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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 entrance).

Your input is welcome. Please send
comments, suggestions, news items,
and articles to:  info@IAAP-JOL.org

February 2008

"Confidence, The Voice of Leadership”,
Ronald Bower, Toastmasters Inc.

March 2008

"Business Grammar for Today’'s
Organization”, Nell Sligh, CCCC

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

“As administrative roles become more com-
plex, specialization and certification can fur-
ther boost starting salaries. According to Of-
ficeTeam research, employers are willing to

pay up to 10 percent for designations such as

Microsoft Office Specialist, Certified Admin-
istrative Professional and Certified Profes-

sional Secretary.” OfficeTeam Press Release
10/26/05

JOL recently hosted the program: Professional

Certification: The Career Advantage” pre-
sented by Norma Bain, CPS/CAP.

Norma

February 2008
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Alana Daniels, Editor

Professional Certification:
The Career Advantage

Norma Bain CPS/CAP

responsible for administrative tasks and coor-
dination of information in support of an of-
fice-related environment and who are dedi-
cated to furthering their personal and profes-
sional growth in their chosen profession.”

Areas Tested

CPS (Certified Professional Secretary)
- Office Systems and Technology
- Office Administration
- Management

CAP (Certified Administrative Professional)

- All areas of testing for CPS
- Advanced Organizational Management

currently serves as JOL's Vice-President and General Requirements
also as the Chair of the Education Committee.,), experience must:

Norma was one of the first people to sit for the

certification exam at the newly established
testing site at Coastal Carolina Community
College. She earned the CAP designation.

The Benefits of Certification

Greater Opportunity for Advancement

Salary Increases/Bonuses

Possible College Credits

Pride in Accomplishment

Increased Self-Esteem

Greater Respect from Employer/Peers
Any Administrative Professional can sit for

the Certification. 1AAP defines administrative
professionals as: “Individuals who are

meet the IAAP definition of an adminis-
trative profession;

- Be verified by employer

- be at least two-months continuous

- be within the past 15 years

- include 12 months with one employer in
the past five years

Interested in obtaining certification? Visit our
certification page at
www.lAAP-JOL.org/why_certify.htm.

Special Note

The February Meeting will be held
on February 7, 2008.

Have you purchased your
“Dinner and a Movie” raffle tickets yet?
See our flyer in this issue.




Accountability in Today’s Workplace

Some people think accountability means accepting respon-
sibility when a project goes off course. But true account-
ability involves taking ownership of your work and viewing
your job as a stakeholder would. Do you bring an “owner’s
mentality” to the job with you every day? And how can this
mindset advance your career?

Accountability: A case history

Have you ever heard an employee say, “l just do what I'm
told”? In the past it wasn’t uncommon for administrative
staff to operate in this sort of vacuum, performing tasks
without knowing why or how their efforts affected the bot-
tom line.

But in today’s fast-paced business environment, it's be-
come increasingly important to know how your contribu-
tions fit into the big picture. Simply “doing what you're told”
prevents you from meeting client and customer needs most
efficiently. If you don't understand why you're being asked
to do something a certain way, request more information. If
you can think of a better method for meeting the objective,
offer your ideas.

Managers value administrative professionals who take ini-
tiative on projects and can be counted on to get the job
done. They don’t want to have to check in to make sure
the work is moving forward; they want their employees to
take the ball and run with it.

Do you always meet your deadlines and follow through with
assignments? Can your manager count on you to make
sure customers and clients receive the best possible ser-
vice? Do you look for ways to increase productivity without
being asked to do so? This type of accountability greatly
enhances your value to your firm and improves your career
prospects.

Why it pays to increase your accountability:

Today’s executives don’t have time to look over their
employees’ shoulders. They need people who will do
the job right the first time.

Viewing your job from an ownership perspective helps
give meaning to your contributions. You'll have a better
idea of how your efforts support larger company objec-
tives, which, in turn, can help you do a better job.

By being accountable, you earn the trust of your boss
and coworkers. As their trust in you grows, so will the
responsibilities that you're given. In time, this could
lead to career advancement.

What's in demand in today’s workplace
Here’s what managers are looking for:

A rock — Can your boss count on you 100 percent?
Managers increasingly rely on administrative profes-
sionals to keep the office running smoothly, especially
in their absence. By meeting all of your obligations
efficiently and on time, you earn a valuable reputation
for dependability.

The right call — Are you known for making good de-
cisions? Managers need employees who exercise
sound judgment. Make sure you gather all relevant
information and take a look at issues from your man-
ager’'s perspective before you act.

A fixer — Are you willing to correct a mistake, even if
it wasn't your fault? Rather than pointing fingers when
errors occur, focus on solving the problem. Then
backtrack to identify what went wrong and how similar
situations can be avoided.

A trusted source — Be up-front when you do make a
mistake and come prepared with a solution. Hiding
problems only forestalls the inevitable.

Step by step: Becoming more accountable

Build your accountability quotient — and your manager’'s
trust in you — by doing the following:

Make deadlines a priority — Work with your manager
to set realistic timeframes on projects. Then make
sure you always meet your deadlines. If for reasons
beyond your control a project is running late, let your
boss know as soon as possible and work out a new
schedule.

Complete the circle — Make sure projects stay on
track from start to finish. If you encounter setbacks
during the process, take the lead in seeing they're re-
solved.

Keep in mind the chain of accountability — You're
accountable to your manager, who, in turn, is account-
able to his or her boss. Always be aware that your
mistakes reflect poorly on your supervisor, and on the
flip side, your successes make him or her look good.
The more you can make your manager shine in front
of others, the more valuable you'll be.

Let the buck stop with you — If coworkers or clients
are having trouble finding help, try to point them in the
right direction or find a solution for them, even if the
matter doesn’t directly involve you. By lending a help-
ing hand you’ll develop a reputation as the person who
gets things done.

Polish your projects — Try to make your work as ac-
curate as possible before it reaches others. Some-
times it helps to put written communications such as
memorandums and reports aside for a few hours be-
fore proofing them again and sending them on. You'll
be able to catch errors that you might otherwise miss.
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Includes Dinner at Outback and admission
to Carmike Cinema

Drawing Date: Ticket Price:
February 7, 2008 $1.00/6 for $5.00

rﬂp Turning Jobs

!nm Careers”

Page 4 Lighthouse News February 2008



LOST ICONS

How much do you depend on certain icons on your
desktop? I'm talking about the icons from the likes
of My Computer, My Documents, My Network
Places and so on. Those are a few of the icons that
you probably usually use on a regular basis, so if
they're not there, what are you supposed to do?
Well, the best answer is, "Get them back!"

Now, there are a couple different ways you may
have lost the icons. They could have disappeared
when you installed a certain program or even when
you upgraded to a new operating system. Either
way, you need them, so let's find them again!

To enable those icons and more, right click on your
desktop and choose Properties . Click on the
Desktop tab and hit the Customize Desktop but-
ton. Next, under the General tab, check any of the
icons you want to appear on your desktop.

Once you do that, they will all be returned to your
desktop in full view. You can choose from the icons
of My Documents, My Computer, My Network
Places and Internet Explorer. Now, on the other
hand, you may want to take some of these icons
off your desktop. If that's the case, just uncheck
them and they will then be out of your way. Easy
enough, don't you think?!

From www.worldstart.com
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Working for a New Boss

Change can be unsettling, particularly
when it involves working for a new
boss. While it may seem that much
about the transition is out of your control,
you can help the relationship start on the right foot with
a positive attitude. Here are four ideas that will help:

Be flexible. Avoid pointing out the way things were done
under the prior boss. New leaders can bring a fresh approach
to existing processes that may prove beneficial.

Clarify your role. Make sure you understand your supervi-
sor's expectations and find out how performance will be meas-
ured.

Go the extra mile. You want your new boss to see you as
a reliable member of the team, so find out what your manager's
top priorities are and how you can help him or her achieve

them.

Give it some time. Everyone needs time to get accustomed
to a new role, so don't form judgments about your new man-
ager too quickly.

Contributed by OfficeTeam, APC 2007's Platinum sponsor and
the leader in specialized administrative staffing.

Banned Words

Ever since "ideation" went out

of style after its use in the IBM
commercials, we here at OfficePro have been eager to
update our vocabulary and eliminate as much jargon as
possible.

That's why we were so excited when Lake Superior State
University's annual "List of Words Banished from the
Queen's English for Mis-Use, Over-Use and General Use-
lessness" was released at the end of 2007.You can check
the list at http://www.Issu.edu/banished/. Now, if you'll
excuse us, we have a webinar to attend.

Tax-Time Humor: Simplified 1040 forms

We've just been informed that the Internal Reve®ewvice has
simplified its 1040 forms for next year in the $paf becoming a
"kinder, gentler" IRS. It goes like this:

(A) How much did you make last year?
(B) How much do you have left?
(C) Send in amount on line B.
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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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