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Stress

The holiday season and parties are
over, you have returned to work and
the next holiday may be months away.
It doesn’t help thatthereis snow and
ice on the ground one day and 65-70°
weather two weeks later. And if that’s
not enough the first post Christmas
credit card bill has or will arrive any
day now. Stir all of this together and

ing the pathways for professional growth”

of the
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Busters

you have the makings for ©post holiday

blues© accompanied by stress. And,
who do you call? Carl Cordoni,
Ph.D., Director of Psychological Ser-
vices at Onslow County Behavioral
Healthcare Services.

At JOL’s January 4th meeting Dr.
Cordoni provided entertaining and
helpful blues and stress buster tips.
According to Dr. Cordoni some factors
that increase stress are:

- feelings of indispensability

- need for control

- self-esteem problems

- resistance to change

- incidents involving children
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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 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®
Certification presented by Lori Ruff,
CAP, CSA, N.C. Division IAAP® Edu-
cation/ Certification 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.
Additional 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

(Points continued on page 4)
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married with two
beautiful daughters.

She has been employed
at Marine Federal Credit
Union for seven years as
the Assistantto the Presi-
dent.

Annual Golf tour-
nament.

Tina is looking forward to
a challenging and exciting
future for the JOL Chapter
of IAAP®,

vices as its Com-
munity Relations
Director.




(Stress Busters continued from page 1)
duction and many of the recom-
mended stress reduction tech-
niques (like starting an exercise
program, dieting) take so much
time they add to stress. Dr.
Cardoni shared some suggestions
for “energy breaks” thattake less
than two minutes to do and when
performed regularly (3-5 times
daily) you could be 4-8 Ibs
lighter in six months,

- Massage and stretch your neck to release tension.
Raise an arm over head. Bend at elbow until fin-
gers reach back of neck. Massage. Repeat on
other side.

- Drink four quarts of water a day.

- Realign your body posture. Feet flat on floor,
straight back. No slouching.

- Lay out your ward-
robe the night be-
fore.

- Take threedia-
phragmatic
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 relaxation h abit. At least 20
uninterrupted minutes or until prune-like stage.
Use music and candles to setthe ambience. Have
a glass of wine if you like.

- Do shoulder r otations and eye exercises at traffic
lights.

- Don't do anything you would have to lie about
later. Ittakes too much energy to maintain alie.
- Smile!!

- Don't put up with minor
mechanical aggravations
like a streaky windshield
wiper. It may nottake
much to fix so just do it.

- Hum, whistle, sing.

- Practice mutual massage

with your partner.

- Use mental visualization to see annoying people in
funny ways.

- Learn to meditate
even if you just close
your eyes and simply
repeatthe word “one”
several times. But
you haveto feelit as
you say it. Focusing
on this takes your
mind away from other
things. Meditation does take practice.

- Scalp and temple massage. Anyone who has had a
really good shampoo knows the feeling.

- Practice SLOW weight loss (loose one coke and
candy bar a day).

- Go limp all over. Stand up. Bend over atthe waist
letting everything hang loosely.

- Don't confuse your wants with your needs. You
may have to work several jobs to pay for those
wants.

- Get rid of sugar and caffeine. Sugar and caffeine
make you want more sugar and caffeine.

- HALT. Control being hungry, angry, lonely and
tired.

- Do a full body, stand
up stretch.

- Find an exercise you
like and committo it.

- Bring a book, knit-
ting, magazine, etc.
everywhere for those
times when you may
have to hurry up and
wait.

- Take a trip in your mind. Revisitthat slice of
heaven on earth.

- Letthe music move you. Draw the curtains, close
the blinds and “shake it, shake it like a Polaroid
picture”.

In summary Dr. Cordoni says:

- Thereis a stress reduction exercise you can do al-
most any time and any place.

- We should not ignore our daily pressure cut it off
before it becomes a problem.

- We have a lot of control over our r eaction to daily
pressures.
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Learning by Association

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 requires more than the
allotted 40 hours, and you don't
have time to put another set of
letters after your name. Still,
you wantto keep up with
changesin your industry and
career. One place to start is
through a career or industry as-
sociation. Chances are there's
one outthere for what you do.

Professional associations can
help you through:

Conferences. The traditional
mode of education for profes-
sional associations is the confer-
ence. Professional associations
like IAAP and many others use
this method, either as a sponsor
or co-sponsor. These profes-
sional organizations act as a
consulting body to those that
run the conferences and offer
technical expertise. The confer-
ences feature seminars and tu-
torials, one- or two-day short
courses on topics such as new
technology and how to use that
techn ology on the job.

Networking. National and in-
ternational professional associa-
tions often h ave geographically
dispersed subgroups. The cen-
tral office may help the largely
autonomous chapters with con-
tent and organization, butthe
group's character is strictly up
to its members. Many of them
offer their own educational op-
portunities through local semi-
nars and workshops.

The educational merit of network-
ing with your peers through semi-
nars and discussion cannot be
overestimated. Unlike what you'll
find in a book or m ost classes,
talking with your peers gives you
dynamic information on your in-
dustry in your location. What peo-
ple are earning, whatthey're
learning down the street, who is
succeeding and why are all things
you can learn from networking.

Learning Materials. Many pro-
fessional associations offer their
own learning materials and dis-
counts on related books and
magazines. IAAP, like many pro-
fessional organizations produces
self-study materials and video tu-
torials while the organization's
websites offer a discount off web-
based courses from a multitude of
educational institutions.

Toward Certification or Licens-
ing. The primary mission of
many professional associations is
to maintain standards in their in-
dustries. So associations usually
promote the certification or licens-
ing of members. The connection
between the association and certi-
fication or licensing varies with
the association. The American Bar
Association, for example, provides
accreditation to qualifying law
schools. State bar associations
administer the licensing exams to
potential lawyers. The ABA offers
inform ation to its members on
how to best prepare for those ex-
ams. |AAP offers similar opportu-
nities for administrative profes-
sionals and also helps prep its
members for CPS (Certified Pro-
fessional Secretary ) and CAP
(Certified Administrative Profes-
sional ) certification exams.

Online. Unlike newsletters of the
past, today's professional associa-
tion websites can reach their

members anytime, anyplace.
IAAP members and others can
network and discuss issues 24
hours a day online. New mate-
rialis made available in an in-
stant, and older m aterial is ac-
cessible through an archive.

Professional associations have
been around for centuries as a
way of helping professionals ad-
vance. Education is a natural
extension of that mission. Tak-
ing advantage of an associa-
tion's learning opportunitiesis a
great way to keep up with your
industry without sacrificing
your free time or submitting to a
schedule.

Certification: Status awarded
to qualifying individuals within
a profession.

Licensing: Status awarded to
qualifying individuals or profes-
sions that, by law, must prove a
level of proficiency prior to prac-
tice.

Advantages to Learning
Through Professional Associa-
tions:

On Your Schedule: No worry-
ing about reading piling up or
submitting your family to a life
of semesters.

Authentic: Like mentoring,
this is a way of learning the real
industry insider inform ation.

Increasingly Global Via Tech-
nologies: Websites keep you
connected to a diverse member-
ship at a click.

Includes Networking: You've
gotto network, and you've gotto
learn. Professional associations
let you handle both tasks.

(Learning by Association continued page 4)

Page 3

Lighthouse News



(Learning by Association continued f rom page 3)

Technology. Technology can help you better
perform some functions however, it cannot re-
place the personal (soft) skill s you bring to
your job. Yourrole as an administrative pro-
fessional will continue to play a key role in
most organizations.

Lifetime employment is no longer a guarantee,
so whether you are a new or experienced em-
ployeeg, learn to manage your employment des-
tiny and take responsibility for developing a
good mix of technical and interpersonal skill s
that are adaptable and transferable. Stretch
yourselves now and be willing to go the extra
mile. Unknown opportunities lie just ahead.
Continue your lifelong learning, get involved in
classes, workshops, conferences, and profes-
sional association activities.

Women Changing North Carolina

Onslow County Council for Women (OCCFW)
is hosting the 2005 O.C. Distinguished
Women/ Young Woman Awards Luncheon,
March 16, 2005, noon - 1:30 pm atthe Jack-
sonville USO. The guest speaker for the event
will be Carol Jones, District Court Judge.

The Distinguished Women/ Young Woman
Awards recognize Onslow County women who
have attained an outstanding level of achieve-
ment and whose contributions have made a
significant impact upon the lives of Onslow
County citizens.

Specifics for eligibility are: candidate must be

at least 19 years old (except for Young Woman
Award nominations) and be employed or volun-
teer in Onslow County. Nominees will be con-
sidered for only one award:

- Business/ Professions

- Education

- Government/ Military

- Volunteer/ Community Services

- Young Woman

All nominations must be postmarked no

later than Friday, February 25, 2005. Join in
this celebration to honor the women of Onslow
County for their selfless contributions to our
community. For additional information contact
Theresa Carter, O.C. Council for Women at
(910) 455-1113. Applications may also be ob-
tained at website: http:// www.co.onslow.nc.
us/ bhcs. Click Community Relations then
Events.
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JOL Chapter mem-
bers are greatly sad-
dened by the recent
tragic disaster that
struck Southeast Asia.
We offer our prayers
and condolences to all
that were affected. On
the behalf of our Inter-
national Affiliate Asso-
ciations JOL will make
a monetary donation to
the American Red
Cross Tsunami Relief
effort.

Points of Interests

- Tuesday, April 5, 2005, JOL Chapter

meeting agenda to include an educa-
tion program entitled “ Virtual Assis-
tant” presented by Alana Daniels,
Chief Administrative Officer/ Owner,
Creative Resources.

- April 27,2005, Administrative Pro-

fessionals Day

- April 28, 2005, Administrative Pro-

fessional Breakfast, Jacksonville
Country Club. The breakfast is spon-
sored by the Greater Jacksonville/
Onslow Chamber of Commerce. For
more information contact Andrienne
James, (910) 347-3141 or email:
ajames@acksonvilleonline.org

- Tuesday, May 3, 2005, JOL Chapter

meeting agenda to include an educa-
tion program entitled “ Resume Prepa-
ration/ Interviewing Techniques” pre-
sented by Connie Hammond, MBA,
Human Resources Director, City of
Jacksonville.

Administrative Professional of the Year

Do you or
someone you
know deserve
this title?

On February
1, 2005, the
Greater Jack-
sonville/ Onslow
Chamber of
Commerce will
have applica-
tions available
for nominations
for Administra-
tive Professional
of the Year.

The deadline for nominations will be March 1,
2005. The winner will be announced atthe Ad-
ministrative Professionals Breakfast on April 28,
2005, atthe Jacksonville Country Club. For addi-
tional inform ation contact Adrienne James at
(910) 347-3141 or email:
ajames@jacksonvill eonline.org.
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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 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, 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.

www.iaap-hq.org
www.iaap-nc.org
Have a good sense of humor and laugh often.
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