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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 second
Thursday of each month, 5:30 pm -7:00
pm, Marine Federal Credit Union (MFCU),
4180 Western Blvd. Extension (rear en-
trance).

April 2007

- Thursday, April 12, 2007, JOL Chapter
meeting. Business meeting.

-Monday, April 16, 2007, 7:00 p.m., Ad-
ministrative Professionals Proclamation,
Onslow County Board of Commission-
ers

- April 22-28, 2007, Administrative Pro-
fessionals Week

- April 25, 2007, Administrative Profes-
sionals Day.
(Points continued on page 3)
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7 Habits of Highly Effective People Overview

Presented by Michael Pisani

Dr. Stephen Covey is a
hugely influential manage-
ment guru, whose book
“The Seven Habits Of
Highly Effective People”,
became a blueprint for per
sonal development when it
was published in 1990.
Common sense organized
what Dr. Covey calls the 7
Steps—common sense is
not always common prac-
tice.

Habit 1: Be Proactive—The Habit of Choice
If you don’t decide what is important in your life

encouraged and programmed into
us by society.
To be successful you should learn
to leverage the strengths of others.
To do this effectively involves be-
ing able to find Win/Win deals. No
deal is better than any non-
Win/Win deal.

Habit 5: Seek First to Under-
stand, The to be Understand—
The Habit of Mutual Understand-
ing

Habit 5 requires empathic listening to capture
the content and the emotion of what the other
person is saying. You have to silence your

someone else will. You are not being proactive jternal noise. The emotion behind the words
someone else is deciding what's first in your lifeare more important than the words. Stop lis-
Sometime changing the way you speak will makgning with the intent to reply and be willing

a big difference (I have to vs. | choose to)

Habit 2: Begin with the End in Mind—The
Habit of Vision

We have to begin with the end in mind. We haw?1

to figure out what our own end in in ms and the
day-to-day things become easier.

Habit 3: Put First Things First—The Habit of
Integrity and Execution

Habit 4: Think Win-Win—The Habit of Mu-
tual Benefit

to let them speak their mind and emotion.

Habit 6: Synergize—The Habit of Creative
Cooperation

What is synergy? Simply defined, it means
at the whole is greater than the sum of its

parts." To be effectivelhe Seven Habits of
H|ghly Effective Peoplemphasizes that we
must value the differences between people ar
how they view the world. That difference can
be used as a source of insight.

Habit 7: Sharpen the Saw—The Habit of
Renewal

The final habit discussed irhe Seven Habits

Thinking Win/Win means seeking mutual benefiof Highly Effective Peoplis "Sharpen the
in your human interactions. Covey points out th&aw," which focuses upon self-renewal. Get

many people think Win/Lose. They internally
believe, "If | win, you lose." Such people focus
upon power and credentials, but have trouble
building meaningful relationships. Such people
drive other people away and are seldom ex-
tremely effective. Such Win/Lose thinking is

off the roller coaster and take care of yourself
If you don't take care of yourself, who will.

Living the Seven Habits way is difficult but
can have a powerful outcome. There is no
quick fix. It's hard work. It takes sacrifice,
introspection and diligence.



De-Clutter Your Life and Improve
Your Confidence
By Ronald Mills

1. What are you putting up with?

- Make a list of 10 things that you are putting up with at
home

- Make a list of 10 things that you are putting up with at work

- Make a list of 10 things that you are putting up with in any
other area of your life

- Make an action plan to get rid of/lcommunicate these things
that you have been putting up with.

\/ery many of us carry
around with us, in our
minds, a great deal of
“baggage” or “clutter”. By
this | mean that many peo-
ple are still holding onto
things that should be let go
of — the things we say we
should do but then don't da,
the coulds and shoulds in
our life that hold us back and the arguments with others th
should be resolved. These people carry around a lot of e
tional attention that they could be doing without — it would
much better to focus on something more productive instead!

Are You Like This?
If you are, | bet it has a negative influence on your confide
and self-esteem.

2. Unfinished matters

- Make a list of things that are unresolved/unfinished in your
life

- Make an action plan of how to reduce this number!

- Do you need to clear the air with anyone? If so, just do it!
Life is too short!

3. Your standards!

Write down the standards you have been saying to yourself th:
you should have; now let go of these and write down a list of

e standards that you are going to have in your life from this
day forth. List 5 people who you admire the most. Identify
their greatest qualities, behavior and how they lead their life.
What standards do they have? What standards could you raise
starting today, to be more like them? Respect that others’ star
dards will be different from your own. Think of 5 close col-
leagues or friends — what are their standards and how are they
different to yours? By completing these exercises you will be
able to focus more on the

The Approach

Take a look at your life and get rid of this baggage by aski
yourself a series of questions and by completing the follow
ing exercise. In effect, the aim is to make certain tasks
“complete”, draw a line under them and move on. Another
term for this process is “psychological completion” or just
“completion”. The following set of questions can be an-
swered at one sitting or over a number of hours or days. B
writing the answers down they become more formal. Get t
and watch your confidence soar!

Putting up with!
Make a list of 10 things that you are putting up with at
home.
Make a list of 10 things that you are putting up with at
work.
Make a list of 10 things that you are putting up with in
any other area of your life.
Make an action plan to get rid of/communicate these
things that you have been putting up with.

(Points continued from page 2)
May 2007

- Thursday, May 3, 2007, 2007 Administrative Professionals Breakfast,
Marston Pavilion, Camp Lejeune

- Thursday, May 10, 2007, JOL Chapter meeting, Election of Officers

June 2007

-June 8-10, 2007, 41st Annual N.C. Division Annual Meeting, City Hotel
& Bistro, Greenville, N. C. Room reservations may be made now by
calling 252.355.8300 or toll free at 877.271.2616 (ask for NCD-IAAP
block of rooms). For additional information visit: http://www.iaap-
nc.org/xevents

-Thursday, June 14, 2007, JOL Chapter meeting, Officer Installa-

tion/New Member Installation

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

Unfinished matters!

Make a list of things that are unresolved/unfinished in your
life. Make an action plan of how to reduce this number! D
you need to clear the air with anyone? If so, just do it! Life
too short! Did you ever say that you were going to call so
one or keep in touch with someone yet have done nothing
about it? If yes, call them or send an e-mail to them today.
Let go of as many coulds, woulds, shoulds, maybe, oughts

Lighthouse News April 2007



JOL Education/Certification Chair, Norma Bain CPS, | You would miss a strong point. We did a positive thinking

recently attended the NCD 2007 Leadership Conference exercise that lead us into a section entitled, “Managing Your
in Concord, NC and we are excited to bring you Boss...you can do this!”. Just bend your knees and lift the

“Norma’s Notes” weight! | discovered some'self managemgnt tips that will .help

: We shouldn’t take everything personally, if you can't say it,
then write it. Nourish yourself and many other tips that | will
North Carolina Division cover in another article. But always be ready to cross train a
renegotiate!

2007 Leadership Development & Education Forum

Embassy Suites Hotel Resort and Conference Centell | \\as then introduced to a new philosophy in “Gung Ho!” pre-
Concord, NC sented by Ms. Sarah Joyner CPS/CAP. You will have to

check out the explanation of how we can benefit by the “Spiri
of the Squirrel” the “Ways of the Beaver” and you will defi-
nitely want to become the “Gift of the Goose”. An inspiring

Norma's Notes concept based on a real life story told by
Ken Blanchard and Sheldon Bowles in a

One of my first thoughts on arriving at the Embassy Suite§ fboook and video entitled Gung Ho! | have

the NCD 2007 Leadership Development and Education F@- already been able to use this concept at my

rum was, “ if this Forum is as wonderful as the appearancg afffice.

this hotel, I'm in for a great conference. It was obvious ttat _

much consideration had gone in to the selection of the lodgh-That's all of the day session classes and

tion. We are constantly taking care of the needs of our cgnbiow it is time for a wonderful evening.

pany’s employees and now it is our turn! Yeah! Dinner was awesome and the dessert. |
know why dessert has two “ses” you always want more! The

Cabarrus Chapter partnered with The Dress Barn and pre-

Arriving after the 5 hour drive and going straight to the reg§s- d a fashi how dav’ ded admini
tration table and of course those great opportunities to dr( paente a fashion show for today's career-minded administra-

few bucks with the chapter fundraisers....then into class If V€ p[]ofeifsilonal. Grest jol?], by the v(;/ay, '”haddFo SIhOV\étT]em
went. What a pleasant surprise to see 160 attendees fillifg [] }Ntfar? ul I was. | bought a new dress!! | displayed the
a large banquet room. | discovered later that the conferghcé!Tt Of the goose™.

had drawn a large number of student members from Nort _
Carolina Community Colleges. I'm always drawn to the [gftSaturday morning Sandra P. Chandler CPS, our 2006-2007
side of a room so when | walked in the door | took a seat.}JI International President, talked about “Turning Jobs Into Ca-

remembered seeing the lady at my table at the NCD Annglalreers”. Sharing “greetings from IAAP International” and do-

Meeting and we struck up a conversation and it all came fack ing a good job presenting on this topic, we knew we
to me...it was “Sandy” and who else but bubbly “Brenda” were among the “chosen” that she had taken time i
came in later...Sandy was dutifully saving her a seat. | rg her busy schedule to be a vital part of our Forum.
membered Brenda from her line dancing at the NCD Annfal Thanks President Chandler!

Meeting too. | was off to a good start! Candy and water gn

the table and friends to share in this learning experience. The final conference was led by our 2001-20002

NCD President, Kim Mitcham CPS presenting on “Bring All
the Puzzle Pieces Together”. | never have been an artist, bu
on request, we all drew a pig and you would be surprised wh:
all you can tell about your personality when your drawing is
analyzed! Just to give you my analysis: | am traditional, posi
tive, good listener and a risk taker. That last part gets me in
trouble sometimes! This seminar was a great tool to becomir
a better communicator.

Beginning with a few technical difficulties with the micro-
phones gave me a glimpse of the im
pact that our first speaker Dr. Galil
Hayes would make. You'll have to agk
me about this ...I can't find the word
for paper. Dr. Hayes’ topic was En-

ter and Conquer; The Office Maze.
With the microphone attached to he
necklace (there is a good story behirgd
that too), she worked the room involving the attendees arjo
very clearly holding your attention to the point you did no
want to take time to write anything down because you kngw

To top the conference off at the Satur-=

day Luncheon, Jane Rogers CPS/CAP,

of the Uwharrie Chapter received a <=

standing ovation for her presentation of “The Road to Certifi-
cation and Beyond”. She told of the obstacles that she faced

Lighthouse News April 2007



when she first heard about a secretary’s certification and $etthe Gaston College
forth to accomplish that rating. There was no computer tqgdostudent Chapter

a search to find out all the information, just an article in a

(Student Advisor is

newspaper that mentioned someone was certified as a SdcreMichelle Byrd)....They

tary. By the way, she had all the articles and memorabilia
that were instrumental guiding on her journey to IAAP and
eventually CPS/CAP. As she would hold up
the paperwork, she would get a round of ap
plause. Very delightful presentation but mo
than that, an example showing if you are fo
cused and have your goal in site you can pre
serve and attain that goal.

Jane became a member of IAAP in 1987. She is a charte
member of the Uwharrie Chapter and currently serves as
Chapter President. She has served as Secretary on the
Board of Directors and was NCD President 1993-1994 an
1994-1995. She is a charter member of the Mid-Carolinaj
CPS Society and has held all officer positions. She coord
nated the 20 anniversary Celebration of the Society in Oct
ber 2006. Retirement in 1996 has not curtailed her passic
for IAAP and professional achievements.

Then there was recognition of those that had been certifie
the past year and also those that had recertified, which |
gualified for. Then Brenda Conner, NCD Educa-
tion/Certification Director, ask all of those that were ciextif
to stand. What a wealth of knowledge and professionalis
that was represented in that room. | am very glad to be a
ciated with men and women that are willing to step up to t

plate and put their best foot forward for the companies thej

represent.

Great job NCD President, Tina Parker CPS/CAP and Preg
dent-Elect, Melissa Mincey CPS/CAP and all of those tha

helped fine tune this Forum, we all came away more prepfr

to meet the challenge at our own particular work arenas.

Sandy Chandler, CPS
International President along with student membe

had 7 students and
their advisor attend the
conference. JOL
would like to thank the
Gaston College Stu-
dent Chapter for the
great pictures.

in

Kim Mitcham CPS
along with

Tina Parker
CPS/CAP and
Sandy Chandler
CPS in the
background...

The Cabarrus
Chapter---did
the fashion
show (Brave
man...did he
ever get a round
of applause)

Jane Rogers
CPS/ICAP

The keynote speaker
from the Uwhary
Chapter

Lighthouse News April 2007



Do you wish you could get more out of life and your professional career?
Maybe it's time to ask yourself, “What am | investing?”
What you put into life—personally and professionally—is in direct proportion to what you
get out of life! Take charge of your own DESTINY!
Learn the tips for investing in YOURSELF—you will leave motivated and ready to make
the right deposits into everything you do.

Invest in Yourself
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NOMINATION OF CANDIDATE FOR
“ADMINISTRATIVE PROFESSIONAL OF THE YEAR”

Administrative Professional:

Company:
1. Deadline for nomination form to be returnedisday, April 3, 2007. PLEASE USE THIS FORM.
2. The Administrative Professional nominated nogspresent at the Administrative Professionatga&fast on Thursday
May 3, 2007, 8:30 a.m. at Marston Pavilion.
3.

All nominees will be recognizes at the Breakf

Please answer the following questions regargauy administrative professional, their job perfarme, special accomplishments
and contributions to the community. If d@tdial space is needed, please use the back dbtinis

A. What unique qualities do you feel are import@nyour administrative professional’s performance?

B. What has been your administrative professionalislvement in self-improvement programs and semspand/or education this year?

C. What has been your administrative professisrial’/olvement in community service, professiongamizations, church organizations or
civic organizations?

D. Please give any additional reasons you feet gdministrative professional should be chosen @n&ounty Administrative Professional
of the Year:

Please sign and return this nomination form by Mond\pril 3, 2007 to the Chamber or mail to:

JacksonvilleOnslow Chamber of Commerce
Attn: Adrienne James
1099 Gum Branch Rd.
Jacksonville, NC 28540

Signed:

Title: Date

Presented by the Jacksonvilltnslow Chamber of Commerce, CCCC Small Businesse€elOL Chapter IAAP and MCCS



Officers 2006 - 2007

President
Cynthia Burley
AdminSupport ®

Administrative Support & Consultation

Vice-President
Alana Daniels
Chief Administrative Officer/Owner

Creative Resources, The Virtual Admin Office, LLC®

Treasurer
Donna J. West

Department of Juvenile Justice
Secretary

Debra Forney

City of Jacksonville

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

Membership
Tina Glover
Marine Federal Credit Union

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

Please contact Tina Glover, Chairman, Membership Committee by e-mail at
membership@iaap-jol.org 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.

Certify Your Credibility
Future CPS®/CAP® Exam

Exam Dates  Application Deadline

5/4-5/07
11/2-3/07
5/2-3/08
11/7-8/08

2/15/07
8/15/07
2/15/08
08/15/08
www.iaap-hg.org
www.iaap-nc.org

www.iaap-jol.org administered on Saturday.

Lighthouse News April 2007

Part 4 of the CAP exam is administered on Friday
afternoon, Parts 1-3 of the CPS and CAP exams a



