ragland challenged 
each member to enlist two new mem-
bers in the upcoming year.  Take a 
personal interest in your chapter.   

Are you h appy in your job?  En-
gage in your work.  Life is too short to 
not have fun.  Enjoy what you are do-
ing!   

Along with commitment comes fo-
cus.  Focus on critical elements - no 
more than five. Get those five right 
and move on to five more.  

Do you have well-defined goals?  
Write them down for work, family 
and then follow up.  Your goals 
should be like climbing a ladder, every rung gets you higher and 
higher.  Open your self to different venues/diversity.  Manage your 
time (you are the only one responsible for that).  Monitor your com-
mitments.  Don't bite off more than you can chew.  Ignore naysayers 
for they will hold you back.  Measure your progress.   Remember 
when you touch, you also receive.   

Excel!  Excel!  Excel in each task.  No one can stop you.  Touch 
the stars while reaching for the moon.  Touch others and you will see 
them twinkle.  Have you touched someone along the way to the right , 
to the left , in the front of and behind you lately? 

Ms. Pinnix-Ragland ended up by stating that to show her support of 
IAAP and what it stood for that she would see that the support per-
sonnel at Progress Energy would be given an opportunity to be mem-
bers of local IAAP chapters. 

Hilda Pinnix-Ragland  
“Commitment:  What’s in it for Me?” 

Sholanthé Gordon, JOL President 
Trey Baker 

“Take this job and...love it” 

JOL Community Outreach 
by Cynthia Burley 

    JOL members Amber 
Parker, Melissa St. Clair 
and Cynthia Burley at-
tended the Eastern Caro-
lina Workforce Develop-
ment Board, Inc.'s Fourth 
Annual, Empowerment 
Conference held in New 
Bern, NC, at the Riverfront 
Convention Center. 
    Amber and Melissa at-
tended as participants and 
exhibitors to raise commu-
nity awareness for 
Onslow-Carteret Behav-
ioral Healthcare Services 
and the Onslow CHIP 
(Community Health Im-
provement Process) 2005 Women's Expo.  Prevention materials for 
tobacco, alcohol, substance use and mental health issues were also 
distributed. 
    Cynthia , owner/founder of NewBeing Creations, Administrative 
Support & Consultation, attended as a presenter,  ªUsing Your Tal-
ents to Create Incomeº.  Also, the importance and benefits of belong-
ing to a professional organization, such as IAAP was discussed.  A 
JOL chapter brochure, various issues of the Lighthouse News news-
letter and samples of her work were on hand to showcase the talents 
that could be used to earn an income. 



Your Organization Needs… 
 

The JOL chapter currently has ten committees 
however not all are contiguously active.  Each com-
mittee has a chairperson or co-chairpersons.  For 
continuity purposes members are expected to serve at least a 
year from July to June.  JOL's current committees are: 

 
· Bylaws and Standing Rules 
· Nomination 
· Installation 
· Media/Newsletter/Website 
· Membership 
· Program 
· Ways and Means 
· CPS� /CAP�  Service and Education 
· Community Services and Social  
· Budget 
 

      Media/Newsletter/Website.   This is a standing committee 
whose responsibility is to publicize Chapter activities through pre 
and post news releases to the media in a timely manner.  Cur-
rently this committee provides Chapter information to Jackson-
ville's local newspaper and several others in the surrounding cit-
ies, local cable channel, the two military newspapers, local radio 
and television stations and to a local monthly publication. 
      The Media/Newsletter/Website committee publishes and dis-
tributes a monthly newsletter highlighting Chapter, State and In-
ternational activities.   
      If you enjoy writing, possess some creativity and Web design 
proficiency then this committee can use your talents. 

Lighthou se News 
An Awarding-Winning 

Newsletter 
 
In March 2005,  Kathy Stewart, N.C. Division Vice-President, ex-

tended an invitation to North Carolina's twenty-six IAAP chapters to 
enter the chapter newsletter competition.  To enter the competition a 
chapter must have published at least three different newsletter issues 
during the year.  The winning chapter would be announced at the  
N.C. Division's Annual Meeting Banquet on Saturday, June 5, 2005, 
in Raleigh. 

JOL's Media/Newsletter committee felt they had been churning 
out pretty good monthly newsletters since November 2004.  With 
nothing to lose the committee members agreed to enter the competi-
tion and send in its November, December 2004 and April 2005 issues 
of Lighthouse News. 

Once the submission deadline had come and gone the entries 
were turned over to Janet Hart, Vice-President of Marketing, Goodwill 
Industries of the Southern Piedmont.  Ms. Hart, with evaluation score 
sheet in hand, went about evaluating the submissions.  The submis-
sions were judged in three main categories - newsletter identification, 
content and general appearance with several sub-items. 

With a score of 95 out of a possible 100 points, Norma Bain CPS, 
JOL's outgoing President, like a proud mother hen, was presented at 
the NCD Annual Meeting with the N.C. Division's 2004-05 Chapter 
Newsletter Award.  Congratulations to the 2004-2005 Media/
Newsletter Committee members - Cynthia Burley, Candace Day, 
Sholanthé Gordon and Brenda Brown (Editor) for a job well done! 
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A Year in Review 
 

Though the freshman year for JOL was only eight months long it 
was a very productive one with various programs*, member partici-
pation in various events and conferences.  Imagine what JOL mem-
bers will accomplish in its sophomore year. 

 
2004 

 
July               �  1st formation meeting; Networking Administrative 

Professionals Style*. 
 
August           �  Operating a Successful Chapter of IAAP*. 
 
September    �  Make Leadership Your Cup of Tea*. 
 
October         �  Instructional Agenda Formats*. 
                      �  JOL members take part in the Women's Expo    

2004. 
                      �  JOL members attended N.C. Division (NCD) Fall 

Conference in Charlotte, NC. 
                      �  JOL members come up with a chapter name, chap-

ter slogan, chapter logo, and a monthly chapter 
newsletter.  Also, began work on a chapter website. 

 
November     �  Lighting the Pathways for Professional Growth*. 
                      �  Chartering and Installation Ceremony. 
                      �  JOL distributes the first edition of its Lighthouse 

News newsletter. 
                      �  JOL Chapter establishes an e-mail address. 
                      �  JOL Chapter design a brochure. 
 
December     �  Working With People You Can't Stand*. 
 

2005 
 
January         �  Stress Management* 
 
February       �  CAP/CPS Exam Information*. 
 
March            �  Presentation by the Chamber of Commerce*. 
                      �  JOL members attend NCD Spring Conference in 

Clemmons, NC. 
                      �  JOL member receives honor as a 2005 Woman of 

the Year Recipient in the government category. 
 
April               �  City and County Government Proclamation signings 

in honor of Administrative Professionals Week. 
                      �  JOL members appear on radio talk show to pro-mote 

Administrative Professionals Week, JOL and IAAP. 
                      �  JOL members participated in organizing the 2nd An-

nual Administrative Professionals Breakfast.  JOL 
Chapter also served as co-presenters. 

                      �  Five members nominated for 2005 Administrative 
Professional of the Year. 

                      �  JOL Member was awarded the title of 2005  
Administrative Professional of the Year. 

 
May               �  Resume Preparation and Interviewing*. 
 
June              �  Virtual Assistant*. 
                      �  Installation of 2005-2006 Officers. 
                      �  JOL members attended NCD Annual meeting in Ra-

leigh, NC.  JOL Chapter received two awards. 
                      �  Members participate in the Empowerment  

Conference, New Bern, N.C. 



Off icers 2005 - 2006 
 

President 
Sholanthé Gordon 
City of Jacksonville 

 
President-Elect 
Cynthia Burley 

Onslow County Planning & Development 
 

Vice-President 
Brenda Brown CAP 

Onslow County Health Department 
 

Treasurer 
Tina Glover 

Marine Federal Credit Union 
 

Secretary 
Debra Forney 

City of Jacksonville 

 
 
 
 

Committee Chairpersons 
 
 

Community Services and Social Events 
Amber Parker 

Onslow County Behavioral Healthcare 
 
 

CPS®/CAP® Service and Education 
Norma Bain CPS 

Jones-Onslow Electric Membership Corporation 
 
 

Media/Newsletter/Website 
Brenda Brown CAP 

Onslow County Health Department 
 
 

Membership 
Julia Clark 

Marine Corps Base, Camp Lejeune 
 
 

Program 
Cynthia Burley 

Onslow County Planning & Development 
 
 

Ways and Means 
Candace Day 

City of Jacksonville 

 
Meets First Tuesday Each Month 

Marine Federal Credit Union 
4180 Western Blvd., Extension (Rear Entrance) 

Jacksonville, NC 
 

5:30 pm – 5:45 pm (networking) 
5:45 pm – 7:00 pm (education/Chapter business) 

 
 
Benefits of attending include 
 
· Tips and techniques to apply immediately 
· Increased credibility 
· Get an edge on others 
· Stay on top of your profession 
· Become visible to others 
· Networking with other administrative professionals in our area 

 
What you will l earn 
 
· How membership in IAAP�  can enhance your career 
· How others in your profession deal with work stresses 
· Resources to assist in continuing education 
· What CPS and CAP stand for and what attaining this distinction can do 

for you 
· Future activities to develop and sustain the JOL Chapter 
· How to join this professional organization 

 
Who may attend 
 
All administrative staff including: 
· Administrative Assistants 
· Customer Service Representatives 
· Technical Support Personnel 
· Financial Systems Support Staff 
· Business Educators and Students 
· Data Entry Specialists 
· A newly relocated member 
· A member at large 
· Anyone who just wants to know what the association is all about 

 
Please contact Julia Clark, Chair, Membership Committee by e-mail:   
julia.clark@usmc.mil or call (910) 451-2526, if you would like to join us.  A 
JOL chapter member will gladly contact you with more information and wel-
come you to your first meeting.  You may also contact us at JOL's e-mail:  
jolchapter@yahoo.com. 
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www.iaap-hq.org 
www.iaap-nc.org 

Certify Your Credibili ty 

Future CPS� /CAP�  Exam 
Application Deadlines 

and 
Exam Dates 

 
Deadline       Exam 

8/15/05          11/4-5/05 

2/15/06            5/5-6/06 

8/15/06          11/3-4/06 


