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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 entrance).

Your input is welcome. Please send
comments, suggestions, news items,
and articles to:  info@IAAP-JOL.org

Calendar of Events

August 2008
- "Managing Your Manager" Deb Forne
City of Jacksonville

September 2008

- "FISH" presented by Dan Cook,
Director of Association Services, NC
Electric Membership Corporation

For more meeting dates and Chapter information,
visit our website: www.JOL-IAAP.org
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Too many job seekers stumble
through interviews as if the questions
are coming out of left field. But many
interview questions are to be ex-
pected. Study this list and plan your
answers ahead of time so you'll be
ready to deliver them with confi-
dence.

What Are Your Weaknesses?

This is the most dreaded question of
all. Handle it by minimizing your weakness and emphasizing your strengths. Stay away
from personal qualities and concentrate on professional traits: "I am always working on
improving my communication skills to be

a more effective presenter. | recently joined Toastmasters, which | find very helpful.”

Why Should We Hire You?

Summarize your experiences: "With five years' experience working in the financial in-
dustry and my proven record of saving the company money, | could make a big differ-
ence in your company. I'm confident | would be a great addition to your team."

Why Do You Want to Work Here?

The interviewer is listening for an answer that indicates you've given this some thought
and are not sending out resumes just because there is an opening. For example, "I've

selected key companies whose mission statements are in line with my values, where |

know | could be excited about what the company does, and this company is very high

on my list of desirable choices."

What Are Your Goals?

Sometimes it's best to talk about short-term and intermediate goals rather than locking
yourself into the distant future. For example, "My immediate goal is to get a job in a
growth-oriented company. My long-term goal will depend on where the company goes.
| hope to eventually grow into a position of responsibility."
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Why Did You Leave (Or Why Are You Leaving) Your
Job?

If you're unemployed, state your reason for leaving in a
positive context: "I managed to survive two rounds of cor-
porate downsizing, but the third round was a 20 percent
reduction in the workforce, which included me."

If you are employed, focus on what you want in your next
job: "After two years, | made the decision to look for a
company that is team-focused, where | can add my experi-
ence."

When Were You Most Satisfied in Your Job?

The interviewer wants to know what motivates you. If you
can relate an example of a job or project when you were
excited, the interviewer will get an idea of your prefer-
ences. "l was very satisfied in my last job, because |
worked directly with the customers and their problems;
that is an important part of the job for me."

What Can You Do for Us That Other Candidates Can't?

What makes you unique? This will take an assessment of
your experiences, skills and traits. Summarize concisely: "I
have a unique combination of strong technical skills, and
the ability to build strong customer relationships. This al-
lows me to use my knowledge and break down information
to be more user-friendly."

What Are Three Positive Things Your Last Boss
Would Say About You?

It's time to pull out your old performance appraisals and
boss's quotes. This is a great way to brag about yourself
through someone else's words: "My boss has told me that
| am the best designer he has ever had. He knows he can
rely on me, and he likes my sense of humor."

What Salary Are You Seeking?

It is to your advantage if the employer tells you the range
first. Prepare by knowing the going rate in your area, and
your bottom line or walk-away point. One possible answer
would be: "l am sure when the time comes, we can agree
on a reasonable amount. In what range do you typically
pay someone with my background?"

If You Were an Animal, Which One Would You Want to
Be?
Cont'd on Page

2008 Certification Conference
Don't miss this!

Mark your calendars now for the 2008 Certification Conference,
and watch the main IAAP website later this month for further
details.

October 19-22
Grand Hyatt Denver
Denver, Colo.

Registration opens

June 1. Early bird
registration (June 1-July 31)
is only for those who hold
an active CPS or CAP
rating; early bird fees will

be $495 for active CPS and
CAP holders who are mem-
bers of IAAP, and $575 for

registration WI|| open for those A
who are not certified; fees will be $575 for IAAP members and
$680 for non-members.

Our hotel rate at the Grand Hyatt Denver is $179 single/double
and $189 triple/quad plus tax. To make hotel reservations call
1-800-233-1234 and identify yourself as an attendee of the IAAP
Conference.

For a look at the hotel, visit
www.granddenver.hyatt.com/hyatt/hotels/index.jsp

Don't miss the chance to take advantage of this excellent educa-
tional opportunity and great chance to network with other admin-
istrative professionals who face the same challenges. The annual
Certification Conference is also great way for active CPS and
CAP holders to earn some of those much needed recertification
points.

Virtual Seminars Every Month

IAAP is partnering with several outstanding training
providers to bring virtual learning events directly to your
workplace. Let IAAP help you hone your professional skills
with audio seminars and audio-and-web-based workshops.

Your employer can use your special member discount and
there’s no limit to the number of attendees - it's all the same
price. They could make great chapter programs! You'll also
receive recertification credit. The dates don't work for you?
Order after-event CDs.

Visit: www.iaap-hq.org/IAAP_KRM_Desktop_Learning.htm
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4th ANNUAL
Back to School
BACKPACK RAFFLE

Tickets are:

$1.00 each or 6 for $5.00

Three Chances to win

Two (2) “Back to School™ backpacks and
a large “Basket of Goodies™ ($50 Value) tote.

Three tickets will be drawn on Monday, August 18th

www. IAAP-TOL ORG




Pathways to Excellence
It's coming soon!

Many of you have heard about the new program beginning
with the 2008-2009 year, “Pathways to Excellence.” It's
designed to recognize excellence at all levels of IAAP:
divisions, chapters and members.

You'll be hearing
more about this
new program
through different
IAAP venues, but
here’s a short introduction. The program is based on
satisfying different criteria, which are in turn based on ten
points of excellence. All criteria fit into one of these ten
points:

Pathways to Excellence

Certification — This point of excellence refers to the
CPS and CAP ratings and to recertification.

Commitment — Commitment to the ideals of IAAP and
to being the best you can be are an enormous part
of the Pathways to Excellence program.

Communication — For chapters & divisions, this is ex-
tremely important. Are you communicating with your mem-
bers?

Education & Training — Lifelong learning is important to
all of us, and is recognized through the program.

Fiscal Responsibility — There are areas of fiscal respon-
sibility for members, chapters and divisions.

Leadership Development & Roles — Leadership has
always been an important part of IAAP, and this new
program recognizes our leaders.

Marketing, Research & Community Outreach — It's im-
portant for IAAP members and entities to be a positive part
of the world outside of the association.

Programs & Participation — IAAP entities should de-
velop relevant programs and IAAP members should partici-
pate in as many as possible.

Recruitment & Retention — While numbers may not be
the focus, they are still important. Here is where the more
traditional values fit in.

Strategic Planning — It's not enough to plan for the im-
mediate future. Pathways to Excellence recognizes those
who look ahead to the future to ensure they're remaining
relevant to the association and the profession.

As you can see, “Pathways to Excellence” is a value based
program instead of nhumbers based. It also introduces
member-level awards. Each specific criterion will be meas-
ured at the division, chapter and member levels and

adapted for each category. This will ensure that each level of the
organization is in alignment and working towards the same goals.

Many of you are hearing about this new program at your Division
Annual Meetings, and you'll continue to read more about it in fu-
ture issues of Connections and International President Judy
McCoy CPS/CAP’s communications.

The official rollout of “Pathways to Excellence” will be on the
IAAP website following the International Convention and
Education Forum, as well as during the Convention itself for
those attending.
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Membership has it's benefits
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Interviewers use this type of psychological question to see if
you can think quickly. If you answer "a bunny," you will make a
soft, passive impression. If you answer "a lion," you will be seen
as aggressive. What type of personality would it take to get the
job done? What impression do you want to make?
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Officers 2008 - 2009

President
Donna West
Onslow County Health Department

Vice-President
Janet Tucker
Marine Federal Credit Union

Treasurer
Karen Beblo
City of Jacksonville

Secretary
Melinda Ward
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

Ways and Means Committee

Janet Tucker
Marine Federal Credit Union

Membership Committee

Debra Forney
City of Jacksonville
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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) 938-5221

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

11/7-8/08 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-
www.iaap-hg.org tered on Saturday.
www.iaap-nc.org

www.iaap-jol.org
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