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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). 
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December 2006 

· Thursday, December 14, 2006, JOL Chapter 
meeting.  JOL Chapter meeting agenda to 
include a program entitled “Business Solu-
tions for Greater Productivity”, presented by 
Karen Thomas, Avery Dennison. 

 
(Points continued on page 3) 
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Health Director Challenge ��
What Impact does IAAP Have? (cont’d) ��
Change Changes ��
Word Tip of the Month 
�

The Few, The Proud, The Certified ��
CPS/CAP Exam Dates ��
APW®2007 Commemorative Pin ��
Chapter Officers and Committees Chairs ��

 �
 �

 �

New Skills for Admins ��
Gift Certificate 
�

 �

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

 

 

 

 

 

 

 

 

 

 

 

Presenter: Tina Parker, CPS, CAP 
North Carolina Division, 2006-2007 President 

Submitted By: Cynthia Burley, JOL President 
 

 

Administrative Professionals’ responsibilities 
have increased in recent years due to down-
sizing.  Today’s admins are expected to know 
not only one job and one skill but also multiple 
jobs and multitask those jobs. 
 

Tina’s IAAP elevator speech is “We are the 
professional premier association.” 
 

IAAP provides a local and international net-
work of colleagues, trainers, experts and man-
agers, which give its members essential infor-
mation and insights on office trends and best 
business practices.   
 

The award-winning OfficePro® magazine, is 
published eight-times a year. It contains a 
wealth of information on new technologies, 
career development, productivity tips, office 
product reviews and other “news you can 
use.” 
 

Annual seminars and conferences offering a 
wide array of educational workshops and 
hands-on training including the International 
Convention and Education Forum (summer), 
the Professional Education Conferences 

(spring), and the Certification Conference 
(fall) are offered. In addition, IAAP Dis-
tricts, Divisions, and Chapters hold events 
and activities at various times of the year.  
 

“You are given the opportunity to perfect 
leadership skills without the risk of being 
fired.” 
 

IAAP offers personal and professional 
development resources to members 
through exclusive discounts on more than 
250 books and self-study courses, many 
providing the Continuing Education Unit 
(CEU).   
 

IAAP’s Complete Office Handbook is con-
sidered to be the definitive reference book 
for today’s electronic office.   
 

Online training courses and Online Asso-
ciate Degree program are also available. 
 

The modern day admin needs soft skills, 
which are those skills that can’t be learned 
but more a character trait.  
 

Awareness that it isn't "just a job" -- it is a 
career and you're in control of it and re-
sponsible for it. 
 

Administrative professionals can achieve 
two professional certifications which are 
internationally recognized standard of ex-
cellence.  IAAP offers the Certified Profes-
sional Secretary (CPS) rating and Certi-
fied Administrative Professional (CAP) 
programs. Topic areas for IAAP certifica-
tion programs include office systems and 

 
(Impact continued on page 4) 
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January 2007  

· Thursday, January 11, 2007, JOL Chapter meeting.  JOL 
Chapter Business and Planning meeting. 

 

February 2007  

· Thursday, February 8, 2007, JOL Chapter meeting.  JOL 
Chapter meeting agenda to include a program entitled 
“Ergonomics”, presented by Donna J. West, , Administrative 
Secretary, Onslow county Health Department. 

· Friday-Saturday, February 23-24, 2007, NCD Leadership and 
Development Conference, Embassy Suites, Concord, NC.  
Additional information to come. 

 

March 2007  

· Thursday, March 15, 2007, JOL Chapter meeting.  JOL Chap-
ter meeting agenda to include a program entitled “7 Habits of 
Highly Effective People”, presented by Michael Pisanai, Marine 
Corps Certified Facilitator. 

 

April 2007  

· Thursday, April 12, 2007, JOL Chapter meeting.  Program to  
be announced. 

· April 22-28, 2007, Administrative Professionals Week 

· April 25, 2007, Administrative Professionals Day. 
 

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 

 
(Points continued from page 2) 
 

 

Health Director Challenges  
North Carolinians to Maintain Weight  

through Holidays 
 

With the holiday season upon us and steadily increasing num-
bers of North Carolinians who are either overweight or obese, 
N.C. State Health Director Leah Devlin today announced the 
beginning of the Eat Smart, Move More—Maintain, Don't Gain 

Holiday Challenge.    
 
"The holidays can be stressful enough without the added pres-
sure of thinking about dieting," Devlin said. "So this holiday 
season, with a series of feasts and celebrations just around the 
corner, we are encouraging people not to focus on losing 
weight. Instead, we ask that they challenge themselves to 
maintain their current weight through the holidays."   

 
Maintaining one's weight during the holiday season is important 
because, while the amount of weight gained varies from person 
to person, what is consistent is that the extra pounds gained 
during the holiday season are rarely ever lost. This seasonal 
weight gain accumulates throughout the years and may be a 
major contributor to obesity later in life.   

 
"Many people don't worry about a few pounds gained during 
the holidays because they promise themselves they'll make up 
for it in the new year." Devlin said. "Unfortunately, as most of 
us probably know from our own short-lived New Year's resolu-
tions, in many instances the weight not only doesn't come off in 
January, it never comes off." 

 
With this in mind, this holiday season North Carolinians are be-
ing encouraged to resist the temptation to overindulge over the 
holidays, even if they promise themselves they'll make up for it 
in the new year. Instead, experts 
agree that the best strategy for the 
holiday season is for people to 
strive to maintain their weight. 

 
The Eat Smart, Move More - Main-
tain, Don't Gain Holiday Challenge 
is a way for North Carolinians to 
learn how to enjoy the holidays 
without adding on extra 

 pounds.   
 

People who are at a healthy weight are encouraged to chal-
lenge themselves to stay there.  Each pound not gained is one 
that individuals won't be struggling with come January.  Those 
who have recently lost weight can use the Holiday Challenge 
as motivation to stay the course and not let the next month and 
a half of temptation derail all the progress they have made.    

For people who are among the two-thirds of Ameri-
cans who have a few pounds to lose, the Holiday 
Challenge is a great time to start developing healthy 
behaviors for 
healthier lifestyle in 
the new year. 
 

Challenge partici-
pants will receive a 
weekly newsletter filled with tips, recipes, and other 
items to help the successfully complete the challenge. 
They will also be able to chat with others across state 
taking the challenge, download tools to help them suc-
ceed and ask the experts questions about healthy eat-
ing and physical activity. 

For more information about the Holiday Challenge or 
to sign-up to participate, please visit 
www.MyEatSmartMoveMore.com.  

The seven week challenge 
runs from Nov. 13 through 

Dec. 31 and is for everyone.  
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In an effort to help members and guests strike a balance between 
home, work, and participation in professional  
organizations such as JOL, the monthly Chapter meeting dates 
have been changed. 

 

Effective October 2006  the JOL Chapter  
monthly meetings  will be held on the  

2nd Thursday  of each month. 
 

The meeting place and time remains unchanged: 
 

 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) 

technology, office administration, communications, business fi-
nance, legal issues, management, and advanced organizational 
management.  Certification shows why you 
should be a top person in your organiza-
tion. 
 

Service and support from the International 
Headquarters in Kansas City – Full-time 
staff is available to assist with member 
services, professional development ad-
vice, personalized education, and other 
programs and services. IAAP also disseminates research and 
serves as a clearinghouse for information on the administrative 
profession.  

 
Other local chapter benefits include: 
 

 - Division and chapter newsletters (JOL has an award  
winning newsletter , Lighthouse News 
 

 - Free professional development and educational chapter pro-
grams 
 

 - Access to a team of experts on a variety of subjects 
 

 - Community service 
 

 - Mentoring opportunities, and more. 
 

Through IAAP, members receive exposure to other professionals 
outside your company to help expand your interpersonal skills 
and comfort levels.   
 

Work smarter not harder  -- you can call upon a network of pro-
fessionals to determine the best way to accomplish a task or re-
ceive advice. In addition, the IAAP global network is very useful 
when execs are going to other cities and/or countries and you 
can contact an IAAP member for information about a particular 
area. 
 

As a chapter member there are Leadership opportunities  
through participation in chapter activities in the area of public 
speaking, project management, strategic planning, event plan-
ning and more.  These skills you might not learn on the job or 
through training provided to admins by employers. 
 

Discounts on educational products and resources that have been 
created, reviewed and/or selected especially for admins and 
information on what skills you should be mastering to keep up-to-
date as a professional and the sequence of skills required to 
move up the career ladder are also offered.  
 

Members have access to information on the latest trends and 
research for the profession, such as reviews of new computer 
software releases, previews of new responsibilities admins may 
be assuming, benchmarking details from other companies, best 
practices, and more. 
 

IAAP supports the concept of excellence and continuous im-
provement; we are more than just "talk." 
 

These are just a few examples of the Impact IAAP can have for 
your professional development.�

�

�
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������� Lighthouse News December 2006�

�

JOL Chapter Fee Waived 
 

Submit your IAAP membership application by December 31, 2006, and have the JOL 
Chapter fee waived for your 1st year’s membership.  Simply clip out and present this cou-
pon with your membership application at an upcoming JOL Chapter meeting.  The applica-
tion is available at www.iaap-jol.org.  For additional information please contact the Member-
ship Committee at membership@iaap-jol.org. 

WORD TIP OF THE MONTH�

Use the Mail Merge Wizard to Make Mass Mailings Easy 
 
The Mail Merge feature in Word, which you can use to create many 
personalized letters from one standard letter, has always been a 
timesaver. But it can be tricky to learn and use, especially for new 
users. Not anymore! The new Mail Merge Wizard in Word version 
2002 walks you through every step of the process. It helps you to: 
 

1. Select the type of document: letter, label, envelope, or even 
e-mail message. 

2. Open or create a list of recipients, or choose individuals 
from your Outlook Contacts. 

3. Insert merge fields, such as name and address, into the 
document. 

4. Preview the document and remove any recipients before 
merging. 

5. Print the finished documents. 

 

To access this new feature: 
 

1. On the Tools  menu, point to Letters and Mailings , and 
click Mail Merge Wizard . 

2. When the Mail Merge task pane appears, simply follow the 
instructions. 
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 information so that it is accessible by usage and implica-
tions; use computer functions to creatively arrange and 
retrieve text and data by subject matter, names of indi-
viduals, dates, company citation, etc.; know the company 
goals to better understand which information is essential 
and how to interrelate it for novel and future uses; keep 
an eye out for serendipitous links. 
 

· Establish a mini-call center. Prepare a list of fre-
quently asked questions and answers that can be pro-
grammed into the telephone and e-mailed to inquiries to 
save employees time and hassle; start a knowledge-
based succession plan to capture the experience and 
talents of employees before information is  lost through 
retirement and resignations – this can be a bulletin board 
where questions and answers are shared internally and 
stored for later retrieval by other employees facing the 
same circumstances; become the chief knowledge offi-
cer for your company. Think of new tasks that need to be 
performed to save time, money, and energy. Develop the 
skills to put these saving techniques into effects to create 
a new role that will set you up to be noticed, appreciated, 
and hopefully rewarded. 

The Few, The Proud, The Certified 
 

Be a part of the distinguished first group to test at the  

newest IAAP CPS/CAP certification exam site at Coastal Caro-
lina Community College, Jacksonville, N.C., in May 2007.  The 
application deadline to sit for the May 2007 exam is February 
15, 2007. 
 

For additional information on who may sit for the CPS/CAP 
certification visit: www.iaap-jol.org or www.iaap-hq.org .  You 
may also e-mail JOL’s CPS/CAP Certification Committee at:  
certification@iaap-jol.org  

New Skills For Admins To Work  

Into Their Repertoires 
 

Education and Professional Development Department,  
International Association of Administrative Professionals�

 
Looking for new skills to add to your résumé and make 

yourself more promotable? 
Then take a glance around the 
office and see what positions 
have been eliminated in the 
course of downsizing, or what 
extra tasks managers have 
taken on in the last few years. 
By honing these skills, you can 
add value to your current posi-
tion, free your manager to fo-
cus on duties only he or she 
can perform, and set yourself 
up for a possible career up-

grade. 
 

· Coordinate leasing arrangements. Volunteer to re-
view new and ongoing leases; make recommendations 
for cost savings; be in charge of negotiating the lease 
contract; monitor maintenance and repairs; be the first 
to learn about new features and upgrades; train staff 
on equipment subtleties. 
 

· Manage facility functions. Be the person who 
schedules rooms, equipment, and office functions; 
evaluate and order new furniture and equipment, such 
as audio- and video-conferencing technologies; coordi-
nate outside catering; set up audio and video confer-
ences and know how to troubleshoot the equipment; 
compile a list of resources, such as speakers, facilita-
tors, and communication providers; look for ways to 
reduce meeting expenses. 
 

· Become proficient in desktop publishing. Save 
money by creating more in-house designs and tem-
plates; create an inexpensive e-newsletter for custom-
ers and employees; learn Microsoft FrontPage or other 
Web site development software to maintain, upgrade, 
and import information to the company’s web site; 
know how to graphically display data to create interest 
and readability for reports and presentations. 
 

· Apply library science to information storage and 
retrieval. Become the person who can integrate 
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http://www.iaap-hq.org/Cert/examctrs.pdf 
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(place your organization’s order today) 

http://www.iaap-hq.org/APW/APW_2007_Pin_Info.htm 



 

 

 

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 

Onslow County Health Department 

 

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  

 

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.   
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www.iaap-hq.org 

www.iaap-nc.org 

 

Exam Dates Application Deadline 

11/3-4/06 8/15/06 

5/4-5/07 2/15/07 

11/2-3/07 8/15/07 

5/2-3/08 2/15/08 

11/7-8/08 08/15/08 
 

Certify Your Credibility 

Future CPS®/CAP® Exam 


