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Working with Humor
By Cynthia Burley

Daisy began the night's program by sharing a little family history and
some insight of her 92-year-old dad. She did this to set the stage for the
topic of the night’s discussion — Gelotology not Jell-O. Gelotology is the
study of humor.

Type the word gelotology, and your spell-checker will flag it. Look
it up in the dictionary, and you won't find it. Gelotology is a new field
of scientific study, although its subject is as old as humankind itself.
When the first Neanderthal slipped on a pile of dino dung, to the

Lejeune, NC.

monkey-like outburst of laughter of his fellow troglodytes, the seeds of gelotology were
planted. Gelotologists are serious people who study laughter, and they'd be the first to

tell you that the result of their research is very much a laughing matter.

Different generations may see another generation’s “humor” as not politically correct.

Familiar groups, i.e. families, close friends, coworkers, etc. can make jokes amongst

themselves that may make one cry but those outside the group might become offended
or insulted at the group’s sense of humor. That is why it is important to know what is of-

ten considered an
unacceptable form of humor:

Ethnic. Making fun of someone’s ethnic, racial, religious or cultural background is in-

sulting.
Cruel. It hurts others’ feelings.

Sarcasm. A joyless form of humor; it's actually a form of pessimism, negativity and/or

(Working with Humor continued on page 2)
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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 Union (MFCU), 4180
Western Blvd. Extension (rear entrance).

January 2006

- Tuesday, January 3, 2006, JOL Chapter
meeting. Agenda to include an education
program “Identify Theft" presented by
Frank Davis, Senior Manager of Security,
Marine Federal Credit Union, Jackson-
ville, NC.

(Points continued on page 2)
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(Working with Humor continued from page 1)

cloaked aggression. In small doses between
spouses or close friends, this may be
tolerable.

Nonstop humor. Humor is a matter of bal-
ance and those making a joke out of everything
becomes tiresome and hard to get to know.

Individuals who try to hide hurt or pain may do
this.

Distraction. It's not okay to use humor to
avoid facing a serious issue. Some things are just not funny!

When stressed, try to find the absurdity in the situation. EVERY
situation has an absurdity angle. If you can find it, and give it your
own Mona Lisa smile (coolly serious face with the mildly amused in-
terior), you can survive just about anything.

Find a way to deal with people who are insulting by using humor at
an appropriate time. For example, your mother-in-law may con-
stantly find you “not good enough” for her son, so turn the insults
around. When she says, “How old are you? You look forty-years
old”. You say “Why, thank you. I'm actually forty-five years old.”
This will help relieve stress and possibly change or make the insulter
think about what or how they are saying what they say.

Human Development. It is funny when...infants and children are
discovering their world, boosting their self-assertiveness or toilet
training humor. When preteens and teens are experiencing that
awkward and tense stage of their life. Anything adults find off-limits;
or when adults having dealt with tragedy and success...mature hu-
mor (aging)...mother-in-law jokes.

Laughter and Health . Laughter brings balance to the immune
system, reduces stress hormones, acts as a safety valve. Laughter
increases Immunoglobin A, which defends against infectious organ-
isms. A long bout of laughter gives your diaphragm and abdominal,
respiratory, facial, leg and back muscles a workout. Not surprising if
you are exhausted after a long hard laugh...you have just had an
actual aerobic workout!

The Psychological Benefits of Laughter. People often store
negative emotions (i.e. anger, sadness, and fear) rather than ex-
pressing them. Laughter is a way to harmlessly release these emo-
tions. It's cathartic.

Laughter verse Humor.  Most laughter is NOT about humor; it's
about RELATIONSHIPS between people. Often laughter communi-
cates playful intent. It can be bonding, but it can be negative too.
There is a big difference between laughing WITH and laughing AT.
People who laugh at others may be trying to force others to conform
or cast them out of a group (middle school clique of girls)

Before making jokes know your audience
Social sensitivity
Think about it before you say it
Is humor in the “Ear of the Be-Hearer"?
The old, “stick your foot in your mouth”...is there room to forgive
and learn.

Tips for adding humor in your life
Figure out what makes you laugh and do it (or read it or watch it)
more often.
Surround yourself with funny people — be with them every
chance you get.
Develop your own sense of humor. Maybe take a class and
learn about what's funny to YOU. Be funny every chance you

Page 2

(Points continued from page 1)
February 2006

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

March 2006

- Saturday-Sunday, March 4-5, 2006, Leadership Development
and Education Forum, Clemmons, N.C. More details in January
2006.

- 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.

CREATIVE RESOURCES

PROFESSIONAL ADMINISTRATIVE AND
OFFICE SUPPORT SERVICES
DESKTOP PUBLISHING- RESUMES- FLYERS- NEWSLETTERS
BUSINESS CARDS- DATA ENTRY — BROCHURES- NOTARY PUBLIC

Supporting Businesses, Entrepreneurs and Individual
Vir tually...since 199¢

Alana Daniels, Virtual Assistant Phone (910) 554-9846
Email: Alana@TheAdminOffice.com Fax(910) 353-0986

Web Office Address: www.TheAdminOffice.com

JAPPY Mg veu

The members of the
JOL Chapter of IAAP
hope that all of your
wishes, dreams, goals
and milestones are
realized in the
upcoming yeatr.
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Desktop Dining Etiquette
by Heidi LaFleche
Monster Contributing Writer

Hungry for career advancement? If you're like most busi-
ness achievers, you're long on work hours, short on lunch-
time.

Any desk jockey who's worked through lunch (and dinner)
knows the desktop isn't just a place for your computer, phone
and family photos. It's also a makeshift table. Nothing brings
comfort during a hard day at the office like a slice of pizza
and a bag of Doritos. Add some Red Bull and M&M's to the
mix, and you're fueled up for success. Right? Not so fast,
Doritos Breath.

Work Shouldn't Stink.  We've all been caught with
crumbs in our keyboards. But is eating at our desks appropri-
ate? Hold onto your stomachs. In Business Etiquette: 101
Ways to Conduct Business with Charm and Savvy, Ann
Marie Sabath sticks a fork in desktop dining. From her
"Twelve Commandments of Cubicle Etiquette™:

"Thou shalt keep snacking to a minimum. (Your cubicle
should not look or smell like a mini-cafeteria.)"

Jodi R. R. Smith, president of Mannersmith Etiquette Con-
sulting, concurs. "Smell is number one," she says. "If you go
to the Korean place down the street and bring back a stinky
pot of tofu or if you microwave popcorn, it stinks up the whole
office. Most office buildings don't have windows that open, so
you're sentencing your coworkers to a two-hour wafting pe-
riod if you have a fragrant lunch. Unless you're standing in
front of your desk, you shouldn't be able to smell your lunch."”

Etiquette Entrees. This menu of guidelines will keep your
belly full and your reputation minty-fresh:

Don't Eat in Front of Customers.  "Some companies
frown upon employees brown-bagging lunch," Smith
says. "Watch what's going on. Is the boss eating at his or
her desk? What are other people at your level doing? If
you're around customers, eating at your desk is not a
good idea." Smith recommends the break room, an
empty conference room, a park bench or closing your of-
fice door. "Watching someone chomp down on a tuna
sandwich is not a pretty sight," she says.

Clean Up Your Mess (AKA Your Mother Doesn't Work
Here). Smith observes that many IT people can't break
to eat in the middle of writing code. "They get bagel
seeds in their keyboards and then spend 45 minutes vac-
uuming them out," she says. If you must eat at your
desk, wipe it down with Windex afterwards, and don't put
garbage in your barrel. "Bring it to the kitchen where the
trash is emptied every night,” Smith suggests.

Desktop Breakfast? Wake Up. Some employers expect
you working at your desk at 9 a.m., not arriving and then
going to the cafeteria for an egg sandwich. "If you're eat-
ing a doughnut at your desk, you're not working," Smith
says. "The boss could think you don't have your act to-
gether. Be aware of your environment and perceptions."

Breaking Bread Together Is Good Business. When the
pressure's on, sometimes lunch is the nearest vending ma-
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chine. But take the time to occasionally dine out with co-
workers. "Lunchtime is social time," Smith says -- a time to
connect and build networks outside of the office grind. Ac-
cording to Alan Bailey, Consultant, Facilitator and Re-
searcher, “Although | feel the workplace should be friendly
and possess an atmosphere that encourages cooperation,
teamwork, etc., it is still a place of business and people
should behave professionally at all times. Managers who
strive to be “friends” with employees supervised by them of-
ten have discipline and morale problems within their areas.
In a nutshell, discipline problems because it is difficult to en-
force policies and not show favoritism towards friends and
morale problems when employees outside of the clique feel
isolated and/or feel they are not treated fairly.

Lunches and dinners are excellent times to celebrate ac-
complishments, network, enhance teambuilding skills, but
are more effective when all members of the unit are invited
to attend (and they should feel welcomed to attend as well —
for instance, dinner at a popular restaurant opposed to an
individual's home). Employees want to be treated fairly in
the workplace, especially by their supervisor, and a policy of
no one-on-one/clique fraternization is one way of keeping
the playing field level.”

Key Insight: The Candy Jar. Don't keep a candy jar on
your desk unless you want to attract a steady stream of co-
workers like ants to a picnic. (And if you must share candy,
make it chocolate).

Quick Tip: Brush Your Teeth.  Keep a toothbrush and
toothpaste in your desk drawer, and use them. Nothing puts
the kibosh on a killer presentation like a spinach smile.
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You Can If You Really Want To!
By Beverly Scruggs CPS/CAP
Gastonia Chapter of IAAP

To do anything, you must be motivated. Motivation starts
with the desire for the freedom to do what you want to do,
whether it's making more money, or to get a better job, an
education, or certification. There are 3 elements of motiva-
tion:

A need, a vision, or adream . Your vision will include

ideas, projects, goals, and the creativity to develop them.

A love-to-learn lifestyle . This type of lifestyle is willing to

accept risks and seeks new opportunities.

A desire to overcome barriers . This desire allows you to

bounce back from discouragement and to learn

from failure. Sometimes, it requires starting

again at number one.

If any one of these 3 elements is missing, motiva-
tion is lost. For example:

If you like to be creative and love to learn, but '

can't face up to failure, you will not go back and try
again. Persistent motivation is associated with
bouncing back from failure.

l"
If you have a unique idea but don't like tak- "
ing risks, ideas are all you'll ever have.

There must be something in your life that turns

you on. Some people work harder at finding it

than others.

To begin, you need a vision of what you want to do or
achieve. According to neuroscientist lan Robertson, mental
practice can actually increase real-world performance. For
example, it's been proven that people, who practice piano
scales mentally, while sitting at a table or desk, play better
when they’re actually performing.

Too often, we think of what could go wrong instead of what
could go right. If you visualize failure, you're more likely to
mess up during the real thing. How much more could you
achieve by following the example of Olympic athletes, who
block all thoughts of failing and only see themselves perform-
ing perfectly. Another word for this is fantasizing. Fantasiz-
ing is creating pictures in your mind of how you would react to
events if your dream were real. Picture yourself sitting in the
CPS or CAP examination room and completing each part of
the test with all correct answers. Having a vision and men-
tally picturing yourself succeeding can help you get better re-
sults in whatever you do. Fantasizing prepares your mind to
accept opportunity when it arrives.

Opportunity. What would you do if you were faced with a
“sudden opportunity”? Remember, no one knows his or her
true abilities until he or she have opportunity and take risk.
The rewards of risk are endless. Picture yourself in this
imaginary situation:

Jesse is flying you to a conference in his private plane.
The plane is on autopilot, so the two of you are relaxed, dis-
cussing the conference and commenting on the nice weather.
Suddenly, Jesse leans back and passes out. He ate too
many chocolate chip cookies or something. However, you
are faced with a sudden opportunity. You must learn to fly
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the airplane and land it without an instructor. What is your
reaction?

Sudden opportunity comes with reactions related to
risk, fear, and failure. It is your decision to risk all by tak-
ing control of the plane. What about your trembling body?
You have to take control of that, too. What if you fail? If
you don't try, it's automatic failure. Trying gives you a
chance. How much of a chance depends on how well you
control your emotions.

If you were in the habit of taking on projects and finish-
ing them, you have an excellent chance of landing the air-
plane and surviving. Starting and finishing projects builds
confidence. Confidence is the ability to control our emo-
tions. The problem is, we don’t know how we will react
until we are in a stressful situation. The only way to find

out is to jump into projects that are way over our heads.
Well, in an airplane, at 10,000 feet, without a pilot, WE
ARE IN OVER OUR HEADS! Taking aggressive action
is the only way out.
People who avoid projects or quit at the first
sign of conflict may never take the airplane
- off of autopilot. They avoid taking risks.
The results are predetermined. However,
you have decided to circle the plane to learn
how to use the controls. You push the throttle in

" and out to get the feel of its response, turn the

steering wheel to get the feel of turning, and push
the wheel in and out to get a feel of climbing and drop-
ping. Training is over when the fuel is low. It is time to
land.

A few feet off the ground, you cut the throttle and pull
back on the stick. The stall buzzer sounds and the plane
hit the ground hard. A crosswind spins the plane and it
comes to a halt on the side of the runway. There is dam-
age to the plane, but you and Jesse are all right. After you
have had time to calm down, what is your reaction? Your
self-esteem will be at 10,000 feet. Positive self-esteem is
the result of being able to do what others haven't done.
This experience will become a turning point in your life and
will bring many rewarding benefits.

However, there are pitfalls for the inexperienced risk
taker. When an inexperienced person observes a profes-
sional achieving results, they think, “I can do that; look
how easy it is.” If they try to do the same thing, they soon
discover that success is the result of hard work and persis-
tence. This is why people fall for get-rich-quick offers.
They are presented in a way that looks simple and easy,
only to discover it does not work that way.

The hard work begins with setting goals. It's vitally im-
portant to set a goal, such as achieving the CPS or CAP,
and strive to achieve that goal no matter how long it takes.

Unfortunately, we don’t always achieve what we set out
to do on the first try. Failure can be positive or negative,
but it's always a learning tool. When Thomas Edison in-
vented the light bulb, it is reported that he tried 1,000
times before he found a way to burn a steel wire white hot
and did not burn up. A thousand failures is not motivating

(You Can...continued on page 5)
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(You Can...continued from page 4)
and does not make one feel good. So what kept him bounc-
ing back from repeated failure? A desire to explore, to learn,
and to do the impossible kept him bouncing back. He loved
the challenge and accepted the disappointments. The real
winners in life tolerate failure and the agony it produces.
Those who are willing to take risks and lose achieve suc-
cess. Thomas Edison used discouragement as a stepping-
stone to achievement.

Steve Case, CEO of America on Line, said it this way: ‘I
want to find people who have had to work hard and who
have learned from their failures. Perseverance is no guar-
antee you'll succeed, but without it, it's almost guaranteed
you won't.”

Beverly left the audience with 7 rules of motivation:

Set a major goal, but follow the path. ~ The path has
mini (small, m-i-n-i) goals that go in many (m-a-n-y) direc-
tions. When you learn to succeed at mini (small, m-i-n-i)
goals, you will be motivated to challenge grand goals.

Finish what you start. A half-finished goal or project is
of no use to anyone. Quitting is a habit. Develop the habit of
finishing self-motivated projects.

Socialize with others of similar interests.
port is motivating.

Harmonize your natural talent with interest that mo  ti-
vates. A talent or skill that comes to you naturally creates
motivation, motivation creates persistence, and persistence
gets the job done.

Increase your knowledge of subjects that inspire.

The more we know about a subject, the more we want to
learn about it. And that builds confidence.

Take risks. Failure and bouncing back are elements of
motivation. No one has ever succeeded at anything worth-
while without a string of failures.

Learn how to learn. Dependency on others for knowl-
edge is a slow, time-consuming process. We have the abil-
ity to learn without instructors. In fact, when we learn the art
of self-education, we will find, if not create, opportunity to
find success beyond our wildest dreams.

Mutual sup-

Charles F. Mayhue I, a student at Coastal Carolina Commu-
nity College, was the winner of the Home for the
Holiday Gas Card Raffle.
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Are You Getting Paid?

Financial analysts say that we
should at a minimum pay ourselves
our first hour's wage each work day
and put this amount aside for retire-
ment.

If your hourly wage is $8.00 and
you work 5 days a week for 52
weeks in a year then after a year
you should have put away $2,080 towards your retirement.

For those closer to retirement you may have
to sock away a little extra. But, it is a great con-
cept to instill in younger ones just starting out.

When you get a pay increase instead of
spending the increase try continuing to live on
the same wages you earned before the increase
and put away the extra money you are now earn-
ing. You will reap the benefits in your retirement
years.

Your Organization Needs

“Joining together is a beginning, staying together is progress,
working together is success!”
- Henry Ford

The JOL chapter currently has ten committees however not all
are contiguously active. Each committee has a chairperson or
co-chairpersons. For continuity purposes members are ex-
pected to serve at least a year from July to June. JOL'’s current
committees are:

Bylaws and Standing Rules
Nomination
Installation
- Media/Newsletter/Website
- Membership
- Program
- Ways and Means
. CPS®ICAP® Service and Education
. Community Services and Social
- Budget

Budget. Bean counters, penny pinchers, or the group that
knows how to say “no” in ten different ways. However, it
sometimes take this for an organization’s budget may not be
able to handle all the great ideas that members want to put
into place.

How many times have you heard the question “Do you
think money grows on trees?” If you know how to stretch a
dollar then you may fit in well with this committee. This com-
mittee works closely with the Treasurer and submits to the
Board of Directors and the members semi-annual compara-
tive financial reports showing actual expenditures, and mon-
ies raised compared with the annual budget.

Lighthouse News
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For Valentine Day Raffle tickets Contact Any JOL Me

Norma Bain CPS
Jones-Onslow Electric Membership Corp.

Karen Beblo
Marine Federal Credit Union

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.
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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

Opal Kight
Jones-Onslow Electric Membership Corp.

Linder Morton

Jones-Onslow Electric Membership Corp.

mber Below

Daisy Kiley
2nd Marine Division, Camp Lejeune

Karen Ruble
Marine Federal Credit Union

Linder Morton
Jones-Onslow Electric Membership
Corp.

Donna West
Onslow County Health Department
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Officers 2005 - 2006

President
Sholanthé Gordon
Coastal Carolina Community College

President-Elect
Cynthia Burley
Onslow County Planning & Development

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
Onslow County Planning & Development

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

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

WWW.I_aap-hq.org Part 4 of the CAP exam is administered on Friday after-
Wwww.laap-nc.org noon, Parts 1-3 of the CPS and CAP exams are adminis-
tered on Saturday.
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