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Volume 2, Issue 8 
Brenda Brown CAP, Editor 

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). 

February 2006 

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

· Thursday, February 23, 2006, Hotel res-
ervation deadline for Village Inn Golf and 

(Points continued on page 2) 

POB 847 
Jacksonville, NC  28541 

E-mail:  JOLChapter@yahoo.com 
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Your input is welcome.  Please send 
comments, suggestions, news items, 
and articles to:   

JOLChapter@yahoo.com 

    I was raised in Ari-
zona, mostly in or 
around Tucson.  I 
have two older sisters 
and two younger 
brothers.  My hus-
band, Brad, and I have 
two children, Colin 
now 17 years old and 
will be graduating from 

Croatan High School this year and Meghan 
now 15 years old and a Sophomore at 
Croatan High School. 
   I received my Associates Degree in Busi-
ness Management from Michiana College in 
South Bend, Indiana in June 2003.  We 
then moved to Stella, North Carolina, where 
I have been working at the Onslow County 

Health Department since March 2004. 
    I am grateful for the time Brad was in the 
in the Coast Guard because it gave me the 
opportunity to live in some beautiful parts of 
the country and see a lot of the United 
States as we traveled from coast to coast.   
    During our travels I was able to see and 
enjoy New Orleans, Louisiana; experience 
a “real New England winter” in Portland, 
Maine; enjoy the beautiful Victorian archi-
tecture of Cape May, New Jersey; and the 
beautiful mountains, trees and grasslands 
of Northern California.  Now we live on the 
banks of the White Oak River in North 
Carolina and is loving every minute of it. 
    I am a charted member of JOL and cur-
rently serves as Ways and Means Commit-
tee chairman. 

Happy  
     Birthday….. 

 
Cynthia Burley  

Feb. 3rd  
 

Brenda Brown 
Feb. 13th 

 
Deb Forney 

Feb. 18th 
 

Tina Glover 
Feb. 21st 

Identity Theft 

    You just finished a wonderful meal at your favorite restaurant.  
The waitress was very attentive, and provided excellent service. 
She brings over the bill which you decide to pay for the meal by 
credit card.  You give your card to the waitress.  She walks 
away with your bill and credit card in hand.  A few minutes later 
she returns with your card and receipts for your signature.  Inno-
cent enough, right? 
    No.  According to Mr. Davis while enroute to the cashier this 
sweet waitress could very well have pulled a machine 
(skimmer) out of her pocket that fits neatly in the palm of her 
hand and swiped your card to obtain information that will be 
used later by her or someone who paid her to obtain your and other patron’s credit card 
information.  This information will be used to make purchases on your credit card that 
you must prove to creditors that you did not make.  Although in this scenario the crime 
was committed by a stranger Mr. Davis says statistics show that the majority of identity 
fraud is perpetrated by a family member against another family member.  Others who 
may commit identity fraud are: 

 
      
 
 
     Often by the time you realize that you are a victim of identity fraud the criminal has 

 
(Identity Theft continued on page 2) 

Frank Davis 
Senior Security Manager 

Marine Federal Credit Union 

� Co-workers 
� Opportunists 

� Roommates 
� Professional thieves 

� Friends 
� Housekeepers 
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(Points continued from page 1) 
Conference Center for Leadership Development and Education 
Conference, Clemmons, N.C., March 4-5, 2006.  For additional 
information visit the special events link at:  http://www.iaap-nc.
org 

· Monday, February 27, 2006, Registration deadline for Leader-
ship Development and Education Conference, Clemmons, N.C., 
March 4-5, 2006.  

March 2006 

· Friday - Saturday, March 3-4, 2006, Leadership Development 
and Education Forum, Clemmons, N.C.    

· 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 and Diana Reyes, Coastal Carolina Community 
College, Jacksonville, NC. 

April 2006 

· Tuesday, April 4, 2006, JOL Chapter meeting.  JOL Chapter 
meeting agenda to include a program entitled "The Stronger the 
Team the Brighter the Beam" presented by Sholanthé Gordon, 
JOL 2005/06 Chapter President.   

· Monday-Friday, April 24-28, 2006, Administrative Professionals 
Week. 

(Identity Theft continued from page 1) 
 

cleaned out your account, changed your address (ordered new 
cards), open credit accounts all over the county in your good name, 
open checking accounts, create counterfeit checks in your name, 
destroyed your good name . 
     Unless you monitor your various information 
regularly you may not know that you are a victim 
until you: 

� Find out by monitoring your accounts (52%) 
� Are notified by a financial institution (26%) 
� Are a theft victim (wallet/purse) (9%) 
� Are turned down for credit (8%) 

     There are some things that you can do to protect yourself  and 
reduce the risk of becoming a victim of identity theft. 

� Safeguard your Social Security Number 
� Review your Security Earnings and Benefit Statement to en-

sure your hard earned benefits are not being credited to some-
one else 

� Don’t give out your personal information over the telephone/
computer/warranty cards 

� Destroy credit/ATM/debit card receipts 
� Avoid carrying too much in your wallet/purse.  If stolen or lost 

very little personal information will be in your wallet/purse 
� Avoid easy personal information numbers (PIN)  
� Avoid putting too much information on checks.  Vendors/

merchants require some information when paying by check.  
However, if an identity fraud is traced back to the check used at 
this vendor you may not be liable for the purchase since the 
merchant collected the personal information and jotted it on the 
check. 

� Report lost/stolen cards/checks immediately 
� Monitor all account statements for suspicious activity 
� Check credit report yearly.  You can obtain a free report once a 

year from each of the three Credit Reporting agencies (Equifax/
Experian/TransUnion).  However, don’t request them at the 
same time.  Request a report every four months.  This way you 
are monitoring your credit three times a year and would be 
more likely to pick up on transactions that you did not initiate. 

� Do not mail payments and checks from your home.  Throwing 
up the flag to your home’s mailbox is a red flag to the criminal 
mind.  Hand them to the mail carrier or take to the post office. 

If you become a victim of identity fraud, ACT QUICKLY.  

A JOL Red Carpet Welcome 
 

To Stacy Lyn Muston.  In August 2005 
Stacy and her husband moved to Jackson-
ville from Folsom, Pennsylvania.  She is em-
ployed as an Administrative Assistant to the 
Vice President/Business Unit Facilitator and 
Senior Vice President/Business Unit Leader 
of Wachovia Corporate Mortgage Services 
in Wilmington, NC.  Stacy is currently study-
ing to sit for her CAP certification. 
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Apply for an Internal Job  
by Therese Droste 

Monster Contributing Writer 
 

Working within a large or-
ganization provides many ad-
vantages. One of the pros is 
that internal job opportunities 
arise from time to time, so em-
ployees don't even have to 
leave the building to advance 
their careers. 

But it's easy to trip up when 
applying for an internal job. 
Why? One of the main prob-
lems is that many employees 
approach internal job offerings 
too casually. It's important to 
remember that similar rules and standards are in place when 
applying for any job, whether inside or outside a company.  

Applying from within doesn't always necessarily give you an 
"in." The bottom line is you're trying to get a new job, and you 
need to use every professional tactic you can to get it. Follow 
these tips to help you get in from the inside. 

Don't Apply for Every Available Position.  You'll never be 
taken seriously if you apply each time a position opens. Clar-
ify your reasons for applying for a specific job. If the opportu-
nity is in a department in which you wish your career to grow, 
or if the position will allow you to expand your knowledge in a 
particular area, make it known. 

Update Your Resume.  Many internal candidates don't up-
date their resumes assuming that it's all in the family and the 
new internal position is merely an extension of their current 
one. Make sure your resume includes all the achievements 
you've earned since joining the organization. 

Write a Customized Cover Letter.  What if you've done 
work for the manager who needs a new assistant, and he al-
ready knows you're terrific? There are still things the manager 
doesn't know about you. A cover letter should begin, "I appre-
ciate the opportunity to apply for the XYZ position. Let me tell 
you why I am a good fit for the job."  

Sound a bit formal? That's the idea. No matter how often 
you've talked to the person you're applying to, or how well he 
may know you, you want to use the application process as an 
opportunity to show how professional you are. It's quite possi-
ble the new potential boss only sees you as Sally, and not as 
Sally the super assistant, because he doesn't know about 
your specialized training, the education you're currently pur-
suing or your past work experience. 

Let Your Current Boss Know You're Applying for the 
Job.  While you may not want your current boss to know 
you're seeking a new opportunity in the company, he will find 
out quickly if you become a candidate. Bosses don't like to be 
in the dark about what their employees are up to, so don't 
keep them there. Be honest about your reasons for applying 
for another position, and see if he would be willing to put in a 
good word for you. 

Construct an Internal Support System.  If you don't know 

the manager you're hoping to work for, get other people you 
know in common to promote you. 

Write a Thank-You Letter  After the Interview.  Remem-
ber that it's still a job interview,  and all the regular courte-
sies apply. 

Didn't Get the Job?  Now is a good time to find out why. 
Try to get some feedback from HR. Turn the rejection into 
an opportunity by getting whatever skills you need so that 
the next time you apply for a similar job, you'll be the winning 
candidate. 

 

Pay Attention to Body-Language Cues 
Communications Briefings 

January 2006 
(703) 518-2343 

www.briefings.com 
 
    Reading body language is invaluable when 
you’re interviewing job candidates.  If appli-
cants’ words say one thing but their bodies 
say another, you can trust that body language 
speaks the truth.  You can learn a lot from 
candidates as they: 
    Enter your office .  Notice how the candi-
dates walk into your office.  Applicants who 
sand tall and erect, taking fairly brisk strides, 

show confidence and enthusiasm.  Less-assured candi-
dates may drag or shuffle their feet or take short choppy 
strides. 

  Take a seat .  Confidence, interest and alertness are 
projected when prospective employees sit tall—but not 
stiffly—in their seats and hold their heads erect.  Candi-
dates who unbutton a jacket as they sit demonstrate open-
ness and warmth.  Those who lean slightly forward while 
you are  speaking are engaged in what you are saying.  
Slouching, on the other hand, may indicate indifference.  
Candidates who perch on the edge of the chair are proba-
bly nervous or overly eager.  Those who lean or tip back in 
a chair especially with hands clasped behind the head, 
show arrogance and disdain. 

Leave the room .  You can learn about candidates’ con-
fidence levels by observing the way they exit the interview.  
When they arise from the chair and walk to the exit, are 
they still confident and comfortable?  Or are they hesitant 
an slumped? 

February 3, 2006 
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Taboo Topics in Today’s Workplace 
Communications Briefings 

December 2005 
(703) 518-2343 

www.briefings.com 
 
     In an era when almost anything 
goes, are any topics still taboo at 
work?  Guidelines used to be more 
black-and-white, and you could feel 
safe as long as you avoided talking 
about politics, religion, race and 
gender.  Now, however, people 
aren’t quite as guarded.  Follow 
these updated rules for today’s 
workplace: 
     Keep quiet on topics  that im-
pose a lot of intimate detail or are so deeply emotional that 
they risk offending someone who might feel differently. 
   Remember that too much personal information can over-
whelm others, so recognize the difference between an inti-
mate conversation and a conversation at the water cooler. 
   Skip the medical details.   Unless you anticipate that 
your medical problems will affect your work, don’t discuss 
them at work. 
   Beware of gender differences.   While female co-
workers might be entirely comfortable discussing details of 
a recent childbirth, a male colleague might squirm in dis-
may. 
   Heed the generation gap .  Many grow more reserved 
with age and might prefer to hear less, not more. 

C ongratulations to  JOL member, 
Brenda Brown CAP, for her appointment to 
Coastal Carolina Community College’s 
(CCCC)  Medical Office Administration Advi-
sory Committee. 
    Brenda’s participation in the committee 
will help the College maintain the quality of 
education offered.  Her involvement along 
with others will also enable CCCC to keep 
abreast of current practices in the field, seek 
opportunities for its students, and find re-
sources to enable the College to meet the 
needs of its students and community. 

      Friday, February 3rd, is the National Wear Red Day, a 
national observance created by the National Heart Associa-
tion.  The color red is a symbol for women and heart disease, 
and the American Heart Association’s Go Red for Women 
movement. 

         
 
    

    MARY KAY ® 

 

Naomi Arnold Thompson 
Independent Beauty Consultant 
www.marykay.com/njarnold 

(910) 326-6677 

  � � � � �� �
���	��� �

 Easygoing.  Elegant. Energetic .  Mary Kay has just the  

  right scent to express your style. Your personality. Call me  

 to experience the wonderful fragrances  designed for all the  

   moments in your life. Ask about our men’s fragrances, too. 
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Norma Bain CPS 
Jones-Onslow Electric Membership Corp. 

 
Brenda Brown 

Onslow County Health Department 
 

Cynthia Burley 
Onslow County Planning & Development 

 
Julie Clark 

Marine Corps Base, Camp Lejeune 
 

Debbie Earley CPS 
Jones-Onslow Electric Membership Corp. 

 
 
 
 
 

 
 
 
 

Tina Glover 
Marine Federal Credit Union 

 
Debra Forney 

City of Jacksonville 
 

Sholanthé Gordon 
Coastal Carolina Community College 

 

Adrienne James 
Greater Jacksonville/Onslow  

Chamber of Commerce 
 

 
 
 
 
 

 
 
 

Daisy Kiley 
2nd Marine Division, Camp Lejeune 

 
 

Linder Morton 
Jones-Onslow Electric Membership 

Corp. 
 

Karen Ruble 
Marine Federal Credit Union 

 
Donna West 

Onslow County Health Department 

For Valentine Day Raffle tickets Contact Any JOL Me mber Below  
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Officers 2005 - 2006 
 

President 
Sholanthé Gordon 

Coastal Carolina Community College 
 

President-Elect 
Cynthia Burley 

AdminSupport ® 
Administrative Support & Consultation  

 
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 

AdminSupport (registered) 
Administrative Support & Consultation  

 
 

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 
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www.iaap-hq.org 
www.iaap-nc.org 

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 

 

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


