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Are we seeing the end of lunch?
JOL Welcomes

Ten Ways to Know it's time to go
2007 Admin Prof Breakfast
CPS/CAP Certification Update

Go Red

CPS/CAP Certification Centers
Chapter Officers and Committees Ch

Your input is welcome. Please send
comments, suggestions, news items, and

articles to: info@IAAP-JOL.org

Points of Interests
The JOL Chapter meets the second
Thursday of each month, 5:30 pm -7:00
pm, Marine Federal Credit Union (MFCU),
4180 Western Blvd. Extension (rear en-
trance).

February 2007

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

(Points continued on page 3)
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Are We Seeing the End of Lunch

by Jay Schleifer, HR Daily Advisar
Workplace stress is causing a continu-

ous ... and many think unhealthy ... One such series of studies, as reported
decline in time off taken for lunch. in theGreeley (Colo.) Tribunenvas
Here's what one government agency done by office furniture maker Steel-
employer is doing about it. case.

) , § , ~In 1996, the lunch “hour” was averag-
What's for lunch?” That's a question jng ahout 36 minutes for the workers

millions of workers are NOT asking surveyed. By 2005, the time taken had
these days, according to trend studiesyyopped by 14 percent.

conducted over the past few years. The

studies show a steady and, to some, Eyen more dramatic indications of the
take for a noonday meal. giant Kentucky Fried Chicken.

Cont'd on Page 4

JOL WELCOMES NEW MEMBER—JANET TUCKER

Janet Tucker returned to the professional work force after
being a stay-at-home mom for many years. Originally from
Hartford, Connecticut she was married 25 years ago to Charles
Tucker who remains on active duty with the Marine Corps for
over 29 years. They have three children: Christophé¥ la th

the Marine Corps, Elizabeth, &'3ear student at the

University of North Carolina at Wilmington and Kyle a high
school senior, who will be attending North Carolina State
University in the fall. Janet joined Marine Federal Credit

Union in February of 2005.

She is currently Executive Secretary to the Executive Vice Presidest, Vic
President of Branch Operations and Assistant Vice President of Branch Opera
tions. Her first assignment at Marine Federal was in the Loan Vaultaimaig

car titles. She was then transferred to the Mortgage Department wherassae w
Loan Processor and eventually landed in her current position. Janet feels beir
able to recently join IAAP JOL Chapter will prove a life-saver in her pefsona
and professional growth, and looks forward to having access to career-enhanc
resources and also “networking” with other Administrative Professionals.




Ten Ways to Know It's Time to Go

By Caroline Levchuck
A Job-Change Checklist

No matter how much you love your job, you may not Igve
it all the time. Folks with the most fulfilling of profes-
sions can still find themselves
battling a case of the "Sunday
Night Blues." And, from time
to time, we may all feel a sense
of disenchantment with our
employer or our co-workers.

But how can you know when
it's really time to go? Here's a

hint: If more than half of the following statements ring
true for you, get your resume ready and start connectifig
with new opportunities today.

1. You start to dread Monday as soon as you leave wprkHave you visited our website lately? Stay informed of the
on Friday. most current information by visiting our Chapter website

at www.IAAP-JOL.org. We would love to hear your

2. It becomes more and more difficult to get up for wokk  comments or suggestions at Info@IAAP-JOL.org.
each day, and tardiness becomes a way of life.

3. You cannot muster enthusiasm for anything related to

work -- other than your paycheck. (Points continued from page 2)
4. You spend most of your time complaining to col- - Friday-Saturday, February 23-24, 2007, NCD Leadership and
leagues or about your colleagues. Development Conference, Embassy Suites, Concord, NC. Addi-

. O tional information to come.
5. You act defensive and even hostile in company

meetings when there's little cause for it. March 2007

6. You interact less and less with co-workers, shutting] - Thursday, March 15, 2007, JOL Chapter meeting. JOL Chapter

. - T “ meeting agenda to include a program entitled “7 Habits of Highly
)s/ggirasliezlfeaway In your office and aVOIdmg opportunitie Effective People”, presented by Michael Pisanai, Marine Corps

Certified Facilitator.
7. You've used up all your sick, personal, and vacatioff i 2007

days -- and the year isn't even half over. - Thursday, April 12, 2007, JOL Chapter meeting. Program to be

8. You're constantly putting off until tomorrow what yof§ announced.
could (and should) do today. When you do actually cofin- April 22-28, 2007, Administrative Professionals Week

mit to domg your WOI’k, you feel resentful. - April 25, 2007, Administrative Professionals Day.

9. You're bitter about the company's success or that o &, »007

co-worker. -June 8-10, 2007, 41st Annual N.C. Division Annual Meeting, City

10. You have no professional goals related to your jo Hotel & Bistro, Greenville, N. C. Room reservations may be made
and you have a hard time even making some up at yolir now by calling 252.355.8300 or toll free at 877.271.2616 (ask for

obligatory performance review. NCD-IAAP block of rooms). For .
additional information visit: http://www.iaap-nc.org/xevents
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Cont'd from Page 1

energy. The Nova Scotia government is neither
* measuring results of its program nor is it taking
noonday attendance (if it were, beppigsent
would draw a penalty!). “It's strictly an awareness
campaign,” said Department of Human Resources
staffer Michelle Lucas. “But it brings something
out in the open that we’ve all gotten away from.
Hopefully, it will go a long way toward bringing
back healthy habits.”

Workers have reacted positively to the program.
“Some even e-mailed HR,” said Lucas. “Their
messages read, ‘I'm going to lunch.”

In 2000, only 3 percent of those
surveyed took a full hour for

lunch, and this year, 63 perce
called the 60-minute lunch ho
“the biggest myth in office life.”

Another study noted that 75
percent of U.S. workers eat, bu
don’t take a break from work.
They dine at their desks at leas
three times a week. Many don’.
eat at all.

What'’s going on, and why is it concerning?

Although some companies have, at their workers’
request, exchanged a shorter lunch hour for an earli
end to the workday, a larger factor seems to be the
stress of work life. The number of hours available n
longer seem adequate to do the work required, say
many employees.

r 2007 ADMINSTRATIVE
PROFESSIONAL OF THE YEAR

“An excellent administrative professional, but some of
the qualities we especially appreciate about him/her are
his/her professionalism, his/her attitude and pleasant
demeanor. <fill in the blank> is not only creative but
. also, punctual in carrying out his/her responsibilities,
while going above and beyond his/her job requirements.
He/She has the foresight, work ethic and intellectual
ability that all executives strive to retain in a person that
Is in this position. He/She is very attentive of overall of-
It's also unhealthy, say medical experts. Blood sugaj fice efficiency, and is also a gracious leader of the other
levels drop every 4 to 5 hours. If proper midday administrative staff. He/She always did an excellent job
nourishment is skipped or shortchanged, performangeand | can highly recommend him/her with confidence.

suffers and mistakes increase.

That's prompted an /\
innovative solution at govern- -

ment agencies in Nova Scoti Out tO

Canada. Managementas-

tively pushingts people to go LU.NCH‘
to lunch Postcards have beel
sent to all employees, remind=
ing them to “take back the lunch break,” and citing
reasons, the need to “relax,

refocus, refresh, reenergize.”

“I don’t know anyone who really has a lunch hour
anymore,” says Kristi Helzer, owner of a Colorado
public relations firm, “because everyone is crammin
everything in, and our employers are expecting mor
It's so competitive out there. You want to keep your
job and do your best. It's insane.”

PleeeezzeeBo to Lunch!

If the paragraph above describes you or someone in you
office then credit should be given where credit is due.
The Greater Jacksonville/Onslow Chamber of Commerc:
is busy finalizing celebration plans to recognize the 2007
Administrative Professional of the Year. Who will you
nominate for this distinctive award?

Nomination forms will be available from the Chamber
March 1, 2007.

Eating isn’t the only midday activity the experts May 3, 2007~ 8:30 am—Marston Pavilion

recommended. Studies show that a 10-minute walkfat 2007 Administrative Professionals Breakfast
lunch can spark a 2-hour burst of afternoon
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CPS/CAP Certification Update

The new American Council of Education (ACE)
recommendations have just been recently released for ou
CPS and CAP Certifications.

If you have earned the CPS and/or CAP designations, wogl
you like to receive college credit? The ACE has recently
completed their review of the examination blueprint effectiye
2004. ACE Recommends the following:

20 hours of credit
for obtaining the CPS Rating

9 hours of credit
for obtaining the CAP Rating

Total of 29 hours
for both the CPS and CAP Rating

In addition, students can now receive some credit in the upr
division baccalaureate, whereas before, credit was only
offered in the lower division. For a complete breakdown
the ACE credits please see http:/www.iaap-hq.org/cert/

ACE_2006.htm

Microsoft Office Specialist (MOS)

In a recent article appearing bticrosoft Office Onlingand
also provided in the November 2086ademy New#nnette
Marquis of TRIAD Consulting, wrote this concerning the
MOS Certification:

“The Microsoft Office Specialist Program provides a
mechanism for all types of workers to prove their compe-
tency in the Microsoft Office System programs. A recent
study of 14,000 Office Specialists and 1,200 of their
supervisors clearly demonstrated that Office Specialists a
viewed by their supervisors as more competent, more
productive, and more credible as a result of their certificatfpn
status. Whether you are new to your career or a highly
trained administrative professional with a top-level positio
you will find that adding “Microsoft Office Specialist” to
your resume is beneficial.”

Everyone (men too!) can support the fight
against heart disease in women by wearing red
on February 2, 2007 — National Wear Red

» Days". It's a simple, powerful way to raise
awareness of heart disease and stroke. By
joining together with thousands of women,
companies and organizations, and cities across
America, you'll help the American Heart
Association support ongoing research and edu:
cation about women and heart disease.

Ginni Courter and Annette Marquise are the popular,
dynamic technology presenters at our International
Convention workshops. Make it a New Years goal to loo
into certification to advance your career.

Lighthouse News February 2007



http://www.iaap-hg.org/Cert/examctrs.pdf
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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

Page

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.

Certify Your Credibility
Future CPS®/CAP® Exam

Exam Dates  Application Deadline

11/3-4/06
5/4-5/07
11/2-3/07
5/2-3/08
11/7-8/08

8/15/06
2/15/07
8/15/07
2/15/08
08/15/08

www.iaap-hg.org
www.iaap-nc.org

www.iaap-jol.org
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