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The Voice of Business for Onslow County

If you live in Onslow County and think
“there’s nothing to do here” then obviously
you are not familiar with the Greater Jack-
sonvill e/ Onslow Chamber of Commerce.

According to Mona Padrick, Director, the
Chamber has three main areas of focus:
economic development, image and quality of
life with the primary purpose being
“Enhancing the Business Climate” in
Onslow County.

Home based businesses are the fastest
growing areas in Onslow County. A great
advantage of a home based business, espe-
cially to the military community, is thatthe
owner can pick up the business and take it
with them to the next duty station. For addi-
tional information in h ow to start a small business visitthe Chamber’s new
Small Business Resource Center located in the Chamber of Comm erce office,
1099 Gum Branch Rd., Jacksonvill e.

In order to do a great job in enhancing the business climate of Onslow
County the Chamber’s staff must make every effortt o keep its fingers on the
pulse of the community which gives them aleg up on the trends. Some indi-
cators of changes in trends are:

Mona Padrick, Director

(Voice continued on page 2)

JOL Member - Brenda Brown

Brenda is a na-
tive of Beaufort,
South Carolina
where she met her
husband, Gregory.
J;:'L ‘ Since January

“#1995, Brenda has
been serving a second tour of duty
with the Onslow County Health De-
partment. For the past 2 years she
has been the Management Support Di-
rector and the
HIPAA privacy official.

In 1996, Brenda received her Bache-
lor of Business Administration from
Campbell University. She also com-

pleted Campbell University’s Com-
puter Information Systems’ four year
curriculum.

Brenda’s short-term goals are to
complete a motorcycle driving course,
sit for the Certified Administrative Pro-
fessionals® (CAP®) Exam, celebrate 25
years of marriage and Gregory’s retire-
ment from the USMC after 30 years of
military service. A longer-term goalis
to complete a Master’'s Degree in
Public Health.

Gregory and Brenda have a 10 year
old 4-legged Akita/ Bouvier mix
daughter, MzThang (pronounced w/ a
southern accent).
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International Association of Administrative Professionals®

Brenda Brown, Editor

Points of Interests

- 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).

April

- Monday, April 4, 2005, O.C. Board of Com-
missioners Meeting, Summersill Building,
Courtroom #1, Old Bridge St., Jacksonville,
6:30 pm, Proclamation presented in honor

of Administrative Professionals Week®.

- Tuesday, April 5, 2005, City of Jacksonville
Council Meeting, Council Chambers at City
Hall, 211 Johnson Blvd., Jacksonville, 7:00
pm, Proclamation presented in honor of
Administrative Professionals Week.

- Friday, April 22, 2005, raffle drawing for
the Topsail Beach, 3 days 2 nights week-
end get-away.

- April 24-30, 2005, Administrative Profes-
sionals Week.

- Wednesday, April 27, 2005, Administrative
Professionals Day®.
(Points continued on page 2)

Future Exam Application Deadlines & Exam
Dates:

Deadline Exam

2/ 15/ 05 5/ 6-7/ 05

8/ 15/ 05 11/ 4-5/ 05
2/ 15/ 06 5/ 5-6/ 06

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

“Every jobr iy o self
povtrait of the peviovy
wher did, it

Avtographeyous wovks
with guiadity.”

//ﬁjﬁ ~ Clawidioe Beldevie



(Voice continued from page 1)
-Increase/ decrease in
military base hous-
ing occupancy.

-Are the local schools
and daycare centers
bulging atthe
seams?

- Traffic congestion
along main thor-
oughfares around the
County.

Stroll along one of the County's
30 miles of natural coastline.

The Chamber works
closely with the military community and is involved in
the Military Affairs Committee (MAC) to maintain and
improve the rela-
tionship between
the military and ci-
vilian communities.

Project Care
(Community Action
Readiness Effort) is
another example of
the Chamber's ef-
forts to ensure
quality of life for all
Onslow County citi-
zens. During a
mass military de-
ploymentthe
Chamber assists
the famili es of de-
ployed military members. The Jacksonvill e-Onslow
business community wants to take care of military
famili es, while their spouse is taking care of us.

Kayaking

Onslow County has many special events year round
to satisfy the appetites of every age group. Ranging
from youth soccer and softball to the Lejeune Mara-
thon, from the
Lynnwood Park Zoo,
and Equine Country
to the Pow Wow Fes-
tival. In addition to
these events the
Chamber also spon-
sors the annual
Thanksgiving/

Christmas parade.

Whatever your
taste, Onslow
County has it all.

Lynnwood Zoo
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- Thursday, April 28, 2005, Administrative Professionals Breakfast, 8:30

am - 10:30 am, Jacksonville Country Club. Denise Ryan will present
“Keeping the Flame: How to Stay Motivated”. The breakfast is sponsored
by Bank of America. Co-Presenters: Coastal Carolina Community College’s
Small Business Center; Jacksonville-Onslow Chamber of Commerce and the

Jacksonville-Onslow-Lejeune Chapter of IAAP . Tickets are $10 per person.

For more information contact Adrienne James, (910) 347 -3141 or email:
ajames@acksonvilleonline.org.

May

- Tuesday, May 3, 2005, JOL Chapter meeting. Education program entitled
“Resume Preparation/ Interviewing Techniques” presented by Connie
Hammond, MBA, Human Resources Director, City of Jacksonville.

June

- Friday - Sunday, June 3-5, 2005, N.C. Division Annu al Meeting, Raleigh
Marriott Crabtree Valley, Raleigh, N.C. Coordinator: Robert Burkhart CPS,
(919) 459-2337, E-mail: rburkhart@trivirtualassist.com.

- Tuesday, June 7, 2005, JOL Chapter meeting agenda to include an educa-
tion program entitled “Virtual Assistant” presented by Alana Daniels, Chief
Administrative Officer/ Owner, Creative Resource.

(left to right) Melissa St. Clair, O.C. Board of Comm issioner
Chairman Lionell Midgett and City of Jacksonville Mayor Jan Bean Slagle.

Onslow County
2005 Distinguished Woman

On Wednesday, March 16, 2005, at a luncheon h osted
by the Onslow County Council for Women (OCCFW) JOL's
22nd member, Melissa St. Clair, was the recipient of the
2005 Distinguished Woman award for her unselfish work
in the government/ military service category.

Melissa is the Community Relations Director of Onslow
County Behavioral Healthcare Services. She also serves
as public relations chairperson for OCCFW.

Judge Carol Jones, first woman elected to the 4th Dis-
trict bench, was guest speaker for the event. Her mes-
sage to the audience was that although women have
made great strides there is still work to be done. Judge
Jones stressed that you may not always know when op-
portunity will present itself however, no matter what sex,
race, age, or background you must be prepared to take
advantage of that opportunity when it comes knocking.

Lighthouse News



N.C. Division Spring Conference 2005

JOL members attended the recent Leadership Development
Conference and Education Forum held March 11th -12th in
Clemmons, North Carolina.

The Spring Conference was attended by IAAP members rep-
resenting approximately eighteen professional chapters and four

student chapters from across the state and Virginia.

Live well.
Love much.

Laugh often.
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(Leftto right) Betty McGough, Tina Glover, Brenda
Brown, Tina Parker, and Cynthia Burley. Betty
won the centerpiece above in one of JOL's Ways
and Means raffle.

Danville Community College Student Chapter
Danvill e, Virginia

Ways and Means Opportunities

(R) Pamper Yourself 2Head to Toe® Chest Winner:
Sarah Joyner CPS CAP, Wilson Chapter

Investing in Yourself. If you
ever hear or see the name
Glenda Cannon Doles as a guest
speaker make every effortto at-
tend the event. Glenda was a
wonderful speaker who keptthe
audience on an emotional roller
coaster ride, from laughter to
tears, while delivering tools for
success:
Set development goals.
Measure and monitor
progress toward your goals.
Take control of your time.
Take care of yourself.
Believe in yourself & take
pride in what you do.

Admins Light the Way. IAAP Inter-
national President, Jo Peay, shared
her thoughts on why professional-
ism, image and updated skill s are so
importantto today's admin profes-
sional. The top seven qualities of a
great administrative professional:
Organized and detail oriented
- Puts boss's & company's @best foot
forward®
- Has up-to-date skills & ability to
learn
- Listens well and presents solutions
- Presents professional appearance and attitude (can do)
- Follows through quickly & efficiently with tasks/
assignments/ responsibilities.
- High initiative

Lighthouse News



You Matt er. The common theme from both R PI’OfeSS .
Onslow County Commissioner Chairman Lionell \\\l /o
Midgett and City of Jacksonville Mayor Jan Bean \rb‘ /7(9
Slagle is thatthe administrative support staff %) {9
o N
throughout Onslow County is vital to the success of L
Onslow County Government, City of Jacksonville, pri- 8\ é
vate industry and military affairs. ®
It is realized that behind every great office there are [} ®
great administrative professionals therefore Chairm an < A
Midgett and Mayor Slagle had no qualms about sign-
ing proclamations declaring the week of April 24 - 30,
2005, as Administrative Professionals Week.
The proclamations may not readily translate into
an increase in admins' paychecks however, the recog- .
nition is definitely a step in the right direction. Apl’l| 24 '30, 2005
Administrative Professionals make the world go
round.

County of Onslow
Proclamation Presentation
Monday, April 4, 2005

Pictured left to right: Daisy Kiley,
Norma Bain CPS, Brenda Brown, Tina
Glover and Commissioner Lionell Midgett

City of Jacksonville
Proclamation Presentation
Tuesday, April 5, 2005

Front row left to right: Daisy Kiley, Theresa
Owens, Mayor Jan Bean Slagle, Sholanthé
Gordon, Cynthia Burley.

Back row left to right: Karen Beblo, Tina
Glover, Norma Bain CPS, Brenda Brown, Debra
Forney, and Amber Parker.

|
Page 4 Lighthouse News



Administrative Professionals Respond
to an Evolving Business Environment

(article from IAAP website)

Almost nine out of ten
administrative profes-
sionals say they are re-
sponding to new job de-
mands by contributing
more to their organiza-
tions than they were five
years ago, according to a
new survey by the Inter-
national Association of
Administrative Profes-
sionals (IAAP).

The February 2005 survey, reflecting more than
3,200 responses from randomly sampled IAAP mem-
bers, shows that 88% say their workplace contributions
have increased in past five years. Along with greater
contributions, more than three-fourths - 78% - say
their level of authority and autonomy for decision-
making has grown over the past five years.

aThese findings demonstrate the advanced roles and
increasing value of administrative professionals in the
workplace,® said Jo A. Peay of Winston-Salem, N.C.,
2004-2005 IAAP international president. 2As manage-
mentteams become increasingly lean and executives
stretch their own responsibilities, the value of quality
administrative support staff increases significantly.
When executives are frequently out of the office or try-
ing to cover multiple priorities, the administrative as-
sistant plays a vital role by managing projects, coordi-
nating and organizing information, and serving as a
communications hub in the office.°

Accordingly, the areas in which IAAP respondents
say their r esponsibilities have grown the most are office
management, information coordination and supervi-
sion. For others, responsibilities have grown most in
the areas of travel planning, meeting planning, project
management and online purchasing. Budget develop-
ment and expense tracking were also noted as key ar-
eas increasingly handled by administrative staff.

aWhile computer and technology skill s are still very
important for administrative professionals to master,
the ability to plan, organize, supervise and implement
projects and communicate with employees and the
public is becoming more critical in today's business en-
vironment,° Peay said.

Administrative professionals in the survey report a
high level of job satisfaction —7.7 on a scale of 1 to
10. When asked what aspect of their jobs they enjoy

most, 40% cite @playing an important role in the
organization.® Other job aspects most enjoyed
are: organizing and coordinating, 22%; dealing
with people, 12%; and using technical skill s, 11 %.
Many respondents also note thatthey appreciate
the variety of responsibilities that t heir jobs offer.

The greatest job challenge noted by admins
are juggling multiple priorities; dealing with diffi-
cult people; and lack of time to handle the volume
of work.

Other survey highlights include:

- Administrative professionals rate their man-
agers well, giving them an average score of
7.2 out of 10 on how well they utili ze the
admin's job skills and abilities. Over 57% are
very satisfied with the level of communica-
tions their managers maintain with them.

IAAP members, who generally are more ex-
perienced, have seen their salaries increase.
The 2005 survey results show 45% of mem-
bers earning more than $40,000 in base sal-
ary annually, compared to 33% in a similar
2002 survey and just 8% in 1997.

- Survey respondents said the top five most
significant issues affecting the administra-
tive profession in the next five to 10 years
are: 1) Keeping up with changing technol-
ogy; 2) Increased workload; 3) Doing more
with less resources/ budget constraints 4)
Balancing work and family; 5) Need for more
training in management and supervisory
skill s.

The workp lace contri- |
butions of administrative |
professionals will be rec-
ognized during Adminis-
trative Professionals Week,
April 24-30, 2005. Admin-
istrative Professionals Day
is Wednesday, April 27.

More than 4.5 milli on
administrative profession-
als work in the United
States and Canada, making
this one of the largest segments of the office work-
force. IAAP is the world's leading association for
administrative professionals, with more than
40,000 members and affiliates worldwide. Fur-
ther information is available by visiting the |AAP
Web site at www .iaap-hq.org.
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Give to Yourself This
Administrative Professionals Week

(excerpts from article by Beverly West)

Administrative professionals are key front-line
representatives for their employers, their profession
and organizations such as the IAAP. It is suggested
that administrative professionals have a responsibil-
ity to be effective communicators and to serve as
mentors for entry-level administrative support staff
and students.

As you prepare to celebrate Administrative Profes-
sionals Week, begin by giving to yourself. Letthe fol-
lowing tips be your guide.

E-Learn a New Skill. Enhance your marketabil-
ity and remain competitive as an admin by learning a
new software skill without leaving the comfort of your
computer. E-learningis flexible, convenient, eco-
nomical and reliable.

Update Your Resume. Make it a tradition during
this time of the year to polish up yourresume by re-
viewing your successes, and areas that may need to
be improved upon.

Enroll in a Seminar or Workshop. For starters,
check out the IAAP's activities in your community.
Some of the chapter events to celebrating Administra-
tive Professionals Week include:

Workshops and seminars on topics such as work-
place trends, evolving technology and management
skill s for the administrative professional.

Networking events and special breakfasts and
luncheons.

Co-sponsored events between IAAP chapters, edu-
cational institutions and other business organiza-
tions.

Proclamation signings by county and city govern-
ment officials.

Enroll in a Certification Course. Certification is
a great way to show employers you're serious about
keeping up with the latest and greatest in your indus-
try. Certification seminars provide training for CPS
and CAP authentication are a great way to stay cur-
rent with office trends, make new friends, network
with your peers and develop important industry con-
tacts.
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Touch Base with Your HR Department. If you're
looking to expand your horizons don't forgett o check
with your own HR departmentto see what's available in
terms of assistance. Tuition reimbursement is one of
the most underused employee bengefits.

JOL Illuminates from Coast to Coast

Norma Bain, Execu-
tive Assistant with
Jones-Onslow Elec-
tric Membership Cor-
poration and JOL's *
President, was re-
cently featured in a *
nationwide electric co-
operatives publication. *

The National Rural Electric

Cooperative Association (NRECA)

in Washington, DC distributes a

newsletter highlighting members from its Washington
DC office and someone from a local co-op. The
NRECA has more than 900 member cooperatives serv-
ing 37 million people in 47 states.

The article entitled 2North Carolina EA...Doubles as
President of IAAP° talks of Norma's role as an execu-
tive assistant with Jones-Onslow EMC, and on being
instrumental in starting the JOL Chapter of IAAP in
Jacksonvill e, North Carolina.

Upon distribution of the article Norma received a
congratulatory e-mail from Heather Floyd who is em-
ployed with NRECA's Southwest Transmission Coop-
erative and is a fellow IAAP member with the Cochise
Chapter in Benson, Arizona.

Lighthouse News



Whose Job Is [t?°

This is a story about four people named Everybody,
Somebody, Anybody and Nobody.

There was an important job to be done and
Everybody was sure Somebody would do it. Any-
body could have done it, but Nobody did it. Some-
body got angry aboutthat because it was Every-
body's job. Everybody thought Anybody could do
it, but Nobody realized that Everybody wouldn't do
it. It ended up that Everybody blamed Somebody
when Nobody did what Anybody could have done.

Installation
Media/ Newslett er/ Website
Membership
Program
- Ways and Means
. CPS / CAP Service and Education
- Community Services and Social

Your Organization Needs...

According to The American Heritage
Dictionary an organization is
asomething comprising elements with
varied functions that contribute to the
whole and to collective functions. A
number of persons or groups having specific re-
sponsibilities and united for a particular purpose®.

This definition can apply to a professional or-
ganization, a workplace, a sports team or a family
unit. Can you think of anyone who wants to be as-
sociated with a bad organization, workplace, sports
team or family unit? Everyone wants to be associ-
ated with a winner, with a success story. However,
to be a success an organization, a team, a family
unit must have the input and support of all mem-
bers. No one or two people can do it all. Everyone
must contribute.

In a professional organization such as the JOL
chapter of IAAP its members contribute tothe
chapter's success by serving in an officer position
or volunteering for a committee. Members can
choose to work on a committee that he or she may
have some experience with and wantto share that
expertise with others. Or, if the member wishes to
learn about something completely new then volun-
teer to work on a committee that he or she knows
little to nothing about. One of the benefits of join-
ing a professional organization is learning by asso-
ciation. Members coming together, putting their
heads together and coming away with a success
story.

The JOL chapter currently has ten commiitt ees
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
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Bylaws and Standing Rules. Any organiza-
tion must have rules and procedures to govern the
behavior of the organization and its members. The
bylaws of an organization:

- define the primary characteristics of the organiza-
tion

- serve as the fundamental instrument establishing
an unincorporated society, and

- prescribe how the organization functions

An organization's standing rules govern adminis-
trative details of the organization. The bylaws and
standing rules documents the name of the organiza-
tion, the positions that will be filled by officers and a
brief description of the officers' duties. The names of
the committees and their functions can also be found
here.

Once the bylaws and standing rules are written
and approved it is frequently referred to conductthe
organization's business however is infrequently up-
dated. Updates to the by-laws are done only when a
revision is warranted.

Lighthouse News



Charter Members

Norma Bain CPS

Jones-Onslow Electric Membership Corp.

Karen Beblo
Marine Federal Credit Union

Sabrina Berry
DEL Laboratories, Inc.

Brenda Brown
Onslow County Health Department

Cynthia Burley
Onslow County Planning & Development

Julie Clark
Marine Corps Base, Camp Lejeune

Candace Day
City of Jacksonville

Debbie Earley CPS

Jones-Onslow Electric Membership Corp.

Debra Forney
City of Jacksonville

Tina Glover
Marine Federal Credit Union

Sholanthé Gordon
City of Jacksonville

Adrienne James
Greater Jacksonville/Onslow
Chamber of Commerce

Opal Kight

Jones-Onslow Electric Membership Corp.

Daisy Kiley
2nd Marine Division, Camp Lejeune

Betty McGough
Marine Federal Credit Union

Nancy Ortiz
City of Jacksonville

Theresa Owens
Onslow County Youth Services

Amber Parker
Onslow County Behavioral Healthcare

Karen Ruble
Marine Federal Credit Union

Melinda Ward
City of Jacksonville

Donna West
Onslow County Health Department

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 (chapter business/education)

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

Please contact Tina Glover, Chair, Membership Committee by e-mail at
JOLChapter@yahoo.com or call (910) 355-3602, if you would like to join us. A
JOL chapter member will gladly contact you with more information and welcome
you to your first meeting.

www.iaap-hq.org
www.iaap-nc.org
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