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The Fish! Philosophy

On this very special occasion, the JOL Chapter’s early
birthday celebration, JOL members and guests were
treated to a very excellent guest speaker, Dan Cook,
Director of Association Services, N.C. Electric Mem-
bership Corporation.

It was a celebratory evening however this group
did not play “Go Fish”. Instead Dan shared with
the group four simple principles that grew out of a
smelly fish market in Seattle, Washington. While i
“passionately” tossing fish around all day the work- \é
ers at The World Famous Pike Place Fish Market
practiced four simple concepts that became the
foundation for the now world renown Fish! Philoso-

phy.

When you are interacting with someone
“\eﬂ‘\,_ how does it make you feel when you
(2 / are the other person’s center of atten-
tion? And, how do you feel when you are
not? There are lots of things that compete for our
attention - cell phones ringing, e-mails coming in,
someone else trying to get your attention off from the side. There is a downside
when you are emotionally not “there” when interacting with family, friends, co-workers,
clients and customers. You will miss out on great moments, something thought provok-

(Fish! Philosophy continued on page 2)

JOL Lighthouse - Betty McGough

I was born and raised
in Ocala, Florida. | re-
ceived my high school
education at Ocala High
School in Ocala, Florida
and continued my educa-

nal Audit Department.

I am mother to Shawn and Shannon and
grandmother to nine weeks old Kendra.

In January | will be moving to Beaufort,
SC, where my daughter will continue her
service with the U.S. Navy. | am currently

tion with Community
Technical & Adult Education in Ocala, Flor-
ida and again at Coastal Carolina Commu-
nity College in Jacksonville.

In December 2000, | moved to Jackson-
ville, N.C. to live with my daughter when
she was transferred to Camp Lejeune.

For the past 3 1/2 years | have worked
with Marine Federal Credit Union. For the
past two years | performed as the executive
secretary to the Vice President of the Inter-

looking for a house and employment in
Beaufort.

My activities include the VFW Ladies
Auxiliary Post 4209 for 12 years, Fraternal
Order of Eagles Ladies Auxiliary Post 3656
for 10 years, where | was active in club
fundraising. | am a charter member of the
Jacksonville-Onslow-Lejeune Chapter of
IAAP.

Other activities include gardening, shop-
ping and my grandbaby.

.-
@ T | KarenRuble
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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).

December 2005

- Tuesday, December 6, 2005, JOL Chap-
ter meeting. Agenda to include an edu-
cation program “Making Humor Work For
You" presented by Daisy Kiley, Secretary
to the Commanding General, 2nd Marine
Division, Camp Lejeune, NC.

(Points continued on page 2)
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(Fish! Philosophy continued from page 1)

ing, profound, that ha-ha moment.
A mean game of Go Fish? Simon Says? No, not
—— hecessarily but all work and no play does make for a
=X ,/~ verydull day. Putting a little fun and play into our

daily lives helps to bring renewed energy and enthusi-

e asm to everything we do. Even our work. Let the child

within come out every once in a while.
Be sincere in telling or showing someone how much

Se—— they are appreciated. Go the extra mile in brighten-
?W ing someone else’s day without having a hidden
pA

agenda. When you make someone else’s day do it
just because you want to not because you have to. Go
ahead and make someone’s day.
The moment you wake up each day you have a decision
to make. What will your attitude for the day be?
;oo\‘*‘\_\\oﬁj,\ Granted there will be outside forces, things, and
?yw negative people that will try to dictate your attitude
or outside triggers that you can blame your bad atti-
tude on. However, the bottom line is you have to decide
whether you will let enthusiasm vampires dictate your atti-
tude. Don't give others that kind of power over you.

Pike Place Fish Market has made a lot of money, but the workers

felt that was the easy part. Finding meaning and inspiration in a

fish market was the hard part however practicing the four principles

helped them to achieve their mission.

The workers at Pike Place Fish Market knew the
market's mission and believed it. Does your organiza-
'\. S / tion hav_e a migsion sta_tement? Is it p_rou_dly’displayed
C X (’, so staff is reminded daily of the organization’s pur-

" pose? Do you know and believe in your organiza-
tion’s mission statement? Is it visible as a constant
reminder to customers of what they can expect to re-
ceive from your organization?

Throughout an organization there are various people and depart-
ments. For an organization to be successful there must be very
good communication amongst it people and departments. Commu-
nication should flow freely between peo-
ple, and departments. Communication
should not be contained within one level
of employees or department.

Information sharing should travel up,
down, across and throughout an organi-
zation. Granted not all information will
be able to be shared with everyone
within the organization. However, be-
fore people make a personal investment
in anything they have to feel that they
are part of the big picture. Communica-
tion silos should exist dotted across the
countryside not within a well run organization. Remove the com-
munication silos from your organization.

Studies say it takes 22 days to develop a habit. According to Mr.
Cook, if you practice the four principles of the Fish! Philosophy you
will be well on your way to starting fresh ideas within your organiza-
tion, workplace, and family life.

But remember, no matter what you do find the passion within it.

W

e

(Points continued from page 1)
January 2006

- Tuesday, January 3, 2006, JOL Chapter meeting. Agenda to
include an education program “Identify Theft" presented by
Frank Davis, Senior Manager of Security, Marine Federal Credit
Union, Jacksonville, NC.

February 2006

- Tuesday, February 7, 2006, JOL Chapter meeting. Agenda to
include an education program “Microsoft Excel and Access Ba-
sics Overview" presented by Brenda Brown CAP, Administrative
Assistant, Onslow County Health Department, Jacksonville, NC.

March 2006

- Saturday-Sunday, March 4-5, 2006, Leadership Development
and Education Forum, Clemmons, N.C. More details in January
2006.

- Tuesday, March 7, 2006, JOL Chapter meeting. JOL Chapter
meeting agenda to include a program entitled "Continuing Edu-
cation is for you..." presented by Layne Harpine, Director, Pro-
fessional Development Training and Terrance Dunn, Computer
Training Coordinator, and Small Business Center representa-
tives, Ann Shaw, Director, and Diana Reyes, Coastal Carolina
Community College, Jacksonville, NC.

“Stretching and Binding”
Cynthia Burley, President Elect

Congratulations to all charter members for renewing
your membership and to our new members for joining.
A rubber band was given to charter members as a re-
minder of the “stretching and binding” that has to take
place in order to keep JOL a distinguished and recog-
nized organization in the community.

By joining the JOL
Chapter of IAAP this ex-
hibits what a unique per-
son you are, the drive you
possess for self-
improvement and to strive
for excellence. | am glad
to be a part of such an
organization as JOL.

You are truly
professionals!

November 13th,
Happy 1st Anniversary to JOL!

JOL’s Newest Member

Linder Morton, Jones-Onslow
Electric Membership Corporation.
She originally was employed with
JOEMC in 1988 however took a 2
1/2 year vacation. Currently,
Linder is Administrative Assistant
to the Vice President of Corporate
Communications.
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Sholanthé Gordon and
Cynthia Burley, JOL President
and President Elect, had the
opportunity to attend the
recent NCD Fall Conference in
Charlotte, N.C., on November
11th and 12th.

Sholanthé and Cynthia
highly recommend attending
an upcoming NCD/IAAP spon-
sored conference and take ad-
vantage of the great network-
ing opportunities, seminars,
and chances to win prizes.

(additional highlights pages 4-5)

(right) Nose-to-Toe Raffle Winner,
Pam Rose CPS/CAP, Wilson

(left to right) Sholanthé Gordon,
Patty Sipes, NCD President, and
Cynthia Burley

Sholanthé Gordon, winner of the
NCD fall wreath raffle

CREATIVE RESOURCES

PROFESSIONAL ADMINISTRATIVE AND
OFFICE SUPPORT SERVICES
DESKTOP PUBLISHING- RESUMES- FLYERS- NEWSLETTERS
BUSINESS CARDS- DATA ENTRY — BROCHURES- NOTARY PUBLIC

Supporting Businesses, Entrepreneurs and Individual
Vir tually...since 199¢

Alana Daniels, Virtual Assistant Phone (910) 554-9846
Email: Alana@TheAdminOffice.com Fax(910) 353-0986

Web Office Address: www.TheAdminOffice.com

A Lighthouse Is Moving!

Farewell to JOL lighthouse, Betty
McGough. Betty's last JOL Chapter
meeting will be December 6th. She
is re-locating to Beaufort, S.C., with
her daughter and her family.

Good Luck, Betty!!

Chapter
Happy Holidays from the
Jacksonville-Onslow-Lejeune Chapter
of the
International Association of Administrative Profess jonals
Page 3 Lighthouse News



Different Stokes for Different Folks
submitted by Cynthia Burley

How do you communicate with others? Do others think
you are assertive about stating what you want or need,
and/or about your opinion, or are you more passive and
less likely to openly make requests or statements? Do you
openly express feelings and emotions, or do you come
across as more guarded and reserve? According to NCD
Conference guest speaker, Dr. Iwana Guess Ridgill, Ph.D.,
these are all questions that need to be addressed to better
understand a person’s working and communication style;
observe his or her usual way of communicating with others.

The participants at this seminar learned to:

Recognize the differences in communication styles that
we exhibit in our daily communication with each other
on the job

Identify your own communication style habits and pat-
terns

Take steps to communicate more effectively with co-
workers

Become more aware of how stress affects communica-
tion styles. Ask yourself a question, “What's my style? “
How do | react to, work with, and communicate with co-
workers, supervisors, and the public?

Dr. Ridgill shared with the attendees the four communica-
tion styles displayed at work:

Amiables
Must be dealt with using a more moderate voice tone
and even pacing
Solicit their ideas and opinions in a low-key way
Don't pressure them to make quick decisions
Give some eye contact, don’t stare or make direct eye
contact for an extended period
Don't be over zealous about using logic to make your
point (or to argue with them)
Analyticals
The more you cheer the more tempted they are to
counter with the logical negatives associated with your
ideas
They don't like to be kept waiting
They like a little more formality
They usually like to choose between options — not feel-
ing as though the choice was forced on them
Talk about risks in your ideas, projects or plans and
how you will overcome or minimize those risks
Present facts and evidence
Clearly state or outline relevant facts in follow-up let-
ters, contracts or written agreements
They don't like hedge words or lack of specificity
Expressives
Maintain eye contact
Summarize what you have agreed to do and what you
want the expressive to do
Use facts, life experiences, opinions or support from
people they know to persuade them

Page 4

Allow for social chitchat time and fun or at least some
levity
They don’t have to rely on facts to express an opinion so
ask them about their “intuitive” feelings about an idea or
project or suggestion
Expect the use of humorous illustrations and hyperbole
when making their points
Drivers

Are specific, concise and brief in conversations or when
giving information — they are to the point
Stay focused on results, and get down to the business at
hand
Want to hear exactly what you mean
Don't like waiting
Like steady eye contact
Have messages or presentations well organized

There are two aspects of your communication and working

style that are considered:

How you express yourself emotionally, vocally, body lan-
guage and even our work environment (What's on the
wall of your office? Is your “space” cluttered? Neat and
orderly?)
How assertive you are. Are you considered by co-
workers to be very direct? Or do you see yourself as
more laid-back and maybe even reserved? Do you see
yourself as someone who actively tries to influence oth-
ers to your point of view? Or do self and others regard
you as more passive?

If you could see yourself as others see you, would it con-

firm your worst suspicions — about them?

The closing remark of
Dr. Ridgill was summed
up in two words “Get
Real!”

After dinner socializing

Very good conference turnout

Lighthouse News



Why Certify?
submitted by Cynthia Burley

Some of the benefits of taking and passing the Certified
Professional Secretary (CPS) and Certified Administrative
Professional (CAP) exam are respect from co-workers and
supervisors, personal satisfaction and a boost for one’s
self-esteem .

For those considering taking the CPS or CAP exam panel
members shared these helpful tips:

1. Must set hours aside each week, each day to study.

2. Inform employer if using work time to study. You may
find that they may want to help finance or support your
efforts in other ways.

3. The support of chapter members, friends or family is
very important.

5. Purchase the most current books for the new test. If
there is a group preparing to take the exam each
member could purchase a book. This will help to cut
down the expense of any one person purchasing the
textbooks. An employer may be willing to purchase
the books. Prentice Hall Publisher offers good study
books that uses the same format as the exams. If you
can't purchase the books borrow them.

6. Know how you test. Different people have different
learning styles. Some individuals are good at reading
and retaining information while others must write it
down.

7. Study! Study! Study!

8. Have a discussion on why the answers are what they
are. Some answers don’t seem to be real life but
through the discussion the reasoning will be revealed.

9. Utilize the virtual study group at: http://groups.yahoo.
com/group/cps_cap.

10.If you need help in putting together a study group
contact Lori Ruff CAP CSA MMI.

When you pass the exam and receive notification of
certification proudly display your certification letters behind
your name on all correspondences (CPS and/or CAP).
Also, hang your plaque where others can see it. Keep your
certification information in a folder or somewhere organized
for quick and easy access.

Once you have passed the exam you will have five years
before you will need to recertify. Make sure you review the
literature you will receive after passing the exam or visit the
IAAP website for additional information on the required
number of recertification points needed. Certain seminars
and self-study courses may be eligible for recertification
points. Serving as an officer in your local chapter or
division is a great way of earning recertification points.

Recertification serves as a great way to keep members
focused on sharpening their skills through continuing
education.

Certification. Ohhh, the possibilities of salary increases,
bonuses, and a greater opportunity for advancement!

Page 5

Sholanthé Gordon and Cynthia Burley take part in the “newlywed game” IAAP
style. As the winning “couple” they won $50 for the JOL Chapter treasurer.

Your Organization Needs

“Joining together is a beginning, staying together is progress,
working together is success!”
- Henry Ford

The JOL chapter currently has nine committees however all
are not 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®/ICAP® Service and Education
- Budget

CPS®/CAP® Service and Education. Mem- }2
bers of this committee can be considered the
“cheerleaders” of the JOL Chapter. Its goal is to
encourage Chapter members to become lead-
ers in the administrative field. Also, by encour-
aging members to take an additional step by
pursuing a voluntary certification as a Certified \ 7
Professional Secretary and/ or Certified Admin-
istrative Professional.

For those interested in taking the CPS/CAP exam this com-
mittee will keep members abreast of exam application dead-
lines and exam dates.

Upon successful exam completion this group will encour-
age those who may not have passed the exam to not give up
and to try again. This committee will also ensure special rec-
ognition is bestowed upon those who pass the exam.

Lighthouse News



Holiday Party Planning in the Diverse Workplace
taken from article by Heidi LaFleche
Monster Contributing Writer

Holiday party planning can get dicey when companies
add diversity to their merrymaking mix. How do you appeal
to all without leaving someone out in the cold?

The emphasis should be placed on celebrating. The key
is focusing more on what the workforce share and less on
where they differ.

Trying to plan a holiday party that recognizes every cul-
ture and religion is just inviting failure. The more you try to
please members of every single group, the greater danger
you are of deeply offending someone left out. Go for neutral-
ity, not specificity.

Holiday Party-Planning Tips
Include a Welcome Statement. Encourage the CEO,
president or regional manager -- whoever's hosting the
bash -- to recognize the company's diversity from the mi-
crophone by recognizing the diversity in the room. And the
fact that the group is gathering not only to celebrate the
holiday season, the end of the year and a job well done,
but just the fact that such a large group is in the room.
Keep Decor Nonspecific.  Sorry, Santa -- it's a "holiday
party" now. But that doesn't mean it has to be somber.
Deck the halls with neutral symbols such as flowers, bal-
loons, candles and snowflakes. Don't try to do the Christ-
mas tree and the menorah and symbols from every cul-
ture.
Accommodate Diverse Palates.  Got tofu? It's not as
flaky as carnivores may think. Vegetarian choices are a
safe -- and yummy -- way to accommodate diverse dietary
needs and beliefs. The respectful way to hold a banquet is
to offer vegetarian and nonvegetarian choices.
Appeal to Everyone with Golden Oldies. There can be
vastly different tastes. It's tough enough to appeal to indi-
viduals within a family (let alone companies and cultures).
Anything too genre- or culture-specific may strike a sour
note. To make everyone happy, it is suggested going back
in time. Try historical music, the big bands and sounds of
the '40s. It's less of a hot button than if you play hip-hop or
country and have no Christmas carols.
Invite the Family: One mistake companies make is invit-
ing people for evening celebrations and not including the
entire family. Everybody has family in common. Daytime
and weekend events like picnics may have the widest ap-
peal. Remember that in some cultures, the concept of
family may include not just spouses and kids but the ex-
tended family, too. Consider how child care and transpor-
tation issues may affect whether employees attend.

Key Insight: ‘Kinship Groups' Define What We Share
Celebrations can create a "kinship group" with coworkers
from other cultures. Get everyone together in a room to be
light and buoyant and to celebrate without using any individ-
ual (religious or cultural) symbols.
A celebration becomes a unifying activity, not one that
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highlights differences. You can use it to expand your own
"kinship group.” Don't just hang with your usual, comfortable
cligue. Make an effort to talk to a coworker you may have
avoided because of perceived cultural barriers. You do have
things in common: a shared work ethic, values or family con-
cerns.

Don't Mix Religion with Business Celebrations

Holiday-time diversity used to mean just adding a Hanuk-
kah menorah to the decorations. Employers need to be sen-
sitive to the religious beliefs of their employees and create
more flexible celebrations to make everyone feel inclusive.

Some holiday party planners suggestions
Avoid Secret Santa and anonymous employee gift ex-
changes. An innocent stocking stuffer could inadvertently
cause discomfort or offense (e.g., a Muslim receives a
Christmas angel).
Don't focus just on Christmas, Hanukkah and Kwanzaa.
These can conflict with Ramadan or Diwali.
Alcohol can make some Christians and non-Christians un-
comfortable. Offer alternatives.
Get wide input from your employees on holiday planning.
Ask as many groups as possible.
Allow employees to opt out of company holiday events
without penalty or negative connotation.
Let non-Christian employees offer company-sanctioned
alternatives, but don't make them mandatory.

uN&pp folifd
e
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For $50 Gas Card Raffle Tickets Contact Any JOL Mem  ber Below

Norma Bain CPS

Jones-Onslow Electric Membership Corp.

Karen Beblo
Marine Federal Credit Union

Brenda Brown
Onslow County Health Department

Cynthia Burley
Onslow County Planning & Development

Julie Clark
Marine Corps Base, Camp Lejeune

Alana Daniels
Marine Corps Base, Camp Lejeune
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Debbie Earley CPS
Jones-Onslow Electric Membership Corp.

Debra Forney
City of Jacksonville

Tina Glover
Marine Federal Credit Union

Sholanthé Gordon
Coastal Carolina Community College

Adrienne James
Greater Jacksonville/Onslow
Chamber of Commerce

Opal Kight
ones-Onslow Electric Membership Corp.

Linder Morton
ones-Onslow Electric Membership Corp.

Daisy Kiley
2nd Marine Division, Camp Lejeune

Karen Ruble
Marine Federal Credit Union

Melinda Ward
City of Jacksonville

Donna West
Onslow County Health Department
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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

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
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: jolchapter@yahoo.com

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.I_aap-hq.org Part 4 of the CAP exam is administered on Friday after-
Wwww.laap-nc.org noon, Parts 1-3 of the CPS and CAP exams are adminis-
tered on Saturday.
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