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Santa’s

On December 1, 2004, JOL members pro-
vided their su pportto the Onslow County
Council for Women’s (OCCFW) Annual Holi-
day Social. This socialwas aparty with a
purpose. The Elder Cheer Program of the
Onslow County Department of Social Ser-
vices' (DSS) Adult & Family Services Unitw as
the charity for this year’s social.

The Elder Cheer Program rememb ers those
in assisted living facilities or family care
homes that don’'t h ave family or friends to
remember themduring the holidays. Their
purpose is to collect needed personal care
items for as many as possible. Any cash d o-
nations collected are either use d to purc hase
personal care items, or to assist facilities in
their holiday celebrations.

Those who attended the social were asked
to bring a treatto share, agiftwrapped orna-
ment for a Chinese auction and a donation of
personal care items such as combs, condi-
tioner, perfume, deodorant, mouthwash,
support hose, pajamas, fashion jewelry, bat-
teries, stationery, wind ow-mounted birdfeed-
ers, hair brus hes, soap, after shave,
toothbrus hes, disposable razors, slippers,
robes, blankets, radios, pens, shampoo, lo-
tion, power, toothpaste, socks, nightgowns,
watches, cassette tapes/ CDs, key chains,
plants, holiday n ovelti es that would b e dis-

Helpers

tributed am ongstthe Elder Cheer partici-
pants.

Because of the generosity of Coastal
Carolina Community College’s Dental As-
sistant Cl ass of 2005 and Coastal Caro-
lina Dental Hygiene Associati on the JOL
Chapter members were able to donate 72
toothbrus hes and 50 tubes of toothpaste
to the Elder Cheer Program.

The generosity didn't stop there, JOL
members brou ghtin additional it ems at
its monthly meeting that were also deliv-
ered to the Elder Cheer Program.

(eft toright). Melissa St. Clair (OCCFW),
Amber Parker (JOL), Robert Buckner (DSS),

Brenda Brown (JOL), Donna West (JOL) and
Cynthia Burley (JOL).

JOL’s 2004/ 05

The first JOL

Vice President

Vice Presidentis
Cynthia Burley.
Cynthia has
been an Onslow

County em-
ployee for almost
seven years and
curre ntly works
in the Planning
& Deve lopment |
Department,
Minimum Hous ing Office.
Like the JOL Chapter the
Minimum Housing Office is
new to Onslow County.
Sheis the mother of three

teen-aged da ughters
and is a graduate of
Campbell U niversity
@ with a B.A. degree
in Computer Infor-
mation Sy stems.
She is looking for-
ward to obtaining
her CPS in May
2005.
Sheis a strong be-
liever of self-
empowerment throu gh con-
tinuing education whether it
is in a traditi onal classroom
setti ng or online courses.
Cynthia loves the Lord and

helping people. Sheis
very active in h er local
ministry, New Covenan t
Ministries, where she is
President/D irector of the
Sunshine Band, Ushers
and Singles Ministry.
Cynthia too wants noth-
ing m ore for the adminis-
trative professionals of
Onslow County than to
grow throu gh the training
and educational opportu-
niti es offered by | AAP®.
Sheis looking forward
to the good things thatli e
ahead for the Chapter.

Points of Interests

wTuesday, January 4, 2005, 5:30 pm -7:00
pm, JOL Chapter meeting, Marine Federal
Credit Union (MFCU), 4108 Western Blvd.
Extension (rear entrance). Agenda to include
an education program on Stress Management
presented by Dr. Carl Cordoni, O. C. Behav-
ioral Healthcare.

wTuesday, February 1, 2005, 5:30 pm -7:00
pm, JOL Chapter meeting, Marine Federal
Credit Union (MFCU), 4108 Western Blvd.
Extension (rear entrance). Agenda to include
an education program on CPS/ CAP Certifica-
tion presented by Lori Ruff, CAP,CSA, N.C.
Division IAAP® Education/ Certification Direc-
tor.

WFebruary 27 - March 2, 2005, Professional
Education Conference, Biscayne Bay Marriott
Hotel, Miami, Florida.

wTuesday, March 1, 2005, 5:30 pm - 7:00 pm,
JOL Chapter meeting, Marine Federal Credit
Union (MFCU), 410 8 Western Blvd. Extension
(rear entrance). Fish!, presented by Cherie
Bedford, O.C. DSS. The Fish! philosophy is
all about being positive, upbeat and keeping
a good/ fun attitude at work while still pro-
viding a quality service.

wMarch 11-12, 2005, NCD Spring Conference
2005, Winston-Salem area. Additional infor-
mation to be announced.

WApril 28, 2005, Administrative Professional
Breakfast, Officer’s Club at New River MCAS.
The breakfast is sponsored by the Greater
Jacksonville/ Onslow Chamber of Commerce.
Additional information is forthcoming.

wFuture 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
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Do You Resemble Any of These People?

The JOL Chapter

| had its first educa-
tionprogramatits
| December meeting.
| The program enti-
| tled “Dealing with
| People You Can't

. Stand” was pre-

I sented by JOL
member, Amber
Parker. Amber has
a Master's Degree

" “in Public Admini-
stration and is employed with Onslow
County Behavioral Healthcare.

According to Amber, believeit or not,
everybody is somebody's difficult person
at some point. And, this is what she
tried to get across to the audience.

The ten m ost difficult people types are:

-The Tank - confrontational.

-The Sniper - makes others look foolish.

-The Grenade - rants and raves; ex-
plodes unexpectedly.

-The Know-It-All - low tolerance for
correc tion/co ntradiction.

-The Think -They-Know-It-All - offers
unsolicited opinions.

-The Yes Person - avoids confronta-
tion; people pleaser/ people focus.

-The Maybe Person - procr astinates.

-The Nothing Person - provides no
feedback (verbal nor nonverbal); pas-
sive.

-The No Person - mild-mannered per-
son; ends big ideas, tunnel vision.

-The Whiner - feels helpless; over-
whelmed by unfair world.

You do have choices when dealing
wit h difficult people.

- Stay and d o nothing. Things get

worse; lowers morale and produc-
tivity.

- Leave. Don't fight a fru itl ess bat-
tle.

- Chang e your attit ude. Seethem
differently, understand them.

- Chang e your behavior.

There is a great value to be gained
when we take the time to try toun-
derstand an other's viewpoint. By
changing our attit ude toward them
and changing our viewpoint about
what mak es them “wrong” we can
find a wealth of kn owledge to im-
prove our o wn ab ilit y to work wit h
people. The key isfinding that right
balance be-
tween inten- é ;
tions to get \\
tasks done cor-

rectly while get-

ting along with

others and b e-

ing appreciated.
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The Choices You Make

Nestor, M ary J
SuperVision - September 13, 2004

Think ba ck to the interview that
resulted inyour presentjob. How did it
happen? Did you go voluntarily, or did
masked men grab you off the street,
blindfold and gag you, throw you into the
trunk of a car and drive you to the
interview office? Then, after being
dragged, kicking and screaming into the
interview room, were you brainwashed
and intimidated into accepting the
position? Did someone threaten severe
bodily harm if you didn't agree to the job,
the salary, working conditions and so
on?

Unless your life plays like a Bruce

Willis movie, | doubtitw ent anything like

that. But listen to some people complain
abouttheir jobs, the salaries, the boss,
their co-workers, the hours and the
stress you would think they were force d
to take their present position, and have
been h eld prisoner ever since. They forget
thatto getthe interview they spent hours
perfecting a "killer" resume and then p ut
on their best professional face and
demeanor to dazzle the interviewers.
Then they satby the phone, hoping
they'd getthe call - the job was theirs!
Accepting a job offer is a voluntary
decision. Whether itw as the job itself,

the money, power or the phase of the
moon, you said "yes." No oneis a
prisoner. Now you have choices about
your job - youcan Love It, Leverage It,
Lose It or Leave It. It doesn't matter if
you've been there a week, a year or 20
years. Instead of complaining or acting
like a victim, consider the following four
choices and m ake the best one for you.
1. Love it - No matter what your job
is, you can love it (OK, try like it)
because of its challenges, the
opportunity to stretch your abilities,
test your s kills and enjoy the successes.
It comes wit h a pay check that provides
the things you need for life - place to
live, food, car, clothes, the vacations,
high-speed Internet service, 156 -
channel Direct TV, (youfillin the rest.)
Most of the things people complain
about are things they can't do anything
about (the boss, co-workers, the
computer system, work space) or are
little things thatjust aren't worth
getti ng upset about. Keep things in
perspective. Make a list of 25 things you
like about your job, or the things you
are able to enjoy because of your job.
Keep the list handy . The nextti me you
feel like complaining, take outthe list
and read it over. As k y our self if what
you're complaining aboutis something
you can change. Most of thetime it is-
n't - it©s just somethingyou'll need to

accept. To do that, change the one

thing you can change your attit ude.

2. Leverage it - This may n ot be

your dream job, butit may h elp you

getthere. How can your job help
you getto where you wantto go?

Play it smart. Use the company's

tuition reimburs ement program to

finish y our degree or cer tification
program. Take all t he training s-oil
can. Network within the company.

Statistics say people change careers

every three yeas.

Someone you meet at your
present company may bein a
position to open doors for you at
another company in the future.
Work y our job, give your bestwhile
you're there, getthe most of whatit
has to offer and then use what
you've gained as leverage to take
you where you wantto go.

3.Lose It - Just do all, or any, of
the following:

* Constantly criti cize and complain
about everything and everybody;
show up late for work (or start
skipping out early on Fridays and
come in late on Mondays). Dr ag
your fee t, miss deadlines and d o
assignments half-heartedly. Be
uncooperative, unavailable,
unreasonable, disagreeable,

(Continued on page 3)
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(Continued from page 2)
unapproachable and n egative.

* |gnore construc tive feedback; shrug
off su ggestions for improvement,
resist any attempts at coaching or
mentoring and d isregard goals set at
your last performance appraisal.

* Show up in body, not spirit; putin
your time, look out for yourse lf, do
only what's required, try to be
invisible, fly under the radar, watch
the clock and , then disappear.

* Show everyone how far you can p ush
the envelope by breaking the ru les,
disregarding policy and thumbing
your nose atthe established norms.

*Harass, intimidate, belittle, insult,
tease, gossip about, exclude or
otherwise disrespect your co-
workers.

* Don't learn anything new; don't
volunteer for projects or assignments
that stretch your abilities or that
could possibly bring you more work.
4. Leave it - First of all, if you saw

yourse If in Option #3, for the sake of

the company, your boss and co-
workers, PLEASE stop making
everyone else miserable and LEAVE

YOUR JOB! Itwill do wonders to boost

company m orale, lift spirits and m ake

the workp lace a pleasant place to be.
Yes, you can leave a job. People grow out
of jobs and change their focus. There are

especially your boss, team m embers
and support staff. Resist any of the
actions of "Lose It" above. If you

many opportunities outthere. So, what
do you do? Plan your ex it.

Start networking while you're still
employed. Looking for a job while
employed is easier and less stressfu |
than q uitti ng first and then hitti ng the
bricks. Ex plore possibilities inside and
outside of your co mpany. You may love
the company y ou work for, but have
outgrown your job or changed career

goals. Change divisions, departments or

functional areas. If you are curre ntly in
marketing butjust finished your
certification in n etwork adm inistration,
you may find a whole new career in the
IT department wit hout changing your
work add ress.

Don't burnyour bridges by

badmouthing the company, its people or
products. Avoid the "escapee" mentality -

"I can d 0 and say what | want because
soon I'm going over the wall." Someone
you tear down atthis job may be the

don't, you may lose your job before
you have the opportunity to leave it.

Changeis never easy. It canbe
frus trating and stressfulto look for
and start anew job. Butthe stress
caused by staying in the wrong job
can b e even worse. D iscover what
your dream job is, and then set some
goals to getthere.

If for so me reason that dream job
is no longer an option, see if you can
incorporate some of the best of that
dream job into what you do.

Think it©s too late to mak e a change?
Here's a quick test. Put a mirroru p
close to your mouth. Take a couple of
breaths. If there's a fog on the

mirror, it means you are stil |
breathing. If you are, it's nottoo late
to mak e decisions that can mak e or
break the quality of your life.

You have choices. Make the best
job choice for you, andyou'll do the

future decision mak er for your dream job best for those aroundy ou.
somewhere else. Keep professional

relationships strong, leave with a g ood

reputation and give your all until your

final day. Thank those you worked with,

The Few, The Proud
Men in the Administrative Profession

When surfing the internet recently | came
across this article written by Anya Martin-
that mentioned Joe Carpenter, CPS, Cape
Fear Chapter. Joe represented the Cape
Fear Chapter at JOL's installation ceremony

in November. Below is an excerpt of the com-

plete article.

Whileitisn't a far re ach to say m ost
people automatically think of secretar-
ies as women, Joe Carpenter's gender
helped him score his first administra-
tive job in 1971 a s secretary at a fac-
tory where women weren't allowed in-
side.

a] love being an admin, and I've been
lucky for almost 35y ears to work in a
field | love,° he says today.

Ind eed, they may be a statistical rar-
ity, but men in the administrative field
hold some of the profession's most
challenging, exciting jobs and say they
can'timagine doing anything else.

Men m ake up only 1 percent of mem-

bers in the International Association of

Administrative Professionals (IAAP), the

trade organization, and no more than 5

percent of the total US population of sec-
retaries/ administrative assistants, says
Rick Stroud, IAAP's communications
manager.

aThe main reason the profession is fe-
male-dominated is that secretaries have
traditionally been female, at | east for the
last 70 y ears or so, beginning when

women entered the office workforce in
large numbers,° he says. 2Before that,
secretaries were almost alway s men.°

Joe Carpenter, CPS, Cape Fear

to have a guy organizing and running
their lives.°

When Greg Causey, CPS, entered the
field in 1993 , he was the only male
admin employed by the Atlanta Comm it-
tee for the Olympic Games. Since then,
he's provided administrative support for
CBS, ABC and MTV. He curre ntly is an
executive coordinator for A tlanta-based
cable TV giant ComCast Corp., su pport-
ing two high-level executives and seven
vice presidents, most of whom are male.

Despite the scarcity of men in
these positions, women should ex-
pectto see more of them competing
for administrative jobs. The nature of
the profession is changing as respon-
sibiliti es increase, techn ology ad-
vances, teamwork b ecomes more im-
portant and admins take on more
managerial duties, says Ronald
Hyman CPS, president of IAAP's Flor-
ida Division. @Men find the techno-
logical side to the profession m ore
likable than typewriters or mimeo-
graphs,°says Hyman.

2|'ve worked for anumber of female
executives,® says Causey. 2The only thing
| had to stand ba ck and tak e notice of is
thatit seemed to threaten a lot of males
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Charter Members .
Meets First Tuesday Each Month

Marine Federal Credit Union
4180 Western Blvd., Extension (Rear Entrance)
Jacksonville, NC

Norma Bain, CPS
Jones-Onslow Electric Membership Corp.

~ KarenBeblo 5:30 pm — 5:45 pm (networking)
Marine Federal Credit Union 5:45 pm — 7:00 pm (chapter business/education)
Sabrina Berry
DEL Laboratories, Inc. Benefits of attending include
Brenda Brown - Tips and techniques to apply immediately
Onslow County Health Department - Increased credibility

Get an edge on others

Cynthia Burle
y y Stay on top of your profession

Onslow County Planning & Development
Become visible to others

Julie Clark - Networking with other administrative professionals in our area

Marine Corps Base, Camp Lejeune )
What you will learn

Candace Day

P ®
City of Jacksonville How membership in IAAP™ can enhance your career

How others in your profession deal with work stresses

Debbie Earley, CPS - Resources to assist in continuing education
Jones-Onslow Electric Membership Corp. - What CPS and CAP stand for and what attaining this distinction can do for you
Future activities to develop and sustain the JOL Chapter

Debra Forney How to join this professional organization

City of Jacksonville
Who may attend

Tina Glover
Marine Federal Credit Union All administrative staff including:
Administrative Assistants
Sholanthé Gordon - Customer Service Representatives
City of Jacksonville : Technical Support Personnel
Adrienne James Financial Systems Support Staff
Greater Jacksonville/Onslow : Business Educators and Students
Chamber of Commerce - Data Entry Specialists

) A newly relocated member
Opal Kight

. . A member at large
Jones-Onslow Electric Membership Corp. g

Anyone who just wants to know what the association is all about
Daisy Kiley

2nd Marine Division, Camp Lejeune 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
Betty McGough JOL chapter member will gladly contact you with more information and welcome

Marine Federal Credit Union you to your first meeting.

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 www.iaap-hq.org Meet new people,

www.iaap-nc.org even if they look different from you
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