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Points of Interests
The JOL Chapter meets the second Thurs-
day of each month, 5:30 pm -7:00 pm, Ma-
rine Federal Credit Union (MFCU), 4180
Western Blvd. Extension (rear entrance).

Your input is welcome. Please send
comments, suggestions, news items, and
articles to: info@IAAP-JOL.org

JOL Chapter welcomes all administrative
professionals to Chapter meetings

June 2007

-June 8-10, 2007, 41st Annual N.C. Divi-
sion Annual Meeting, City Hotel & Bis-
tro, Greenville, N. C. Room reserva-
tions may be made now by calling
252.355.8300 or toll free at

(Points continued on page 3)

June is Effective
Communications Month

Three vital keys of an effective
communicator

Preparation
Performance
Assessing Feedback

International Association of
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Alana Daniels, Editor

New Skills For Admins
To Work Into Their
Repertoires

Apply library
science to informa-
tion storage and re-
trieval. Become the
person who can inte-
grate information so
that it is accessible by
usage and implica-
tions; use computer
. | functions to crea-

.| tively arrange and
retrieve text and data
by subject matter,
names of individuals, dates, company citation,
etc.; know the company goals to better under-
stand which information is essential and how to

Coordinate leasing arrangements. Volun-jyierre|ate it for novel and future uses; keep an
teer to review new and ongoing leases; makeeye out for serendipitous links.

recommendations for cost savings; be in charge blish ini-call list of
of negotiating the lease contract; monitor main- Establish a m|n|-ca_ center. Prepare alist o
tenance and repairs; be the first to learn aboufféquently asked questions and answers that cal

new features and upgrades; train staff on equifz Programmed into the telephone and e-mailed
ment subtleties. to inquiries to save employees time and hassle;

start a knowledge-based succession plan to cap
ture the experience and talents of employees be
fgre information is lost through retirement and

& signations — this can be a bulletin board where

equipment, such as audio- and video- guestions and answers are shared internally anc

confe_rencmg techno_log|es; poordlnate OutS'destored for later retrieval by other employees fac-
catering; set up audio and video conferences;

. ing the same circumstances; become the chief
and know how to troubleshoot the equipment g '

i : knowledge officer for your company.
compile a list of resources, such as speakers,

facilitators, and communjcation providers; IOOI1’hink of new tasks that need to be performed to

for ways to reduce meeting expenses. save time, money, and energy. Develop the skill
Become proficient in desktop publishing. to put these saving techniques into effects to cre

Save money by creating more in-house desigage a new role that will set you up to be noticed,

and templates; create an inexpensive e- appreciated, and hopefully rewarded.

newsletter for customers and employees; learn

Microsoft FrontPage or other Web site developgducation and Professional Development

ment software to maintain, upgrade, and imp@separtment, International Association of Admin-
information to the company’s web site; know jstrative Professionals

how to graphically display data to create inter-
est and readability for reports and presenta-
tions.

Looking for new skills to add to your résun{_
and make yourself more promotable? The| /
take a glance around the office and see wi
positions have been eliminated in the cou
of downsizing, or what extra tasks manag
have taken on in the last few years. By ho
ing these skills, you can add value to your
current position, free your manager to foc
on duties only he or she can perform, and set
yourself up for a possible career upgrade.

Manage facility functions. Be the person
who schedules rooms, equipment, and office
functions; evaluate and order new furniture a



How Hackers Gain Control of Your Computer

By Richard Rogers

(Points continued from page 2)
877.271.2616 (ask for NCD-IAAP block of rooms). For addi-
tional information visit: http://www.iaap-nc.org/xevents

- Thursday, June 14, 2007, JOL Chapter meeting, Officer In-
stallation/New Member Installation

Your PC has many 'ports' which are vulnerable to a hacker's of-

tack. Ports communicate internally with your monitor or printe
and externally with the internet. 'Port 25, for example receives

incoming email and 'Port 80' connects to the internet.

Your computer also has a unique 'IP number' from your Intern
Service Provider. You need this to use the internet and it's als

your computer's ‘address'.
'106.185.21.243."

The IP address rarely changes with a broadband or DSL conngdgt
tion. This makes your computer more vulnerable. Broadband
are also likely to be on-line longer, giving hackers more opporg-
nity to attack. A 'dial up' connection is typically assigned a ne
address every time it 'logs on' but is still vulnerable to attack.
Hackers also use 'port scanning' software to hunt for open porfis pn
vulnerable computers and then send malicious programs to a

known IP address.

Hackers also gain control
of computers by sending &
‘Trojan virus' in an email
attachment. They send
messages with enticing
headlines to thousands of
users with an attachment
they hope you'll open.
When the attachment
opens the virus loads ontq
your computer and allows
the hacker

to control your computer.

Hackers bundle Trojan

The IP number looks like this -

1

S@Is

July 2007
Thursday, July 12, 2007, JOL Chapter Meeting, Business/
Transition Meeting

OfficePro

P The official newsletter
of the International
Association of
Administrative
Professionals

Receive your complimentary subscription with your
membership.

Install an anti-virus program and keep it up to date.
Carry out virus scans at least
once a week.

Use a Spam Filter to stop dan-

viruses into free downloads, like screensavers, commonly inst "Qﬂarous email
on home user's machines. lllegal P2P networks also circulate farge

numbers of infected files.

Here are some steps you can take:

Make sure you receive the latest Window's updates.

Install a good firewall.

Install a 'spyware' removal tool and keep it up to date. Scan at

least once a week and after being on line for a long time.

Cont’d next column

Page 3

Further actions you can take:
Don't open suspicious emails,
especially if they have attachments.

Be careful downloading free software. Only download
from reputable sites like CNet's ‘download.com.’

Switch off your broadband connection if you are away
from your computer for a long period of time. Switch

your computer and broadband connection off at night.
This is especially relevant for wireless network users.

Lighthouse News June 2007



Preventing the Devastating
Effects of Carpel Tunnel
Syndrome

By Jeff Anliker

arpal tunnel syndrome (CTS) is a

devastating disorder that is one of many
listed under the general term, “Repetitive
strain injury” (RSI). Of all repetitive strain
injuries, carpal tunnel syndrome is the most
recognized and prevalent among the general populace. And
due to this recognition many people are concerned about be: It is wise to vary tasks throughout the day in
ing afflicted with carpal tunnel and its debilitating symptoms. order to keep the force and duration of the specific motion to
It is a concern that should be on the mind of anyone involved minimum. If a typical workday involves five types of ac-
in work or recreational activities that require extensive use otivities, instead of doing task one for one and a half hours an
the hands, especially in static motions such as gripping and/thien moving on to task two for one and a half hours, and so
repetitive motions like typing, clicking a computer mouse or on, it is best if task one can be performed for thirty minutes
assembly. Below is a list of the symptoms associated with and then task two for thirty minutes, and so on, repeating
CTS and a list of steps that can be taken to help prevent it. tasks one to five every thirty minutes until they are com-
pleted. If this is not possible for the type of work that is re-
quired, ask your employer’s health director to implement a
Tightness, discomfort, stiffness or pain on the front side task rotation schedule where workers perform a different typ
of the hands/wrists. of task every one to two hours throughout the day, making
Tingling, numbness and/or paresthesia (pins & needles) sure that each task is different enough that it does not tax the
affecting the thumb, index, middle and one-half of the =~ same muscle groups in the same manner as the previous ta:
ring finger. or the next task. It is still important that in these one to two

The thumb and fingers do not have to be affected simultdiour shifts that small two to three minute breaks are taken
neously as symptoms will often vary and move around. €very thirty minutes. Implementing task variation is a very
(For example, the thumb and index finger may be numb successful tool in keeping productivity high and repetitive

one day and the thumb and middle finger the next.) strain injuries like CTS to a minimum.

Loss of grip strength in the fingers/hands. The “task requirement limita-
Pain, aching, swelling, and dimin- tion” protocol sets a limit on the duration
ished coordination and dexterity. and force of a given job or task, making

A need to stretch and/or massage sure that workers are only required to per-
hands, wrists and arms. form a certain number of repetitive move-
Assuming a defensive posture in ments or a certain amount of force over a
order to protect sensitive hands/ specified period of time before a break is
wrists. required. Implementing a mini break for
With the huge array of handheld every thirty minutes of work activity is very
electronic devices we now use, it is important in order to prevent mu.scle hyper-
important to take the necessary ton?city and fatigue from setting in, the
steps in order to prevent carpal main causes of CTS.

tunnel from developing in the first i

place. By implementing them, you _ Ergonomic systems
can greatly reduce your risk of get- and tools are important in helplng to_reduce
ting CTS as well as stave off many the amount of stress and strain that is

other repetitive strain injuries.
P J Cont'd next page
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inflicted upon the body, but ergonomic systems and toolsfpy
themselves cannot prevent or “cure” injuries like CTS.

It is very important to implement short break§ .
every thirty minutes of work activity in order to reduce strgss Chapter Elegtlon
and strain on the fingers, hands, wrists and forearms. Thdse Results are in!!!
breaks only have to last two to three minutes, but are keyfin
allowing the muscles to relax, which helps to prevent a mjis-
cle imbalance from occurring and developing into CTS.
Even more important in CTS prevention is the implementiihg
of the following activities into these mini-breaks.

And here are our 2007/2008 Officers

President

Stretch the muscles on the front of the forearm that Debra Forney
flexes the fingers, hand and wrist in order to lengthen City of Jacksonville
them. This reduces pressure on the underlying muscl@s,
blood vessels and nerves. Vice-President
Strengthen the weak, underdeveloped muscles on thg Norma Bain CPS _
back of the forearm that extend the fingers, hand and Jones-Onslow Electric Membership Corporation
wrist in order
Treasurer

Donna J. West
Department of Juvenile Justice

Secretary
Alana Daniels
Chief Administrative Officer/Owner
I I Creative Resources, The Virtual Admin Office, LLC®

! ! Congratulations!!

Annual Meeting

Greenville, NC .. fi therls 0’

June 8-10, 2007 Qim
41st Annual N.C. Division ﬂ-

City Hotel & Bistro,

The Greenville Chapter of the International
Association of Administrative Professionals® (IAAPG
is pleased to invite you to attend the 41st Annual Ndrth
Carolina Division (NCD) Meeting at the beautiful Ci
Hotel and Bistro in Greenville, NC, on June 8-10, 2097.
The Greenville Chapter is proud to host this event, gn
we look forward to “Bringing the Future into Focug’
with excellent programs and speakers.

JUNE 17, 2007
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Officers 2007 - 2008

President
Debra Forney
City of Jacksonville

Vice-President
Norma Bain CPS
Jones-Onslow Electric Membership Corporation

Treasurer
Donna J. West
Department of Juvenile Justice

Secretary
Alana Daniels
Chief Administrative Officer/Owner
Creative Resources, The Virtual Admin Office, LLC®

Committee Chairpersons

CPS®/CAP® Service and Education
Norma Bain CPS
Jones-Onslow Electric Membership Corporation

Media/Newsletter/Website
Alana Daniels
Creative Resources, The Virtual Admin Office, LLC

Program
Cynthia Burley
AdminSupport ®
Administrative Support & Consultation

Page

Meets Second Thursday 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 learn

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

If you would like to join us at our next meeting, please contact the Membership
Committee by e-mail at membership@iaap-jol.org or call (910) 353-0986.

A JOL chapter member will gladly contact you with more information and
welcome you to your first meeting.

Certify Your Credibility
Future CPS®/CAP® Exam

Exam Dates  Application Deadline

11/2-3/07
5/2-3/08
11/7-8/08

8/15/07
2/15/08
08/15/08

Part 4 of the CAP exam is administered on Friday after-
noon, Parts 1-3 of the CPS and CAP exams are adminis-
tered on Saturday.

www.iaap-hg.org
www.iaap-nc.org
www.iaap-jol.org
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