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When | Grow Up...

Have you considered owning your own business?
Want to be the office “techie”? Do you feel that you fall
into the category of “you can’t teach an old dog new
tricks”? If you answered “yes” to any of these questions
then you should have attended JOL'’s March 7th meeting §
where Coastal Carolina Community College (CCCC) rep-
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resentatives shared wonderful information on the many
services and continuing education courses available at

CCCcC.

CCCC is growing in leaps and bounds. In 1995 more
than 20,000 students took advantage of Coastal Carolina
Community College’s continuing education curriculum.

The excellent staff at CCCC is able and willing to de-
velop customized individual or group/team programs for
any organization’s training needs. Did you know that
CCCC is most instrumental in preparing military service
men and women for their assignments to lraq? CCCC

(Left to right)
Terrance Dunn

Computer Training Coordinator
Ann Shaw, Director
Small Business Center
Layne Harpine, Director
Professional Development Training

helps this group develop basic Arabic language skills that
might make the difference in a life or death situation.

CCCC is a jewel tucked away in Jacksonville. According to Layne Harpine, military
personnel from outside North Carolina come to CCCC to receive training that they are

| am Laura Voss. |
raised our two children in
Florida while working two
and three jobs, taking
] college courses and
renovating our 35 year
old home. Both of our children have
graduated from college and have found
their life mates. With three grandchildren
out of state, this under 50 Grandmother
enjoys spending time with my husband,
Dave, working in our gardens and spoiling
our horses.

With over 20 years of experience work-
ing as support person to a variety of per-
sonalities, | found that the supervisor, who
recognizes an employee giving 110% to
the job while initiating opportunities to

(When | Grow Up cont'd on page 2)
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make them look even better, is the best
environment to work in. | am not interested
in the limelight or the plaques instead |
work well as a team player in creating a
positive atmosphere in the office.

| first discovered IAAP when | attended
the 2005 Administrative Professional of the
Year Breakfast with its dynamic speaker,
Denise Ryan. | heard the most wonderful
appreciative descriptions of administrative
professionals written by their employers
and saw how smoothly this event was con-
ducted. That is when | decided this organi-
zation was for me. At the October 2005
JOL Chapter Amber Parker provided a
presentation on Communication Styles that
| found very informative that reinforced that
I was in the right place.

Your input is welcome. Please send
comments, suggestions, news items, and
articles to:

info@IAAP-JOL.org

Points of Interests

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

April 2006

- Tuesday, April 4, 2006, JOL Chapter
meeting. Presentation of proclamation in
honor of Administrative Professionals
Week 2006 by The Honorable Delma G.
Collins, Chairman, Onslow County Board
of Commissioners and installation of new
JOL members. Also, election of new JOL
Chapter officers for 2006-2007.

-Monday, April 3, 2006, Nomination dead-
line for 2006 O.C. Administrative Profes-
sional of the Year. Form may be ob-

(Points continued on page 2)
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AR
unable to get elsewhere. Hﬁﬁ I?':'(,.
CCCC is here to meet the needs, {_}-A'I_;,
and requirements of the residents of - i

Onslow County and its surrounding
areas at what is considered a nomi-
nal and reasonable cost. CCCC
also offers basic skills (GED) ser- M:;.f;’
vices at no charge. For those who
are unemployed CCCC offers free
computer keyboarding, workforce
computer skills, smart money and
childcare services.

Terrance Dunn oversees CCCC’s computer training. Terrance
loves his job and it is his passion to see that your computer training
needs can be accomplished through CCCC. Computer courses are
available at every level - basics, beginners, intermediate and ad-
vance. Several certification courses are available. To ease the
cost of completing certificate programs CCCC offers several pack-
aged deals. CCCC is an authorized Microsoft Office Specialist test-
ing Center. If after reviewing CCCC's listing of course offerings,
you don'’t see the course you want simply pick up the phone and
give Terrance a call.

Only have an hour or two to learn something new every so of-
ten? CCCC'’s Small Business Center Lunch and Learn Seminar
series is perfect for you. For a nominal fee you get lunch, a great
program and excellent networking opportunities. Some of the semi-
nar titles are “Traits of Successful People”, “It's Never too Late...”;
“The Challenges of Women Working with Women”.

If you think you have a great idea for a small business but are
unsure how to get it off the ground, Ann Shaw encourages you to
visit the Small Business Center and take advantage of seminars
and courses to help you start, manage and grow your business.
Also available is free and confidential one-on-one counseling, re-
source library and information center that will guide you in the right
direction regarding loans, taxes and licensing.

When asked about the rumors of Coastal Carolina Community
College becoming a four year college Ann, Layne and Terrance
unanimously responded “no”. They are not going to expand into
the mall, nor convert Sandy Run apartments into dorms. Every so
often the rumors surface however the group feels that remaining a
community college allows CCCC to continue to offer quality ser-
vices and courses at a very reasonable cost. This is what CCCC
does best. lItis leaving the four-year curriculums, degrees, and the
associated higher costs to the larger institutions of higher learning.

http://www.coastal.cc.nc.us/

(Points continued from page 1)

tained at: http://www.jacksonvilleonline.org. Contact Adrienne
James at (910) 347-3141, ext. 1 or by e-mail at
ajames@jacksonvilleonline.org.

- Monday-Friday, April 24-28, 2006, Administrative Professionals
Week.

- Wednesday, April 26, 2006, Administrative Professionals Day.
May 2006

-Monday, May 1, 2006, Deadline for Sheraton Greensboro Hotel
at Four Seasons reservations for N.C. Division, IAAP Annual
Meeting, June 2-4, 2006.

- Tuesday, May 2, 2006, due to final preparations for the 2006
Administrative Professionals Breakfast on Wednesday, May 3rd,
tonight's JOL Chapter regular meeting has been canceled.

-Wednesday, May 3, 2006, 2006 Administrative Professionals
Breakfast, 8:00 a.m., Marston Pavilion, Camp Lejeune, NC. The
cost is $10 per ticket. For tickets and additional information con-
tact Jacksonville/Onslow Chamber of Commerce’s Adrienne
James at (910) 347-3141 or by e-mail at
ajames@jacksonvilleonline.org.

June 2006

- Tuesday, June 6, 2006, JOL Chapter meeting. Program to be
announced.

- Friday-Sunday, June 2-4, 2006, 40th N.C. Division IAAP Annual
Meeting, Joseph S. Koury Convention Center, Greensboro, N.C.
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April 28, 2006,12 p.m. - 1 p.m.
at Hilda's Cooking & Catering
2586 Onslow Drive, Jacksonville
$10/person

1

' Register to win!
! 3-days, 2 nights
i @ the beach!
| Tickets: $5 each
i Drawing held at
[ the luncheon

1

For more info or to purchase tickets:
AdminSupport@ec.rr.com
(910) 382.2031
AdminSupport®

Supporting home based & small business

PAID ADVERTISEMENT
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Just a Secretary
by Daisy Kiley, JOL Chapter, IAAP

“With respect to President Moi, from both our private conver-
sations and our public conversations, | have no reason to be-
lieve that he will not follow the constitutional process next
year. But, of course, I'm not a fortune teller; I'm just a Secre-
tary of State”

Secretary Colin L. Powell, Press conference
enroute Budapest, Hungary, May 27, 2001

April brings the beginning of spring and the annual celebra-
tion of Administrative Professionals Day. Just a few years
ago, this celebration was known as “Secretaries Day”. What
is a secretary? Originally a secretary was known for the posi-
tion of trust that was held. Ever notice the word “secret” in
secretary? A secretary could be counted on and trusted to
hold the loyalty of the “boss”, and the information that was
most important to keeping the organization running smoothly.
We still see this when we look at the cabinet heads in the U.
S. Government...The Secretary of State, the Secretary of La-
bor, the Secretary of Education, and so on.

When typewriters were first invented more than one hun-
dred years ago, not only were secretaries male employees,
typists were also men. The conventional wisdom of the day
was that a woman would never be smart enough to be able to

(Just a Secretary continued on page 5)

Florist & Gift Shop

CURTIS RUSSELL
Owner

Mon-Fri 9 am - 6 pm
Sat9am -6 pm

1-800-257-5420
Fax: 910-577-7348
321 Western Blvd.
Jacksonville, NC 28546

PAID ADVERTISEMENT

Page 4

Picture Here

2006

=
=
" Onslow County Z
inistrative
AdmIniSUBRE"

ng,eﬁlgﬁ‘—"’ \

the Yeal

An excellent administrative professional, but some of the
qualities we especially appreciate about him/her are his/her
professionalism, his/her attitude and pleasant demeanor. <fill
in the blank> is not only creative but also, punctual in carrying
out his/her responsibilities, while going above and beyond
his/her job requirements. He/She has the foresight, work
ethic and intellectual ability that all executives strive to retain
in a person that is in this position. He/She is very attentive of
overall office efficiency, and is also a gracious leader of the
other administrative staff. He/She always did an excellent job
and | can highly recommend him/her with confidence.”

If the paragraph above describes you or someone in your
office then credit should be given where credit is due. The
Jacksonville/Onslow Chamber of Commerce is now accept-
ing nominations for the 2006 Administrative Professional of
the Year. A nomination form can be obtained at:
www.jacksonvilleonline.org. The deadline for submitting a
completed nomination form is Monday, April 3, 2006.

The winner will be announced at the Administrative Profes-
sionals Breakfast on Wednesday, May 3, 2006, Marston Pa-
vilion, Camp Lejeune, North Carolina. The cost for the break-
fast is $10 per person. Registration starts at 8:00 a.m.; the
ceremony is from 8:30 a.m. - 10:00 a.m. Motivational
speaker, Denise Ryan will be the guest speaker for the event.

For additional information and tickets contact Jacksonville/
Onslow Chamber of Commerce’s Adrienne James at (910)
347-3141 or by e-mail at ajames@jacksonvilleonline.org.
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handle the intricacies of the new invention, the typewriter. Ap-
parently, the typewriter inventor didn’t think men were brilliant
enough for the intricacies of the machine either, though. One
theory on the convoluted placement of the keys in the QWERTY
keyboard is that all of the keys required to type the word
“typewriter” are on the top row under the number row. Easily,
both the male typewriter salesmen and the male typists-to-be
could demonstrate and learn the new fangled labor reducer.

It wasn’t until the United States entry into World War Il and a
huge labor shortage brought on by so many young men who
were now enlisted and either preparing to fight or already in the
fight that many fields suddenly became female intensive. The
secretarial field was one of the first.

When the shorthand system was developed by Robert Gregg
in 1888 as a method of assisting scribes, it was almost exclu-
sively men who benefited. Eventually society realized that
women could do this job pretty well too. Why even their pen-
manship was almost as legible as a man’s!

One of the important secretaries of the United States was Wil-
liam Jackson. He was one of the 40 signers of the U.S. Consti-
tution and the secretary of the Constitutional Convention which
met from May through September 1787. He had been an offi-
cer in the Revolutionary War and later served as George Wash-
ington’s private secretary while he was President. In the 19th
century, Abraham Lincoln’s secretary was a man. Today a
woman, Ashley Estes, is the Secretary to President George W.
Bush.

Secretaries are not just “secret” keepers any longer. We are
still trusted members of our teams, of course, but we are also
Jacks and Jills of our trades. We are gatekeepers; we are
budget makers; we are protocol officers; we are schedule mak-
ers. In the best of organizations we are valued not just for our
skill on a keyboard, but the corporate knowledge that we pos-
sess. lItis during the month of April that many of us get tangible
tokens of gratitude from our organizations...luncheons, flowers,
etc. But some of us get the most important kudos year-round
when we KNOW that we are truly valued members of our or-
ganizations. There are many ways our leaders can demon-
strate their appreciation but in the end it boils down to one word:
R ESPECT.

Yes, for many people the name has changed from secretary
to Administrative Professional. That's good — there are many
people who are important...and ESSENTIAL to an organiza-
tion’s smooth running. That includes all manner of Administra-
tive Professionals, from accountants to customer support reps
to technology gurus. But for me, | am proud to be known as a
secretary. Itis something | was trained to do when | attended
the Washington School for Secretaries and learned many of the
essentials of the field. But more importantly, it is an art that |
have practiced for nearly 30 years. And like any artist, with
practice and experience one tends to get better. A couple of
years ago, General Colin Powell said, “I'm just a Secretary of
State.” Whether we hold a position of Secretary of State or
Secretary in a manufacturing state, let's never lose sight of the
fact that we are essential. We are all vital members of the same
team.
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On behalf of administrative professionals in the City of
Jacksonville, the County of Onslow and Camp Lejeune
are (left to right) JOL members Brenda Brown CAP,
Deb Forney, and Cynthia Burley with Mayor Pro-Tem

Jerry Bittner.
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Officers 2005 - 2006

President
Sholanthé Gordon
Coastal Carolina Community College

President-Elect
Cynthia Burley
AdminSupport ®
Administrative Support & Consultation

Vice-President
Brenda Brown CAP
Onslow County Health Department

Treasurer
Tina Glover
Marine Federal Credit Union

Secretary
Debra Forney
City of Jacksonville

Committee Chairpersons

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
AdminSupport ®
Administrative Support & Consultation

Ways and Means
Donna J. 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 (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

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. JOL Chapter e-mail: info@IAAP-JOL.org

Certify Your Credibility

Future CPS®/CAP® Exam
Exam Dates and
Application Deadlines

Exam Deadline

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

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

5/4-5/07 2/15/07

. 11/2-3/07 8/15/07

www.iaap-hg.org
Www.iaap-nc.org Part 4 of the CAP exam is administered on Friday after-
Www.iaap-jol.org noon, Parts 1-3 of the CPS and CAP exams are adminis-

tered on Saturday.
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