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Points of Interests . . .
Melissa Mincey CPS/CAP, President,

North Carolina Division of IAAP was the
featured speaker for the birthday celebra-
tion. Melissa highlighted the benefits and
advantages of membership in the IAAP
organization.

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

Did You Know?

IAAP was founded in 1942 as the National
Secretaries Association (NSA) to provide
a professional network and educational
resources for secretarial staff. The asso-
ciation's name was changed in 1998 to
the International Association of Adminis-
trative Professionals (IAAP) to encompass
the large number of varied administrative
job titles and recognize the advancing role
of administrative support staff in business
and government.

JOL Chapter welcomes all administrative
professionals to Chapter meetings

December 2007

Massage Therapy Presentation,
Associates of Massage, Jennifer Channel,
LMBT

January 2008

“Why Certify?”, Norma Bain CPS/CAP
The International Association of Adminis-
trative Professionals (IAAP) is a not-for-
profit professional association with ap-
proximately 40,000 members and affili-
ates and nearly 600 chapters worldwide.

Membership provides Local and interna-
tional network of colleagues, trainers, ex-
perts and managers gives members es-

sential information and insights on office
trends and best business practices.

For more meeting dates and Chapter information,
visit our website: www.JOL-IAAP.org

Norma Bain Conferences — Annual events offering a

wide array of educational workshops and
hands-on training including the Interna-
tional Convention and Education Forum

Debbie Earley

[ Lighthouse News

December 2007
Volume 4, Issue 12
Alana Daniels, Editor

“FORWARD MOVING WITH IAAP”

Presented by
Melissa Mincey CPS/CAP

President, North Carolina Division

(summer), the Professional Education
Conference (spring), and the Certification
Conference (fall). In addition, IAAP

Districts, Divisions, and Chapters hold
events and activities at various times of
the year.

Professional Certification—achieving
certification through IAAP is the interna-
tionally recognized standard of excel-
lence. 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
technology, office administration, com-
munications, business finance, legal

issues, management, and advanced
organizational management.

If you are interested in gaining some of
the advantages of memebership, contact
JOL today. (www.lAAPJOL.org)

IAAP World Headquarters,
Kansas City, Missouri (USA)




JOL 3RD BIRTHDAY CELEBRATION

Vice -President, Norma Bain President, Deb Forney and
enjoying cake with a guest. Treasurer, Donna West

President, Deb Forney welcomes JOL
new member Rachel Branthoover

Members and guests enjoying the food and the felhgwduring the Birthday celebration
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Developing Your Soft Skills

Why you need to develop soft skills? Visit the current job

market to understand the "why" of this issue. As you dig

deeper, you will understand why soft skills are so importan
By Tony Jacowski

You may wonder why you need to de-
velop soft skills when you have verifi-
able educational credentials and techni-
cal skills that make you an expert in you
field. However, you only have to revisit
the current job market scenario to unde
stand the "why" of this issue. As you dig
deeper, you will understand why soft
skills are so important!

And we are all of us influenced by people, plaesgnts and situa-
tions at all times. Sometimes we are affected motess by these
things, but we are continually being influencedwhat happens
around us.

Top Reasons Why You Must Develop Soft Skills

Before answering this question let us examine whidhs can help
you promote your job and career goals. These arentich talked
about but not so often specified skills such asamaoinication
skills, interpersonal skills, negotiation skillspplem solving,
teamwork skills and leadership skills.

1. Soft Skills Provide A Platform To Showcase Youlechnical
Skills

You may be a technical guru and are able to get af lcomplex
things done in a short period of time, based orstrength of your
hard skills, but unless you showcase your techisiils, by suc-
cessfully interacting with others, your technidaills will never
come to the fore.

2. Soft Skills Help You Stay In The Fast Lane

You didn't get to that project manager's positidth@ut negotiating
your path up through careful planning and execufidrose plan-
ning and execution skills make a formidable comtiameof soft
skills.

3. Soft Skills Bring Out The Leadership Qualities h You
Running a project or leading a team requires mueterthan just
your technical knowledge. In fact, technical asp@dtyour job
comprise only a small part of the larger pictur@afject manage-
ment. On the tougher side are matters such as mempoanage-
ment, motivating team members, managing the inctenge of
some team members and communicating with upper geanant.
As a result, your leadership qualities will autoicety come to
light.

4. Soft Skills Help Your Personal Growth

You grow personally with increasing displays angliementation
of soft skills, especially your interpersonal aaddership qualities.
Your technical expertise is of no value when youehao project to
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handle or no one wants to work with you. Even thopgople will
acknowledge your technical abilities, they musb atsspect your
approachability, how you handle their egos and nroportantly

. whether you can provide the leadership that theyaoking up to

you for.

How Do | Develop Soft Skills?

You can relate soft skills development to persaynaevelopment
as well. A complete personality is said to havenbéeveloped on
firm foundations of soft skills. Here are some wgigs can develop
your personality:

1. Demonstrate Responsibility
Taking responsibility of a task sets you apart
from the crowd. Not many people want to take
on too much responsibility, because it requines
leadership skills and involves problem solving,
both interpersonal and technical.

2. Show That You Are Accountable

More people fear this than you realise. Being antahle for fail-
ures, though, is a key hurdle in the developmerybof soft skills.
Accepting accountability for failures positions yasia person of
integrity and allows you the freedom to acceptabeolades for
successes as well.

3. Focus On Learning

Life is a continuous learning curve. What is popttalay may lose
relevancy next year. As with technical skills, youst keep updat-
ing your management and communication skills.

2007-2008

International President
Judy McCoy CPS/CAP
Introduces
FORWARDMOVING Theme

Three Rules of the Road

Read more at www.iaapnet.org
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How to Survive the Office Party

By Rob Kingdom
LIFESTYLE

The infamous office party, dotted throughout with pitfalls and haz-
ards. Fortunately help is at hand, with this list of the do’s and
don’ts of the office party and how to survive it with your reputation
intact or even improved!

Do’s and Don'ts of the Office Party

It's the infamous occasion during an employee’s career that can determimeunbvof a success you will be. It can result
in your career flourishing and blossoming and make working into an enjoyabléeexpeor it can label you as the office
clown who gets drunk at any opportunity and makes a complete fool of him/heaselbflcourse referring to the office
party, an event that can be both intimidating and nerve-wracking. If you aré theepeople who likes to make a good
first impression and keep hold of their job for a prolonged period of tierehelp is at hand. | have prepared a set of do’s
and don’ts to guide you on your way and avoid you making a scene in front of all yougeedieBollow these instructions
and you can’t go far wrong.

Don't pig out on the food buffet. The key is to neogdte what you eat and drink. Choose foods higttarch and protein that will help
slow the absorption of alcohol into your bloodstrea

Don't pass up the opportunity to go to an officetypaBy not attending you are passing up a chaa@hance your reputation. And
once you have arrived stay for at least 30 minuden;t make it seem as though you are really uncotable being there. However
don't party till the early hours of the morning.

Don't use the office party as an excuse to blowstfam. It may be an out of hour’s function, but yeay well be meeting clients and
other company contacts. Meeting important busicessacts once you have had too much to drink willlrelp you to piece together
coherent speech. Leading on from the previoustpdaon't take advantage of the open bar. Beliews itot your senior managers have
spared the expense of an open bar so that emplogeaglax and have a few drinks — not so thatoayuprop up the drinks table and
end up comatose in the corner.

Don't bring any sort of gag gifts for your bossttigau might usually bring to a private party outsiaf work to thank them for hosting
the event. Your boss may easily have a differem$s®f humor to you and so, even if you think tifieig hilariously funny and would

be perfect for him/her, chances are you are grawidyaken. Your boss won't think you're clever dttyso think of other ways to im-
press him/her.

Don't drag out your clubbing attire from your wasble. Make sure you confirm the dress code with yoaimager and other colleagues.
The last thing you want to do is turn up to a sraad formal event dressed in something too flaghgweealing.

no talent scouts watching, so the only people yewarforming for are your colleagues — who areljiko have a different opinion
of your “red hot” moves.

Don't spend all night talking about work. You widirever be labeled as the office bore, which isua hieputation to shake off.

Don't under any circumstances get drunk and sliaiihfy with other employees. A reputation as someewho cannot keep their hands
to themselves is one you do not want and cannehaken off. In fact it is the kind of reputatiomthwill follow you and haunt your
career. Don't even consider getting too friendithvany family members of your senior managerssTfione of the key office party
faux pas and can have a devastating effect ongareer. Providing your boss lets you keep your flody will only do so to make your
life a living hell.

Don’t monopolize the conversation. Allow othergatk and listen to what they have to say. It isiging how much more people will
respect you if you give them your undivided attemtiHowever, if you disagree with something somdwae said then don’t argue with
him or her passionately about it.
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Do keep conversation upbeat and positive. Don’hdpdl night com-
plaining and whining about work-related or persqrablems. If
possible, avoid controversial topics of conversasach as religion
or politics and definitely stay away from tellinggippropriate jokes.

Do keep one hand free at all times. You will atulagintervals have
to offer a handshake to other employees and patigbusiness
contacts from outside work. To help with this,dgbur drink in
your left hand so you are not offering a cold, in@hdshake to peopl
you meet.

Do mingle with other people at the party. This goad opportunity
for networking and building contacts.

Do make sure to read invitations carefully. Spousesignificant oth-
ers are not always on the guest list for officections. However, if

the invite says a guest is permitted then make wuredo not bring a
inappropriate guest.

Do remember that the office party i
still a business event. Although it ig
used to raise the morale of workers
and to reward employees for their
hard work you must still conduct
yourself in a professional manner and
with a sense of decorum. Take into
account that your senior managers
are observing you in a social capacity

— chances are they are watching your every move!

[

Do make sure to thank the person or persons whe ta&en the time
to organize the event. It shows you have a sengeatifude and ap-
preciate the effort they have put in. Not to dawdbhurt your reputa-
tion among managers and employees alike.

Do inquire about the office policy on providing is%or the journey
home. If that is not the case then do book a taxidy don’t drink and
drive. And finally, do remember to enjoy yourséffs an office func-
tion, but make sure to at least look as thoughareuenjoying the
event!

If you can follow these guidelines closely then ywe well on your

way to avoiding office embarrassment and are mgidiourself a
good reputation with colleagues and clients.
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PromoCorp IAAP Emblematic
Merchandise Online Store is
Now Open!

To place orders, you will first have
to register on the site. It's a very
easy process that takes just a few
minutes. PromoCorp is the officially licensed IAAP em-
blematic merchandise supplier and all divisions, chapters
and members are urged to utilize their services. Addi-
tional items will be regularly added to the store, so visit
often to browse the available items. If you have feedback
or product suggestions for the PromoCorp/IAAP Online
Store, contact Joy Johnston at IAAP Headquarters,

e-mail: jjohnston@iaap-hq.org.
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Officers 2007 - 2008

President
Debra Forney
City of Jacksonville

Vice-President
Norma Bain CPS/CAP
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

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

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