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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 en-
trance). 
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January 2007  

· Thursday, January 11, 2007, JOL 
Chapter meeting.  JOL Chapter Busi-
ness and Planning meeting. 

 

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, Department of Juvenile Justice. 

· Friday-Saturday, February 23-24, 2007, 
NCD Leadership and Development 
Conference, Embassy Suites, Concord, 
NC.  Additional information available at 
www.iaap-nc.org. 

 

 
(Points continued on page 3) 
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Difference Between Run and Save ��

Acronyms Abound in Business ��

Change Changes ��

Project Management Success 
�

Reminder ��

APW®2007 Commemorative Pin ��

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

 

 

 

 

 

 

 
 

POB 847 
Jacksonville, NC  28541 
E-mail:  info@iaap-jol.org 

Website:  http://www.iaap-jol.org 
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Save the Date 
 

May 3, 2007   
4th Annual Administrative  
Professionals' Celebration 

 

  Marston Pavilion, Camp Lejeune   
Program Speaker   -    Glenda Doles     

�

�

 
Wow! What a way to end a professional 
presentation year!  Karen Thomas, Avery® 
Dennison Representative, presented an array 
of office products that really were the epit-
ome of how to work smarter and not harder 
during the “Business Solutions for Greater 
Productivity” program.  Not only were we 
able to see first hand many of the products 
offered by Avery but privileged to see some 
of the newest products. 
                                         

 

Product Catalog 
Highlighters  Labels  
Dividers Cards  
Media Labels  Photo ID   
Binders & Accessories 
Printable Crafts  Signs    

                          

                                             
It has been said a good presentation in-
cludes audience participation, we received a 
hands-on lesson using the very easy  tabs for 
file folders. 
 

 

 

 

Karen demonstrates 
the ease in creating 
multiple labels with 

Avery’s  
 

Avery® Wizard 3.0 Software for Micro-
soft® Office’s free download is a smart 
tool to have in your professional portfolio 
of office products. This software is useful 
in creating distinct presentations, business 
cards, and so many other documents often 
required of admins and small businesses.  
There are also other free downloads and 
templates available on the website. 

One of my favorite Avery products is the 

.  This ingenious prod-
uct allows the user to create large signs or 
banners from an inkjet printer. 
 

I can’t tell it all but encourage you to visit 
www.avery.com to start the new year with 
professional, effective, proficient great 
results!�

Business Solutions For  
Greater Productivity 

 

by 
Cynthia Burley, JOL President  

Congratulations to Donna 
West, JOL Treasurer, on 
her recent career move     
from the Onslow County 
Health Department to the 

Department of Juvenile Justice with 
the State of North Carolina. 
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March 2007  

· Thursday, March 15, 2007, JOL Chapter meeting.  JOL Chap-
ter meeting agenda to include a program entitled “7 Habits of 
Highly Effective People”, presented by Michael Pisanai, Marine 
Corps Certified Facilitator. 

 

April 2007  

· Thursday, April 12, 2007, JOL Chapter meeting.  Program to  
be announced. 

· April 22-28, 2007, Administrative Professionals Week.  2007 
Theme: "Shaping the Future"   

· April 25, 2007, Administrative Professionals Day. 
 

May 2007 

· May 3, 2007, 4th Annual Administrative Professionals'  
  Celebration, Marston Pavilion, Camp Lejeune, Program   
  Speaker  -  Glenda Doles     
 

June 2007 

· June 8-10, 2007, 41st Annual N.C. Division Annual Meeting, 
City Hotel & Bistro, Greenville, N. C.  Room reservations may 
be made now by calling 252.355.8300 or toll free at 
877.271.2616 (ask for NCD-IAAP block of rooms).  For  

  additional information visit:  http://www.iaap-nc.org/xevents 

 

(Points continued from page 2) 
 
 

 

 

THE DIFFERENCE BETWEEN  
RUN AND SAVE 

 

David Samuel Thomas  
Worldstart.com 

 

When you are downloading a file off the internet you may get the 
option to "Run" or "Save". Either of these options will lead you to 
the setup for the program and install it on your computer, but the 
difference lies in where the setup file opens from.  
 

 
 
If you click "Save" you can specify where the setup file goes (My 
Downloads or the desktop). From there you could put it on a disk 
just in case you need to reinstall it or want to put it on another 
computer. 
 
 

By choosing "Run" the setup process starts once the setup file is 
downloaded to your temporary internet file. When you empty 
your temp file the setup download goes away. This is great if you 
aren't a download packrat, but you should be clearing out your 
temp files often or they can get clogged with downloads. 
 
 

Me? I usually download to my Desktop then delete after install or 
save to a Downloads folder or send to a disk. 
 
If you have Win XP and the file is zipped (.zip extension) you 
will get the option to "Save" or "Open" the folder.  
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In an effort to help members and guests strike a balance be-
tween home, work, and participation in professional  
organizations such as JOL, the monthly Chapter meeting dates 
have been changed. 

 

 

Effective October 2006 the JOL Chapter  
monthly meetings will be held on the  

2nd Thursday of each month. 
 

The meeting place and time remains unchanged: 
 

 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) 

 

Acronyms Abound in 
Business 

 

SED Update #2 
 

Acronyms are a part of every industry and business. The 
military, government, hospitals, and engineering are just a 
few that rely heavily on acronyms to communicate.  They 
have even invaded our personal lives since we IM our BFF 
or BMF. Translation...instant messages our best female 
friend or best male friend. 
 

What about IAAP—-we have our own set of acronyms that 
we use in our Association to expedite communications.  For 
example “CMAP” (Career Minded Administrative Profes-
sional), IC (institute for Certification) just to cite a couple.  I 
ran across a few more entertaining acronyms when I read an 
article by Megan Aemimer entitled “Avoid a CLM—-Office 
acronyms to help to talk the talk at work or school” which 
appeared on www.MSN.com on November 23, 2006.  
Megan wrote, “Whether you’re working in a giant corpora-
tion, a local mom-and-pop, or you’re toiling away toward 
your M.B.A., you’ll be more effective—or at least pretend to 
be—if you can talk the office talk. And more often than not, 
that talk is full of acronyms.” 
 

For instance have you ever 
used or heard some of the 
following ones that Ms. Ae-
mimer shares:  “BHNC (Big 
Hat No Cattle): Adapted 
from cowboy parlance. Used 
to describe someone who is 
all talk and no action, dull or 
self-important, and/or a poser. 
“She brags about her ‘fabulous’ job all the time, but she’s 
BHNC.” 
 

“CLM (Career-Limiting Move): A move that blocks your 
career path, or gets you fired, as in” “Wow, he made a real 
CLM when he showed up an hour late for the big pitch meet-
ing.” 
 

“PEBCAK (Problem Exists Between Chair and Key-
board):  Tech-speak used when the “problem” is within 
hearing range.  “I took a look at her machine and it is clearly 
a PEBCAK situation,” said one technician to the other.” 
Now when you overhear your IT department discussing a 
PEBCAK you are now in the know and can LOL. 

�

 

 

 

2007 OfficeTeam Administrative 
Excellence Award 

�

Know an outstanding administrative professional?  Here's your 
chance to recognize him or her for demonstrating continued 
commitment to leadership, education and operational 
efficiency!  
 
OfficeTeam has partnered with IAAP and Targeted Learning 
Corporation to bring you the third annual OfficeTeam 
Administrative Excellence Award, with  
support from Working Mother magazine, Microsoft Office 
Specialist Program and Dress For Success. 
 
To nominate someone or for more information,  
visit officeteamaward.com. 
 
Nominations are due by January 31, 2007.����
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Managing a project can be daunting. Whether planning 
your wedding, developing a new  website or building your 
dream house by the sea, you need to employ project man-
agement techniques to help you succeed. I’ll summarize the 
top 7 best practices at the heart of good project manage-
ment, which can help you to achieve project success. 
 

Define the Scope and Objectives 

Firstly, understand the project objectives. Suppose your 
boss asks you to organize a blood donor campaign, is the 
objective to get as much blood donated as possible? Or, is it 
to raise the local company profile? Deciding the real objec-
tives will help you plan the project.  Scope defines the 
boundary of the project. Is the organization of transport to 
take staff to the blood bank within scope?  Or, should staff 
make their own way there? Deciding what’s in or out of 
scope will determine the amount of work that needs per-
forming.  Understand who the stakeholders are, what they 
expect to be delivered, and enlist their support. Once 
you’ve defined the scope and objectives, get the stake-
holders to review and agree to them.   
 

Define the Deliverables 

You must define what will be delivered by the project.  If 
your project is an advertising campaign for a new chocolate 
bar, then one deliverable might be the artwork for an adver-

tisement. So, decide what tangible things will be delivered 
and document them in enough detail to enable someone else 
to produce them correctly and effectively.  Key stake-
holders must review the definition of deliverables and must 
agree they accurately reflect what must be delivered. 
 

Project Planning 

Planning requires that the project manager decides which 
people, resources and budget are required to complete the 
project.  You must define what activities are required to 
produce the deliverables using techniques such as “work 
breakdown structures”. You must estimate the time and 
effort required for each activity, dependencies between ac-
tivities and decide a realistic schedule to complete them. 
Involve the project team in estimating how long activities 
will take. Set milestones which indicate critical dates during 
the project. Write this into the project plan. Get the key 
stakeholders to review and agree to the plan. 
 

Communication 

Project plans are useless unless they’ve been communicated 
effectively to the project team. Every team member needs 
to know his or her responsibilities.  I once worked on a pro-
ject where the project manager sat in his office surrounded 
by huge paper schedules.  The problem was, nobody on his 
team knew what the tasks and milestones were because he 
hadn’t shared the plan with them. The project hit all kinds  

Find Project Management Success 
with the Top 7 Best Practices 

 

By Simon Buehring 

PA Enterprise 
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 control room at risk of flooding as well as many others. Risks  

will vary for each project but the main risks to a project must 
be identified as soon as possible. Plans must be made to avoid 
the risk, or, if the risk cannot be avoided, to mitigate the risk to 
lessen its impact if it occurs. This is known as risk manage-
ment. 

 

You don’t manage all risks because there could be too many 
and not all risks have the same impact.  

So, identify all risks, estimate the likeli-
hood of each risk occurring (1 = not 
likely, 2 =maybe likely,       3 = very 
likely). Estimate its impact on the project 
(1 = low, 2 =medium, 3 = high) and then 
multiply the two numbers together to give 
the risk factor. High risk factors indicate 
the severest risks. Manage the ten with the 
highest risk factors. Constantly review 
risks and lookout for new ones since they 
have a habit of occurring at any time. 
 

Not managing risks effectively is a com-
mon reason why projects fail. 

 

Summary 

Following these best practices cannot guarantee a successful 
project but they will provide a better chance of success.  Disre-
garding these best practices will almost certainly lead to pro-
ject failure. 

 

Continued from Page 5 

of problems with people doing activities they deemed   
important rather than doing the activities assigned by the 
project manager. 
 

Tracking and Reporting Project Progress 

Once your project is underway you must monitor and com-
pare the actual progress with the planned progress. You will 
need progress reports from pro-
ject team members. You should 
record variations between the 
actual and planned cost, sched-
ule and scope.  You should re-
port variations to your manager 
and key stakeholders and take 
corrective actions if variations 
get too large.  You can adjust 
the plan in many ways to get the 
project back on track but you 
will always end up juggling 
cost, scope and schedule. If the 
project manager changes one of 
these, then one or both of the 
other elements will inevitably need changing. It is juggling 
these three elements – known as the project triangle – that 
typically causes a project manager the most headaches! 
 

Change Management 

Stakeholders often change their mind about what must be 
delivered.  Sometimes the business environment changes 
after the project starts, so assumptions made at the beginning 
of the project may no longer be valid. This often means the 
scope or deliverables of the project need changing. If a pro-
ject manager accepted all changes into the project, the pro-
ject would inevitably go over budget, be late and might 
never be completed. 

By managing changes, the project manager can make deci-
sions about whether or not to incorporate the changes im-
mediately or in the future, or to reject them. This increases 
the chances of project success because the project manager 
controls how the changes are incorporated, can allocate 
resources accordingly and can plan when and how the 
changes are made.  Not managing changes effectively is of-
ten a reason why projects fail. 
 

Risk Management 

Risks are events that can adversely affect the successful out-
come of the project. I’ve worked on projects where risks 
have included staff lacking the technical skills to perform 
the work, hardware not being delivered on time and the  

 

Two of International President Chandler’s 
5 C’s are Connectivity and Communication.  
In order to keep all members informed of 
activities, programs, and meetings in  their  

areas, it is VERY important to make sure you 
check your contact information and ensure that it is 
up-to-date and correct with IAAP’s International 
Headquarters.  If you have changed jobs, moved, 
have a new e-mail address, etc., go to the web site 
and update your contact information, and then in-
form your chapter or division.  Help your division 
and chapter leaders Connect and Communicate 
with you. 
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(place your organization’s order today) 

http://www.iaap-hq.org/APW/APW_2007_Pin_Info.htm 



 

 

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 

Department of Juvenile Justice 

 

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  

 

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.   
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www.iaap-hq.org 

www.iaap-nc.org 

Www.iaap-jol.org 

Exam Dates Application Deadline 

11/3-4/06 8/15/06 

5/4-5/07 2/15/07 

11/2-3/07 8/15/07 

5/2-3/08 2/15/08 

11/7-8/08 08/15/08 

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

Certify Your Credibility 

Future CPS®/CAP® Exam 


