
Happy Bir t hday 
Wishes 

Point s  o f In t erest s  

· The JOL Chapter meets the f irst 
Tuesday of each month,  5:30 pm -
7:00 pm, Marine Federal Credit Un-
ion (MFCU), 4108 Western Blvd. Ex-
tension (rear entrance). 

· Tuesday, February 1, 2005 , JOL 
Chapter meeting agenda to include 
an education program on CPS®/ CAP® 
Certif ication presented by Lori Ruff , 
CAP, CSA, N.C. Division IAAP® Edu-
cation/ Certif ication Director. 

· February 27 - March 2, 2005 , IAAP® 
Professional Education Conference, 
Biscayne Bay Marriott Hotel, Miami, 
Florida. 

· Tuesday, March 1 , 2005 , JOL Chap-
ter meeting agenda to include a pres-
entation by the Chamber of Com-
merce staff on the Chamber of Com-
merce, its functions and activities. 

· March 11 -12 , 2005 , NCD Spring Con-
ference 2005, Winston-Salem area.  
Add itional information to be an-
nounced. 

· Future Exam Application Deadlines 
& Exam Dates: 

Deadline               Exam 

2/ 15 / 05            5/ 6-7/ 05 

8/ 15 / 05            11 / 4-5/ 05 

2/ 15 / 06            5/ 5-6/ 06 

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

Ligh t house News 

of the 
International Association of Administrat ive Professionals® 

   JOL’s first 
Treasurer is Tina 
Glover .  Tina is 
an Onslow 
County nat ive 
and a White Oak 
High S chool 
alumni.  She is 
marr ied with two 
beaut ifu l daughters. 
   She has been employed 
at Mar ine Federal Credit 
Union for seven years as 
the Assistant t o the Presi-
dent . 

Tina’s civic in-
volvement include: 
· Chamber of Com-
merce Leadership 
Class Secretary. 

· Par t icipate in Ma-
r ine Federal 

 Credit Union’s 
Annual Golf tour -

nament . 
Tina is look ing forward to 

a chall enging and excit ing 
fu tu re for the JOL Chapter 
of IAAP®. 

J OL’s 2004 / 05 Treasurer  

Jack sonv i l l e-Onslow -Lejeun e Chap ter  

St ress Bust ers 

“Lighting the pathw ays for pr ofessional gr ow th”  

February 200 5 

Brenda Brown, Editor 

   The holiday season and p ar t ies are 
over , you have returned to work and 
the next holi day may be months away.  
It doesn’t help that t here is snow and 
ice on the ground one day and 65-70o 
weather two weeks later .  And if that ’s 
not enough the first post Chr istmas 
credit card b ill has or wil l arr ive any 
day now.  St ir all of th is together and 
you have the makings for ©post holiday 
blues© accompanied b y st ress.  And, 
who do you call ?  Car l Cordon i ,  
Ph.D., Di r ect or  of  Psychologi cal Ser -
v i ces at Onslow Count y Behavi oral 
Heal t hcare Servi ces. 
     At JOL’s January 4th meet ing Dr . 
Cordoni provided enter tain ing and 
helpfu l blues and st ress buster t ips.  
According to Dr . Cordoni some factors 
that increase st ress are: 
· feeli ngs of indispensabil i ty 
· need for control 
· self-esteem problems 
· resistance to change 
· incidents involving chil dren 
We all know that what goes up can 
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come down.  There 
are factors that 
can decrease our 
st ress levels: 
· feeli ngs of be-

longing, f or ex-
ample a church 
community. 

· par t icipat ion in t rain ing 
pr ior to incident . 
Most people do not have a lot 

of t ime to devote to st ress re-
(Stress Busters continued on page 2) 

St r ess 

JOL’s 22nd mem-
ber , Meli ssa St . 
Clair .  Meli ssa is 
employed with 
O.C. Behavioral 
Healthcare Ser-
vices as its Com-
munity Relat ions 
Director . 

(Points cont inued on page 4) 
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(Stress Busters continued from page 1) 

duct ion and many of the recom-
mended st ress reduct ion tech-
niques (li ke star t ing an exercise 
program, diet ing) take so much 
t ime they add to st ress.  Dr . 
Cardoni shared some suggest ions 
for “energy breaks” that t ake less 
than two minutes to do and when 
per formed regu lar ly (3-5 t imes 
dail y) you cou ld be 4-8 lbs 
l i gh t er i n si x m ont hs. 

· Massage and st retch you r neck to release tension .  
Raise an arm over head.  Bend at elbow unt il fin-
gers reach back of neck.  Massage.  Repeat on 
other side. 

· Dr ink four quar ts of water a day. 

· Reali gn your body postu re.  Feet flat on floor , 
st raight back.  No slouch ing. 

· Lay out your ward-
robe the n ight be-
fore. 

· Take three dia-
phragmat ic 
breaths. 

· Spend $1.00 less 
than you earn.  As 
a society we are 
deeply in debt . 

· Massage your feet .  
Remove shoes, 
make fists with 
your toes, release 
and repeat . 

· Make evening baths a relaxat ion h abit .  At least 20 
uninterr upted minutes or unt il prune-like stage.  
Use music and candles to set t he ambience.  Have 
a glass of wine if you like. 

· Do shou lder r otat ions and eye exercises at t raff ic 
li ghts. 

· Don 't do anyth ing you wou ld have to li e about 
later .  It t akes too much energy to maintain a li e. 

· Smil e!! 

· Don 't pu t up with minor 
  mechanical aggravat ions 
  li ke a st reaky windshield 
  wiper .  It may not t ake 
  much to fix so just do it . 

· Hum, whist le, sing. 

· Pract ice mutual massage 

with your par tner . 

· Use mental visuali zat ion to see ann oying people in 
funn y ways. 

· Learn to meditate 
even if you just close 
your eyes and simply 
repeat t he word “one” 
several t imes.  But 
you have to feel i t as 
you say it .  Focusing 
on th is takes your 
mind away from other 
th ings.  Meditat ion does take pract ice. 

· Scalp and temple massage.  Anyone who has had a 
reall y good shampoo knows the feeli ng. 

· Pract ice SLOW weight loss (loose one coke and 
candy bar a day). 

· Go li mp all over .  Stand up. Bend over at t he waist 
lett ing everyth ing hang loosely. 

· Don 't confuse your wants with your needs.  You 
may have to work several j obs to pay for those 
wants. 

· Get r id of sugar and caffeine.  Sugar and caffeine 
make you want more sugar and caffeine. 

· HALT.  Control being hungry, angry, lonely and 
t ired. 

· Do a fu ll body, stand 
up st retch. 

· Find an exercise you 
li ke and comm it t o it . 

· Br ing a book, kn it -
t ing, magazine, etc. 
everywhere for those 
t imes when you may 
have to hurr y up and 
wait . 

· Take a t r ip in your mind.  Revisit t hat sli ce of 
heaven on ear th. 

· Let t he music move you.  Draw the cur tains, close 
the bli nds and “shake it , shake it li ke a Polaroid 
pictu re”. 

In summ ary Dr . Cordoni says: 

· There is a st ress reduct ion exercise you can do al-
most any t ime and any place. 

· We shou ld not ignore ou r dail y pressure cu t it off 
before it becomes a problem. 

· We have a lot of control over our r eact ion to dail y 
pressures. 

 

St r ess 
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Learn i ng by Associ at io n  
 

Excerpts from “The Learning 
Coach” by Susan Aaron.  Find 
out how using professional asso-
ciations for learning and net-
working can enhance your ca-
reer.  
 
Your job requ ires more than the 
all ott ed 4 0 hours, and you don't 
have t ime to pu t another set of 
let ters after your name. St ill , 
you want t o keep up with 
changes in your industry and 
career. One place to star t is 
through a career or industry as-
sociat ion.  Chances are there's 
one ou t t here for what you do. 
 
Professional associat ions can 
help you through: 
 
Con ferences.  The tradit ional 
mode of educat ion for profes-
sional associat ions is the confer-
ence. Professional associat ions 
li ke IAAP�  and many others use 
th is method, either as a sponsor 
or co-sponsor . These profes-
sional organizat ions act as a 
consu lt ing body to those that 
run the conferences and offer 
techn ical exper t ise.  The confer-
ences feature seminars and tu -
tor ials, one- or two-day shor t 
courses on topics such as new 
techn ology and how to use that 
techn ology on the job. 
 
Net work ing.  Nat ional and in-
ternat ional professional associa-
t ions often h ave geographically 
dispersed subgroups. The cen-
tral off ice may help the largely 
au tonomous chapters with con-
tent and organizat ion, bu t t he 
group's character is str ict ly up 
to its members.  Many of them 
offer their own educat ional op-
por tunit ies through local semi-
nars and workshops. 
 

The educat ional mer it of network-
ing with your peers through semi-
nars and d iscussion cann ot be 
overest imated. Unli ke what you 'll 
find in a book or m ost classes, 
talk ing with your peers gives you 
dynamic information on your in-
dustry in your locat ion. What peo-
ple are earning, what t hey're 
learning down the street, who is 
succeeding and why are all th ings 
you can learn from network ing. 
 
Learn ing Mat er ials.  Many pro-
fessional associat ions offer their 
own learning mater ials and d is-
counts on related b ooks and 
magazines. IAAP, li ke many pro-
fessional organizat ions produces 
self-study mater ials and video tu -
tor ials while the organizat ion 's 
websites offer a discount off web-
based courses from a mu lt itude of 
educat ional i nst itu t ions.   
 
Toward Cer t i f i cat i on or Li cens-
i ng.  The pr imary mission of 
many professional associat ions is 
to maintain standards in their in-
dustr ies. So associat ions usuall y 
promote the cer t ificat ion or li cens-
ing of members. The connect ion 
between the associat ion and cer t i-
ficat ion or li censing var ies with 
the associat ion. The Amer ican Bar 
Associat ion, for example, provides 
accreditat ion to quali fying law 
schools. State bar associat ions 
administer the li censing exams to 
potent ial l awyers.  The ABA offers 
inform ation to its members on 
how to best prepare for those ex-
ams.  IAAP offers simil ar oppor tu -
nit ies for administrat ive profes-
sionals and also helps prep its 
members for CPS�  (Cer tified Pro-
fessional Secretary� ) and CAP�  
(Cer t ified Administrat ive Profes-
sional � ) cer t ificat ion exams. 
 
On l i ne.  Unli ke newsletters of the 
past, today's professional associa-
t ion websites can reach their 

members anyt ime, anyplace.  
IAAP members and others can 
network and d iscuss issues 24 
hours a day onli ne.  New mate-
r ial i s made avail able in an in-
stant, and older m ater ial i s ac-
cessible through an archive. 
 
Professional associat ions have 
been around for centur ies as a 
way of helping professionals ad-
vance. Educat ion is a natu ral 
extension of that mission. Tak-
ing advantage of an associa-
t ion 's learning oppor tunit ies is a 
great way to keep up with your 
industry withou t sacr ificing 
your free t ime or submitt ing to a 
schedu le. 
 
Cer t i f i cat i on : Status awarded 
to quali fying individuals with in 
a profession. 
 
Li censing: Status awarded to 
quali fying individuals or profes-
sions that, by law, must prove a 
level of proficiency pr ior to prac-
t ice. 
 
Advan t ages t o Learn ing 
Through Professional Associa-
t i ons: 
 
On Your Schedule:  No worry-
ing abou t reading pili ng up or 
submitt ing your famil y to a li fe 
of semesters. 
 
Aut hen t i c:  Like mentor ing, 
th is is a way of learning the real 
industry insider inform ation. 
 
Increasi ngly Global Via Tech-
nologi es:  Websites keep you 
connected to a diverse member-
ship at a cli ck . 
 
Includes Net work i ng:  You 've 
got t o network , and you 've got t o 
learn.  Professional associat ions 
let you handle both tasks. 

(Learning by Association continued page 4) 



JOL Chapter mem-
bers are great ly sad-
dened b y the recent 
t ragic disaster that 
st ruck Southeast Asia.  
We offer our prayers 
and condolences to all 
that were affected.  On 
the behalf of our Inter -
nat ional Aff ili ate Asso-
ciat ions JOL will make 
a monetary donat ion to 
the Amer ican Red 
Cross Tsunami Reli ef 
effor t . 

Women Changing Nor t h Carol i na 
 

Onslow County Council for Women (OCCFW) 
is host ing the 2005 O.C. Di st ingu ished 
Women/ Young Woman Awards Luncheon, 
March 16 , 2005 , noon - 1:30 pm at t he Jack -
sonvil le USO.  The guest speaker for the event 
will be Carol Jones, Di str ict Cour t Judge.  

The Dist ingu ished Women/ Young Woman 
Awards recognize Onslow County women who 
have att ained an ou tstanding level of achieve-
ment and whose contr ibu t ions have made a 
significant impact upon the li ves of Onslow 
County cit izens. 
   Specifics for eligibili ty are:  candidate must be 
at least 19 years old (except for Young Woman 
Award nominat ions) and be employed or volun-
teer in Onslow County.  Nominees will be con-
sidered for only one award: 

· Business/ Professions 
· Educat ion 
· Government/ Mili tary 
· Volunteer/ Community Services 
· Young Woman 

           All nominat ions must be postmarked no 
later than Fr iday, February 25 , 2005 .  Join in 
th is celebrat ion to honor the women of Onslow 
County for their selfless contr ibu t ions to our 
community.  For addit ional i nformation contact 
Theresa Car ter , O.C. Council for Women at 
(910) 455-1113.  Appli cat ions may also be ob-
tained at website:  htt p:/ / www.co.onslow.nc.
us/ bhcs.  Cli ck Comm unity Relat ions then 
Events. 

Point s  o f In t erest s  

· Tuesday, April 5, 200 5,  JOL Chapter 
meeting agenda to include an educa-
tion program entitled “ Virtual Assis-
tant” presented by Alana Daniels, 
Chief Administrative Off icer/ Ow ner, 
Creative Resources. 

· Apr il 27, 2005, Administrative Pro-
fessionals Day 

· Apr il 28, 2005, Administrative Pro-
fessional Breakfast, Jacksonvill e 
Country Club.  The breakfast is spon-
sored by the Greater Jacksonvill e/
Onslow Chamber of Commerce.  For 
more information contact Andrienne 
James, (910 ) 347-3141 or email: 
ajames@jacksonvill eonli ne.org 

· Tuesday, May 3, 2005,  JOL Chapter 
meeting agenda to include an educa-
tion program entitled “ Resume Prepa-
ration/ Interview ing Techniques” pre-
sented by Connie Hammond, MBA, 
Human Resources Director, City of 
Jacksonvill e.  
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(Lear ning by Associat ion cont inued f r om  page 3) 

 
Technology .  Techn ology can help you better 
per form some funct ions however , it cannot re-
place the personal (soft) sk ill s you br ing to 
your job.  Your r ole as an administrat ive pro-
fessional will cont inue to play a key role in 
most organizat ions. 
 
Lifet ime employment is no longer a guarantee, 
so whether you are a new or exper ienced em-
ployee, learn to manage your employment des-
t iny and take responsibili ty for developing a 
good mix of techn ical and interpersonal sk ill s 
that are adaptable and transferable. Stretch 
yourselves now and be willi ng to go the extra 
mile. Unknown oppor tunit ies lie just ahead.  
Cont inue your li felong learning, get involved in 
classes, workshops, conferences, and profes-
sional associat ion act ivit ies. 

Admi n i st rat i ve Professio nal of t he Year  
 

Do you or 
someone you 
know deserve 
th is t it le?   
      On February 
1, 200 5, the 
Greater Jack -
sonvil le/ Onslow 
Chamber of 
Commerce wil l 
have appli ca-
t ions available 
for nominat ions 
for Administra-
t ive Professional 
of the Year .   
      The deadli ne for nominat ions will be March 1, 
2005.  The winner will be ann ounced at t he Ad-
ministrat ive Professionals Break fast on Apr il 28, 
2005, at t he Jacksonvill e Country Club.  For add i-
t ional i nform ation contact Adr ienne James at  
(910) 347-3141 or email: 
ajames@jacksonvill eonli ne.org. 



 

Charter Members 
 

Norma Bain, CPS 
Jones-Onslow Electric Membership Corp. 

 
Karen Beblo 

Marine Federal Credit Union 
 

Sabrina Berry 
DEL Laboratories, Inc. 

 
Brenda Brown 

Onslow County Health Department 
 

Cynthia Burley 
Onslow County Planning & Development 

 
Julie Clark 

Marine Corps Base, Camp Lejeune 
 

Candace Day 
City of Jacksonville 

 
Debbie Earley, CPS 

Jones-Onslow Electric Membership Corp. 
 

Debra Forney 
City of Jacksonville 

 
Tina Glover 

Marine Federal Credit Union 
 

Sholanthé Gordon 
City of Jacksonville 

 

Adrienne James 
Greater Jacksonville/Onslow  

Chamber of Commerce 
 

Opal Kight 
Jones-Onslow Electric Membership Corp. 

 

Daisy Kiley 
2nd Marine Division, Camp Lejeune 

 

Betty McGough 
Marine Federal Credit Union 

 

Nancy Ortiz 
City of Jacksonville 

 

Theresa Owens 
Onslow County Youth Services 

 

Amber Parker 
Onslow County Behavioral Healthcare 

 

Karen Ruble 
Marine Federal Credit Union 

 

Melinda Ward 
City of Jacksonville 

 

Donna 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 (chapter business/education) 

 
 
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 l earn 
 

·  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, Chair, Membership Committee by e-mail at 
JOLChapter@yahoo.com 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.or g 

Have a good sense of humor and laugh often. 


