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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

August 2007
Thursday, August 9, 2007, JOL Chapter
Meeting, Program by Lauren Halagrada

Reminder: Register Now for the
2007 IAAP International
Convention & Education Forum

Event dates:July 29-August 1, 2007
Location: Tampa Convention Center
Tampa FL

LEAR Conyembiin Bregisiration Maleguals
If you haven't al-
ready registered for ||
the 2007 IAAP |
International
Convention, you
won't want to miss
this event, IAAP's
largest training and §==
networkingevent of |
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Administrative Professionals®
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Alana Daniels, Editor

JOL 2007/2008 OFFICERS

Norma Bain
Vice-President

Deb Forney
President

Norma served as the

Deb _began first president of
working for the JOL 2004-2005.
City of Jack- She has also served

sonville in 199(
as the Adminis
trative Assistan

as the CPS/CAP
Certification and
Education Chair for

to the Pu_blic the past 2 years.
Works Director

and was pro- Norma has been
moted to Ex-

employed by Jones-
ecutive Assistant to the City Manager five  Onslow EMC in Jacksonville since 1988
years later. In 1999, the position was and is the Executive Assistant to the Chief
changed to Office Manager and Deb receiveg:xecutive Officer. After hearing about
the Deputy City Clerk certification. IAAP in 1993 Norma set her goal to be cer-
_ tified as a Certified Professional Secretary.
“As President, | want to thank you, the JOL  since her certification in 1995, IAAP has
Chapter members, for allowing me the added an additional certification, CAP or
opportunity to serve as your 2007-2008  Certified Administrative Professional. In
President. This is an honor | do not take May of this year Norma achieved that goal.
lightly. | approach this challenge and oppor-Norma said, “Working for a company that
tunity with confidence that the JOL Chapter pelieves in service excellence, this was a
will have a successful year. But | have this positive way | could say to my boss, | want

confidence not because of any skill Imay  to put my best foot forward as an em-
possess, and not because | have any extraopjoyee.”

dinary power but this confidence comes from

knowing that success will come from the Alana Daniels

teamwork and collaboration of members of Secretary

the JOL team. There is much to be done and

our Chapter Board can not move the ChapteAlana Daniels is President and Founder of
forward without your help. My goal is to Creative Resources. She has been in the
strengthen our chapter by focusing on administrative field for over 18 years. Dur-
professional development and leadership  ing her professional career, Alana has held
with the theme “Become the light, others  a wide range of administrative positions that
come to” with our members becoming the  have further equipped her in this entrepre-
beacon to professional development.” neurial endeavor, from Receptionist to




How Hackers Gain Control of
Your Computer

By Richard Rogers

Your PC has many 'ports' which are vulnerable hagker's attack.
Ports communicate internally with your monitor einger and ex-
ternally with the internet. 'Port 25," for exampdeeives incoming
email and 'Port 80' connects to the internet.

Your computer also has a unique 'IH
number' from your Internet Service
Provider. You need this to use the
internet and it's also your computer's
‘address'. The IP number looks like
this - '106.185.21.243.'

The IP address rarely changes with a

broadband or DSL connection. This makes your coerpubre
vulnerable. Broadband users are also likely torbéree longer,
giving hackers more opportunity to attack. A 'dipl connection is
typically assigned a new IP address every tinleds'on' but is still
vulnerable to attack. Hackers also use 'port scahsbftware to
hunt for open ports on vulnerable computers and sead mali-
cious programs to a known IP address.

Hackers also gain control of computers by sendifig@an virus'
in an email attachment. They send messages wittirenheadlines
to thousands of users with an attachment they kop# open.
When the attachment opens the virus loads onto gmmputer and
allows the hacker to control your computer.

Hackers bundle Trojan viruses into free downloéikls,screensav-
ers, commonly installed on home user's machinkegial P2P net-
works also circulate large numbers of infectedsfile

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 upldte. Scan at
least once a week and after being on linafong time.

Install an anti-virus program and keep it up tced&@arry out
virus scans at least once a week.

Use a Spam Filter to stop dangerous email.

Further actions you can take:
Don't open suspicious emails, especially if theyehattach-
ments

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

Switch off your broadband connection if you are givam

your computer for a long period of time.i@®Ww your computer

and broadband connection off at night. Thisspecially
relevant for wireless network users.

Office Manager to Executive Assistant. With the opening of
Creative Resources in 1996, Alana was one of the first Virtual
Assistants in the Jacksonville area.

Alana is originally from the Crescent City, New Orleans, LA
and served honorably in the United States Marine Corps for
years of duty. She continued her service to the US Governme
as a Civil Service Employee for 7 years aboard Marine Corp
Base Camp Lejeune.

In addition to IAAP, her professional memberships include the
International Association of Virtual Office Assistants, The Vir-
tual Business Group, the American Association of Home-Based
Businesses, and the National Association Of Home Based Seci
taries. She is also a member of the Alliance for Virtual Busi-
nesses, which is a virtual assistance umbrella organization cre-
ated to foster positive public relations, media and education on
behalf of the growing virtual assistance industry.

“As a member of JOL, | encourage any administrative profes-
sional to consider joining. Membership provides the latest certi
fication news, professional and educational programs, and the
opportunity to network with other administrative professionals.”

Donna J. West
JOL Treasurer 2006-07, 2007-08

| work as an Office Assistant IV for the Department of Juvenile
Justice and Delinquency Prevention (DJJDP). | began working
for DJJDP a little over 7 months ago. Before that | worked at
the Onslow County Health Department (OCHD).

I moved to North Carolina in June 2003 and | have really en-
joyed the climate and the warmth of the people that live here. /
few months after | began working at the OCHD I received an
email about the forming of a new chapter of IAAP. | had never
heard of IAAP, but | was intrigued by what it had to offer. So |
attended the second meeting (held at MFCU) and the rest is his
tory. | enjoy being a part of something special. Meeting great
people from all over the area, and learning new things from the
wonderful programs that have been presented.

JOL received an excellent audit on our books for the last fiscal
year (2006-07) and | will strive to continue to keep the books in
that condition.

JOL has been an important part of my career and | am looking
forward to many years of being a part of this chapter.
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Resilience: The Secret to Success
By Salvatore R. Maddi and Deborah M. Khoshaba

Why do some people remain so calm and collected in the face of o ) )
looming deadlines, combative meetings, impending layoffs, andhem out as special in some important way. Talents, skills,
turbulent changes? And why are these seemingly unflappable maturity, or other unique, defining features contributed to

people the ones who consistently get ahead in their lives and tHR@feNts elevating these children’s role within the family. As
careers? such, the parents

supported these youngsters' capabilities through either en-
The key is their resilience. More  couraging their gifts and talents or assigning them family
than experience or training, resil- responsibilities, or both. These children developed a keen
ience in the face of stressful situa- sense of purposeful direction in school, community, and
tions and rapid changes determinesyork activities. In contrast to less determined youngsters,
whether you ultimately succeed or these children emerged hardier and were responsive to
fail in the workplace. It allows you growth-promoting opportunities and were creative in carv-

to thrive even in tumultuous condi- ing out niches that fully expressed themselves.
tions, to turn potential disasters

into growth opportunities. Nurtured Confidence. In school, teachers or other adults
Resilient people seem so capable spotted and nurtured these youngsters. This helped their
that it is easy to think they were  confidence. These youngsters' openness

born that way. The good news is  to and involvement with the environment must have gotten
that resilience in the face of life’'s their teachers' attention. In any event, the high-resilience
problems is not an inborn personal-employees had found learning stimulating and fun. They
ity trait, but a set of skills and atti- further expected their efforts to lead to good results and
tudes that you can actually learn and develop. Based on a 12-yelaerished their central roles at home and at school. When
study of lllinois Bell Telephone employees as they experiencedthese hardier youngsters encountered personal frustration:s
immense organizational change, as well as hundreds of subse-or setbacks, they utilized the help and encouragement of
quent studies and firsthand consulting and training experience,others.

we learned what it takes to succeed in even the harshest environ-

ments. The Following 10 Resilient Attitudes Will Help

You Turn Work Stresses to Your Advantage:

Certainly, some youngsters do show early signs of hardiness.
Think of youngsters eager to learn everything and interested inStay involved with what's going on, rather than backing
everything around them, as compared to youngsters less involatl (Commitment)

in life. But, even if hardier adults report enthusiastic and purpose- . -
ful childhoods, it may be a mistake to conclude that genes det:f-ry to have an influence on outcomes, rather than giving
mine resiliency. After all, we know that some people emerge asiP: (Control)

hardy only later in their development. So where does resilienceRemember that stress and change are normal and are a
come from? stimulus to your growth. (Challenge)

Early Experiences That Build Resilience Transformational Coping:

Early Stress.Interestingly, many of the employees who tested \When a stress occurs, don't let yourself deny, overreact,
high in hardiness reported stressful early lives. Their stress in- qyoid, or strike out.

cluded serious illnesses in themselves or family members, single- _ _ .
parent households, divorces, financial difficulties, unemploymeftut €ach stress in a broader perspective, so that it's more
alcoholism or substance abuse in family members, and frequerﬁ?'eraue-
disruptive changes in residence. These early lives if anythin'g Analyze each stress, so that you can see how best to solve
were more stressful than reported by those employees low in hgr-
diness.

Make a decisive action plan to turn each stress to advan-
Sense of PurposeAnother important feature of those high in  tage, and carry it out.
resilience is that many of them recalled their parents' singling
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3rd ANNUAL
Back to School
BACKPACK RAFFLE

The Jacksonville-Onslow-Lejeune Chapter (JOL)
of the IAAP will be holding the Annual Backpack

Raffle. Two “Back to School” backpacks will be raffled
and a large “Back to School” basket.

Tickets are available from any JOL member and will be
sold during National Night Out on August 7th .

Tickets are: $1.00 each/6 for $5.00
Three tickets will be drawn on Monday, August 20th

www.lAAP-JOL.ORG
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_ In Conclusion
Social Support:

Developing resilience in people is our life's work. We enjoy
helping peopleto improve their hardiness and, as a conse-
guence, to enhance their performance, health, morale, and cor
Put each conflict in a broader perspective and analyze yoiduct. It seems clear from the research on adolescents and adu
role and that of the other person in it. that you can learn hardiness; it is not just in the genes. Our gos

is to help people successfully navigate whatever work challeng
Take unilateral actions to resolve each conflict by replacifigcome your way.

it, instead, with a pattern of giving and receiving assistandge
and encouragement.

Don't act in a way that lets conflicts with those around yo
drag on or that make the conflicts worse.

Adapted fromRESILENCE AT WORK: How to Succeed No Matter

What Life Throws at You, [Salvatore R. Maddi and Deborah M
How to Acquire Resilience in Adulthood Khoshaba (AMACOM Books).

As long as you can use life experiences to grow, psycho| (gl - —_—
cally, and socially, you can learn to be resilient as an aduf.

Resist falling into the trap of thinking that once you reach

adulthood, you are what you are, and nothing will changejf AUGUST PROGRAM

that. Research on the effectiveness of hardiness training

shows a number of beneficial results that persist over tim§: “Discover the Clear & Simple Method of Organizing”

Trainees become more imaginative about how to bridge the
gap between their needs and those of their company andfco-
workers. They are no longer overcome with panic, anger,fand
detachment.

Presented by

They feel more self-confident, as they think through all th
changes that are taking place. They no longer feel inadeduate
and vulnerable.

They feel more energetic
and enthusiastic on a day Lauren Halagarda

to-day basis. They have Certified Professional Organizer
fewer headaches, upset
stomachs, aches and pains,
and don't have trouble get-
ting out of bed anymore.
They feel more involved in

the events going on around

them, and think they can really make a difference. They dpn't

think of themselves as victims being preyed upon by thosg in
WELCOME

They have a sense of a better future for themselves, rath@r
than thinking it is only other people that can get what the
want in life.

Join us on August 9, 2007

They procrastinate less, avoid less, and do less stress-refated JOL Welcomes New Member

eating and drinking. Janet Bowen

As they come to feel less overwhelmed and powerless, tiey

cut corners and disregard rules less. And Welcome Back to Returning Member
They feel more flexible and open to whatever happens. Itfis

less likely that they get stuck in old beliefs about how the Karen Beblo

world works, as they become more open to possibilities afhd
how they can actually improve their lives.
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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

Lighthouse News August 2007



