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New Advertising Opportunity

The Jacksonville-Onslow-Lejeune (JOL) Chapter of the Interna-
tional Association of Administrative Professionals® (IAAP®) is now
offering advertising space in its Awarding Winning monthly newslet-
ter, Lighthouse News.

Before proceeding any further let me tell you about JOL. JOL is a
not-for-profit organization geared toward administrative professionals
in Onslow County and the surrounding areas including Camp Le-
jeune.

JOL held its installation and chartering ceremony on November 13,

2004, with 21 administrative professional members. JOL’s members

are employed with the County of Onslow, City of Jacksonville, Marine

Federal Credit Union, Jones-Onslow EMC, and Camp Lejeune in a

variety of positions such as administrative assistants, executive secretaries, office coordi-
nators, information specialists, and related administrative professionals. According to a
recently released survey conducted by the IAAP, administrative professionals either rec-
ommend (36%) or are responsible for making purchasing decisions (44%).

We would like to give you the opportunity to put your company’s good name and ser-
vices in front of these members, and thereby their co-workers and employers.

Since its installation JOL has developed a logo to represent its chapter — a lighthouse; a
slogan that exemplifies JOL'’s goal “Lighting the Pathways for Professional Growth”; cre-
ated a brochure that tells who and what JOL and IAAP is about; and distributes a monthly
newsletter, Lighthouse News. At the recent N.C. Division Annual Meeting the JOL chap-
ter walked away with two awards one of which was the 2004-2005 Newsletter Award.

As a new organization JOL has reached many milestones that some of its longer estab-
lished sister chapters have yet to reach. JOL's newsletter readership is growing in leaps
and bounds. Monthly issues of Lighthouse News not only go to current members, but to

(Opportunity continued on page 2)

JOL Member - Debra Forney

| was born and raised

in a small farming com-
munity in Nebraska
where | graduated from
Newcastle Public
School in a class of 18
students. As a military
spouse over the years |

continued to enroll in courses to further my

education.

In 1990 | began working with the City of

We liked Jacksonville so much that my
husband retired from the military and we
made Jacksonville our home. | have been
married to my hometown sweetheart, Steve,
for 32 years. We have four children; two
daughters and two sons; two grandsons and
a granddaughter. We are really blessed that
all live here in North Carolina within 2 hours
from us. Most live right here in Jacksonville.

My favorite hobby is gardening and | can
several quarts of tomatoes and vegetables
Jacksonville as the Administrative Assistant  each year for the family. We also love the
to the Public Works Director and was pro- outdoors, as our family spends most of our
moted to Executive Assistant to the City Man- weekends on the boat, camping, or just en-
ager five years later. The position was up- joying each other’'s company in the backyard.
graded to Office Manager and | received my
Deputy City Clerk designation in 1999.
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Your input is welcome. Please send

comments, suggestions, news items,

and articles to:
JOLChapter@yahoo.com

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
Western Blvd. Extension (rear entrance).

Augu st

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

- Tuesday, August 2, 2005, City of Jack-
sonville’s National Night Out, 5:30 pm-

(Points continued on page 2)
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(Opportunity continued from page 1)

prospective members, other chapters in the Division and to Interna-

tional Headquarters. Currently, JOL members share the newsletter

with more than 200 readers creating a ripple effect publicity opportu-
nity.

JOL invite you to take advantage of this inexpensive advertising op-
portunity to increase your business' visibility through its newsletter. We
look forward to helping your company grow in 2005
and beyond. For more information about acquiring
advertising space in an upcoming edition of JOL's
award winning newsletter, you may contact us at
JOLChapter@yahoo.com or by writing to:

JOL Lighthouse News Advertising
POB 847
Jacksonville, NC 28541

President’s Message
Sholanthé Gordon

First, I would like to thank JOL's current membership for being a part
of JOL. The Chapter wouldn't be what it is today, if not its the mem-
bers. One item I'd like to work on this year is increasing membership
participation. Our first year was amazing and we were able to accom-
plish so much. | would like for us to continue moving forward. | know if
we all work together, our “light” will continue to shine brightly.

To borrow a phrase from our past president, Norma Bain CPS, “The
Stronger the Team, the Brighter the Beam.” That is my focus for the
upcoming year. We are a team of professionals and we need each
member to survive. | know we all have busy schedules and | appreci-
ate all the time you spare to help JOL's “light” shine. | look forward to a
glorious year with you.

(Points continued from page 1)
9:00 pm, New Bridge St., Downtown Jacksonville.
September

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

October

- Saturday, October 1, 2005, Women's Expo 2005, 10 am - 1 pm,
Jacksonville Commons.

- Tuesday, October 4, 2005, JOL Chapter meeting. Education
program to be announced.

November
-November 13, 2005, JOL Chapter's 1 year anniversary.

-November 11-12, 2005, NCD Career Development Conference,
Holiday Day Inn-Little Rock, Charlotte, NC.

Your Camera Ready Business
Card, Logo

or Artwork Here

$25 per month

Congratulations!>

Brenda Brown CAP, JOL member, successfully passed the 4-part
CAP certification exam taken on May 6-7, at Durham Technical Com-
munity College. This was Brenda's first time sitting for the exam.

Tina Parker CPS/CAP, JOL's very own lighthouse and the 2004-
2005 president of the Greenville Chapter, for achieving Distinguished
Chapter President status. Tina was recognized at the International
Convention and Education Forum held in Denver, Colorado, on July
17 - 20.

Electronic Study Group

What do these have in common:

X X il I
democratic, autocratic and bureau- (i il —
cratic? They are all leadership i e ALl

‘ m.Qum

styles.

What is a auditron? A device 7?
that controls use of a convenience \ (;ﬂg D«
copier through the use of a plastic g Q’:{c Q} J
card, key, or other insert device to ‘ = |
activate the copier. OQ ‘

If you knew the answer to the two
guestions above you may be more ahead of the game than
you realize. Your real world experiences, continuing educa-
tion opportunities may have already prepared you to sit for
an upcoming Certified Professional Secretary or Certified
Administrative Professional certification exam sponsored by
the International Association of Administrative Professionals
(IAAP). However if you don't think you are quite ready there
are numerous review materials available in various forms -
manuals and self-study guides, computerized study guides.
Metcalf Educational Services has audio tapes, a PC tutorial,
PC mock exams, and flash cards. Just make sure you al-
low yourself ample time to study before taking the exam and
that you use the most current study guides and texts.

If you get more out of a study group setting than studying
on your own then you may find an on-line study group very
helpful. The North Carolina Division hosts a study group

that is open to everyone (membership in IAAP is not
necessary) interested in pursuing this career-
enhancing certification. The website for this on-
line study group is: http://groups.yahoo.com/
group/cps_cap. For more information
contact Lori Ruff CAP at: lori.
ruff@earthlink.net.
Whatever certification, continuing
education, self-improvement decision
you have been considering ...
JUST DO IT.
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Can Gossiping on the Job
Really Hurt You?

Excerpts from article by Beverly West
Monster Contributing Writer

Yes, we all do it from time to time. Whether it's complain-
ing about the latest comp-time policy change with your co-
worker in the file room or dishing about the latest spat be-

tween the CFO and the clerk in purchasing, gossiping on the
job is almost an inevitable part of corporate culture. YOU r Camera Ready QU arter Page
But is gossiping a positive way to build relationships, trade Ad , Log O or Artwor k Here

information for advancement and gauge the emotional health
of the corporate community? Or is it akin to a toxic virus that
spreads and ultimately weakens an organization's overall
health, threatening your job security, chances for career ad-
vancement and professional happiness?

As with most things involving human interaction, there are
two sides to this common coin. Use the following advice to
ensure you don't let your chitchat get in the way of your ca-
reer.

A Stressful Work Environment. Peter Post, co-director
of the Emily Post Institute and coauthor of The Etiquette Ad-
vantage in Business: Personal Skills for Professional Suc-
cess, argues that there is a lot wrong with a little harmless
gossip. "Gossiping and rumor-mongering add stress to the
workplace," Post says. "Create stress in the workplace, and
you create a situation in which people are not focusing on
doing their work." This is why many companies have corpo-
rate policies that specifically restrict or prohibit on-the-job
gossip and why management may not look kindly on those

who engage in it. long lunches and apparently going on interviews," says Adams.
"As an assistant, | always tried to cover for my boss, and | thought
that included not talking about her obvious job search. But my co-
workers thought it was a sign that | was out of the loop and that |
was somebody who wasn't going places."

Seven Tips to Good Gossiping. Karen Kirchner, managing
partner of Career Management Consulting based in Stamford,
Connecticut, believes that you can indulge in a little on-the-job
gossip safely and without guilt, as long as you follow these seven
rules:

w Only gossip now and then, and be aware of who is listening.

w Don't spend too much time with known office gossips, or you
may be judged guilty by association.

w Listen carefully, but say as little as possible. Don't appear to
be an ambulance chaser or a tattletale so that you can be
the one with the scoop.

w Work on the principle that whatever you say will be re-
peated. Think about the implications of this before you
speak.

w Consider the source of gossip and the source's hidden mo-
tives. People sometimes plant information to manipulate a
situation.

w Do not badmouth people; your comments will often come
back to haunt you as alliances shift in the workplace.

w If something you say gets back to a friend or colleague in a
way that you wish it hadn't, apologize and be honest. This is
the only way of salvaging your reputation and limiting the
damage.

$50 per month

Stay in the Loop, Out of Trouble. But the overall effects
of negative gossip don't necessarily suggest you should com-
pletely refrain from being in the know about situations around
you. In fact, many psychologists believe that not engaging in
a little office gossip can actually hurt your career. Some ex-
perts believe that the right kind of gossip can be good for you.
While others believe that getting the latest gossip about the
behavior of others helps build a social map for what is ac-
cepted, weird, bad -- and even what kinds of actions improve
our status and what doesn't.

Kate Adams, an editor who worked for a major New York
publishing company, recalls being chastised in her peer per-
formance review, because she had admitted to not being in
the know about her boss's sudden resignation in favor of a
new position at another house. "I thought the polite thing to
do was to pretend that | hadn't noticed my boss leaving for
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Summer Office Attire man would wear to a social event or a party, he could also

by Beverly West probably wear to the office. That's not true for a woman.
Monster Contributing Writer For the past few years, there has been a trend toward
showing off a little more leg and leaving the hose at home.
Those hazy, lazy hot days of Many office environments, however, require that you wear
summer can make a business suit hose and closed-toe shoes with skirts, dresses and dress
feel as comfortable as a suit of ar- shorts. Hosiery automatically sets a business tone and cre-
mor. Fortunately, you can make a ates a nice business boundary, as does a closed-toe shoe.
professional statement and still beat But some employers allow you to forgo hose and socks."
the heat with these tips. Office-Fashion Don'ts. While every workplace has its own
How Casual Is Summer rules, here are a few fashion suggestions men and women
Business-Casual? Even some of should avoid in any workplace:
the most formal workplaces -- such w Shorts or capri pants.
as those within the financial and w Tank tops or sleeveless shirts.
legal industries -- now institute a w Halter tops.
"casual Friday" policy all summer long. But what does w Flip-flops.
"casual" mean in the workplace? w Overly revealing attire.
You don't want the emphasis placed on the word w Jogging suits.
‘casual' instead of the word ‘business'. Casual could be w T-shirts, especially with logos or offensive print.
jeans, sneakers, T-shirts and shorts, whereas business- Look Around. As acceptable forms of summer business-
casual is a relaxed version of business dress. It's how you casual attire may vary from industry to industry and office to
might dress to go out to a nice dinner on the weekend, not office, it's important to get to know the fashion sense of your
how you would go to the grocery store. particular workplace. When in doubt, take note of what others
Business-casual may include chino trousers, pencil skirts, are wearing in your office or consult your HR department.
relaxed button-down shirts and linen, polo or knitted shirts. Also, consider whether you are behind the scenes (less-
Especially Tricky for Women. Women face a particular formal attire) or interacting with clients or the public (more-
challenge in nailing the right look for the workplace. That's formal attire), become familiar with your company's dress
because it's still a male business world. Fashion bombards code and -- no matter how hot it gets -- don't push it.

women with more social attire than business attire. What a

Your Camera Ready Half Page Ad,
Logo or Artwork Here

$75 per month
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Ten Things To Do To
Tick Off Your Co-Workers

Article from CareerBuilders.com
Submitted by Amber Parker
Let's face it, not everyone gets along perfectly. To be suc-

cessful in your work, you at least need the respect and support
of others - your customers, suppliers, coworkers and manage-
ment. But sometimes, despite your best efforts to win their sup-
port, bad habits creep into your daily work life and drive others
crazy. Here are ten surefire ways to make sure your efforts to
win their support don't backfire. If any sound familiar, you could
be leaving your coworkers fuming.

1. Is it always all about you? Are you preoccupied with your
own career path and looking good at the expense of others?
Do you put others down while you pump yourself up? In-
stead, conduct yourself in such a way that other people will
want to see you succeed - let their genuine support and admi-
ration of who you are pull you to success.

2. Answering cell phon e calls during meetings. A surefire
way to aggravate people is to consistently respond to calls,
emails and pagers when in conversation with others. This
sends a message that they are less important than the caller.
Let the calls go and return them when your current conversa-
tion is over. If you are expecting an urgent call, alert those
present. They will appreciate that you value their time and
that you stay focused on matters at hand.

3. Sending voicemails that go on and on and on. Atthe end
of a voice message, replay it and hear how you sound. Diffi-
culty in getting to the point? Just like giving a speech - state
your objective or main message first and follow it with brief,
supporting sub-points. Some people prefer voicemail, some
email - each workplace has its own expectations.

4. Acting like a bureaucrat. Do you drag out turnaround times
and play control games? Do you create obstacles or barriers
for others to do their work? Making mountains out of mole-
hills is another surefire way to alienate people. Teach people
how to navigate your organization efficiently, knowing when to
stick with the rules and when to break them.

5. Reading the newspaper or hammer on your laptop during
training sessions or meetings. Yes, there are way too

many meetings and you've got more impor-
tant things to do. Yet doing non-relevant
tasks when there is a set agenda sends
a clear message that this event or
these people are unimportant to
you. Instead, be fully focused -
chances are if you completely engage,
you will make important contributions
while you show you are a committed
team player.

6. "I'm like, ya know . .." You are your words even more so in
virtual relationships. You may be communicating with people
worldwide who know you only by the sound of your voice or
the tone of your emails. Become conscious of how you use
language and stop communicating in ways that cause you to
sound inexperienced or unprofessional. Ask those you trust
and respect for feedback.

7. Doing your bills at the office. Whether you are paying your

bills, planning your wedding, or placing an online order for a
special gift, avoid doing them on office time. People under-
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stand short personal calls and respect emergencies, but
they don't appreciate seeing you get paid to manage
your life.

8. Skirting around the dress code. Ask ten companies to
define business casual and you have ten different defini-
tions. Dressing for work has never been more compli-
cated - especially if you work at multiple locations. Pri-
oritize matching your customer's dress code and if visit-
ing more than one on a given day and the codes conflict,
go for a classic, neutral look and be prepared to flex -
adding or losing a jacket or tie between locations.

9. Taking ittoo easy on telecommute days. Run a few
errands and throw in a load of laundry? Hey, you're a
hard worker and deserve work-life balance. Telecom-
muting can be a tremendous win-win but if you
stretch it to its limits, you may blow the pol-
icy for yourself and others. Meet your
deadlines, be readily available during busi-
ness hours, and do great work -- skip the
temptation to make it appear like you are
working but you're really not.

10. Acting un ethically. Make sure you are
clear on your organization's ethics policies
and have the courage and conviction to uphold them.
It's easy to draw the line on major violations but watch
for the subtle ways you may be pulling others in the
wrong direction to achieve goals - massaging numbers
or data, violating copyright, or providing misleading infor-
mation. Raise the ethics bar high and hold yourself and
others to it.

Your Organization Needs... &

The JOL chapter currently has ten committees however not all
are contiguously active. Each committee has a chairperson or
co-chairpersons. For continuity purposes members are ex-
pected 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

Membership. All members of an organization are unofficial
ambassadors with the responsibility for promoting the group's
mission so that it will attract new members. However, the mem-
bership committee takes this to heart. It's not always an easy
job to get someone to see the benefits of belonging to a profes-
sional organization and to actively volunteer one's time for a
couple of hours a month if the results of membership is not read-
ily tangible. This takes good salesmanship skills.

Additional functions of a membership committee are to track
membership, provide follow-up focusing on membership reten-
tion, encourage membership renewals and attendance.
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Officers 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 Carteret Behavioral Healthcare Services

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 [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 welcome you
to your first meeting. JOL Chapter e-mail: jolchapter@yahoo.com

Certify Your Credibility

Future CPS /CAP Exam
Application Deadlines
and
Exam Dates

Deadline Exam

8/15/05
2/15/06
8/15/06

11/4-5/05
5/5-6/06

www.iaap-hg.org 11/3-4/06

www.iaap-nc.org
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