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Benefits of Massage
Jada Bell

goes down and is forced back up through our
body). Massage helps to manually facilitate
this process, increasing circulation and
stimulates the lymphatic system to work more
efficiently. This is why water is offered after a
massage to help “flush” out the waste by-
products.”

Pain Relief & Muscle ReleaseThe two go
hand-in-hand. With muscle tension comes
pain, whether it is be from headaches, specific
co-owner of Associates of Massage. She muscular tightness, or just overall soreness.
is a Nationally Licensed Massage & Body- Massage manually releases muscle tightness
work Therapist and a Medical Massage Pracmanipulating the soft tissues using trained tecl
titioner and she has an Associates Degree imiques along with knowledge of the anatomy
Therapeutic Massage. and physiology of the musculoskeletal system.
When stress hormones are activated our mus-
In her presentation she explained how there qjes can contract and tighten causing pain.
were several benefits of Massage Therapy afhssage works to release serotonin and endo
focused on the top three benefits: RelaxaﬂOBhins to block pain and activate our nervous

& Stress relief, Toxin Release & Circulation;
and Pain Relief & Muscle Release. system to reverse the damage and help our
body recover.

A very special presentation was given
at the December JOL meeting entitled
“Benefits of Massage” by Jada Bell,

Relaxation & Stress Relieflt has been The list of th ic benefits is a |
shown that massage helps to release and in- e list of therapeutic benetits Is a long one,

crease serotonin levels, helping to bring caln@nd there are a wide variety of techniques tha

ing state of relaxation which in turn decreasedl® Used to address specific conditions. While

stress. Why the big deal about stress? Stre§3assage is not the cure for anything... the key

increases blood pressure and lowers our im-IS to remember the relationShip that exists be-

mune system leaving us tween the body and mind, and not to underest

vulnerable to illness. When you receive mate the power of touch. For more informatiol

a regular massage, the goal is to increase about research conducted on the use of touch

serotonin, decrease stress and maintaina and massage therapy visit:

healthy state, both physically and emotion- www.miami.edu/touch-research

ally. Appointments can be made by calling Jada at
358-0675 or through her website at

Toxin Release & Circulation:In our bodies Www_iadabe||4massaqe_coMssociateS of

we have a lymphatic system; it acts as the \13ssage is located at 1703 Country Club Rd,
filter for waste products in our blood stream. gite 101 in Jacksonville.

The way blood, nutrients and waste is pumpe
through our body’s circulation (everything




“Can u hlp me plz?"— A guide to business email etiquette.

Are the emails you send really appropriate to a business context? Firmbouthe unspoken rules
which govern email etiquette. By Thomas West

The dawn of the Internet has led to a revolution in the way we communichteaght other in both

our personal and professional lives. Documents, figures and graphs that naeiltboe taken days

to travel through the postal system can now be sent instantaneously througpagbet the click of

mouse. This factor has helped to make email the most wildly used comnaminathanism in modern business. However it
is important to remember that whilst one of the main attractions of Enitaiconvenience, hurried, poorly written or badly
thought out emails can be extremely damaging in a business context. Justessbaters follow conventions and etiquette,
the format of business emails follows a subtler, but equally importaot sdes. Below is a guide on how to write effective
and professional emails that will get the results you desire more quitkigoaveniently.

The Subject Line

Whilst this often seems somewhat trivial, a good subject heading is dmermobst important parts of any email and acts much

like the headline of a newspaper article, competing for attention in yopiergts inbox. Always ensure that the subject line of

your email is direct and relevant to the message. Given the huge amountletigghanodern business people receive every-

day, emails that arrive entitlédo subject” or “Hi” can be deeply frustrating, and may be looked over in favor of other emails

which make their intentions clearer. If practical, try to include reqaicgidns such a¥xpenses form — please reviensut

avoid making the heading too long. These fields are not emails in thesseld if your Subject Line is so long that falls out of
the side of the recipient’s inbox, they will have to open the emaillyoread it, thus defeating its purpose
as a headline.

Formality
Whilst emails, even in a business context, are less formal than,latiegsement of formality is advisable.
Although it has now become acceptable in most instances to address even those dweynot written
to before by their first name (particularly if you are replying to an efmwai them), you should always
use thé'Dear” prefix when addressing someone for the first time (Bgar Tim” not just“Tim" ). If
the email is particularly important, it is often advisable to reteettie“Dear Mr / Mrs” format just to be on the safe side.
Always remember to sign your name, even if it is implied in your email asjdred included contact details.

Tone

When speaking directly to each other, various external factors such as wimeaind body language confirm that our words
are being interpreted as they should be. This is not the case with emaitbus every effort must be made to ensure that the
words you have chosen do not carry any unintended emotional connotations. Trrg teadimail from the point of view of
someone who does not know the thought process behind the message, and check thati goundsuld like it to. You
should take exactly the same care over this as you would over a busieess lett

Language

Whilst the level of formality of your language will depend on the natureeoémail and seniority of the recipient, always avoid
using instant messaging abbreviations sual @&z, coztc. Even when writing to someone you write to often, these abbrevia-
tions can carry the connotation that the reader is not important enough to bdthgrtihe whole word. Remember to always
check your spelling and proof read for mistakes your spell checker may miss

Anything else?

Remember that business emails form chains and are often forwarded toeaibier Be careful what you write even to your
closest colleges lest your boss discovers it copied at the bottom of arlnggEemails a week later. Precisely for this reason,
it is usually considered polite to check with the original sender if pimmnd to forward their message to anyone else. If you add
recipients to a group email list mid way through a conversation chain, endueuhamail states who has been added. This
both helps to avoid embarrassing others on the list, as well as nregsgber respondents that those who are copied in are
copied in for a reason. Finally, remember that whilst formality and cguatesmportant, emails are not meant to be novels,
and that you should keep your message as direct and relevant as possdséndrtiese basic rules should ensure that your
emails are received, understood and acted on quickly, ensuring that emaikrarmaéeful tool, and not a loathsome burden.
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Ten Signs You Should Keep Your Job
— Norma Mushkat Gaffin

In this economy, many workers are still nervoustdlbieeir jobs. If
you can't log in to your work email account, youtrere likely to
think you've been laid off than there's some sbeooputer glitch.
Relax. Instead of looking for red flags, watch tieese 10 signs that
could tell you you're fine right where you are.

1. You're Happy

We're not talking mere complacency here, but genbappiness. If
you're happy, you're going to be more producting, that will impac
the company's (and your own) bottom line.

2. You're Learning

You can race up the corporate ladder with agibty, if you don't
learn anything on the way, you won't enjoy a leggitay. Anything
you learn is another bullet on your resume.

3. The Company Is Hiring

This is not the hiring you saw in the '90s, bubheatthe new and im-
proved smart hiring that will help your company grethe next level.
You want to see your employer putting new employetspositions
that directly support the company's goals.

4. The Company Listens to Its Workers

Employees are often a company's most valuable.dbpebcesses
don't work or morale is low, the workers are the®to know. But
remember: Decisions are based on the big picturghamay include
some facts every employee cannot be privy to.

5. The Company Has a Plan

Does your employer have a mission and clear gdéalgfere a plan
for reaching those goals? Clarity is importantdeery worker, and
it's even more important for the larger business.

6. The Company Fixes Its Problems

Everyone makes mistakes, and true virtue lies im theey're cor-
rected. If your company actively tries to mendlfighen you know
it's getting ready for the long haul.

7. The Company Promotes from Within

This goes back to employees being a company's stiggset. Does
your company reward its workers and promote acogig? That
shows the company is willing to invest in you, adir investment i
the company could have a payoff.

8. The Company Is Open About Its Financials

If your company shares only its successes, bewaraf your em-
ployer shares information around profits and li&sinviting you to
be a partner and is empowering you with the infaimmayou need to
help.

9. Your Accomplishments and Contributions Are Notied and
Valued

Do you get credit for the work you do? No one sticag taken for
granted. If your employer notes your accomplishmmeydu're more
likely to move up or be able to take on more chmgjiag projects.
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10. You Look Forward to Monday

Everyone enjoys a day off, but do you look forwardeturning
to work? Whether it's your job, your colleagueshar office cul-
ture, if there's something that stops you from dirgaMondays,
you've struck career gold.

Improve Your Situation
If you realize your current employer and positioa aot right for
you, you need to take some action. Start with tiiesesteps:

1. What's Wrong?

Are you unhappy with your current job, or are yomcerned for
your company's future? You need to determine thesatiprob-
lem before you can find a solution.

2. Assessments

Introspection can only lead to more clarity wheoarycareer is
concerned. Look into taking career assessmentstovkr where
your interests and aptitudes meet, and determira type of
workplace culture would be best for you.

3. Update Your Resume

Even if you're completely content in your curreasiion, you
should always keep your resume updated. You nevew kvhat
might happen next, even at a thriving company.

4. Network

Talking to people is one of the best ways to ledrout job open-
ings or even a new field you had never considevegdurself.
Don't just join professional organizations, butameactive mem-
ber. You need to put yourself out there and takeesdsks to
find the job that's right for you.

This article originally appeared on Monster.com.

Try This with Your Cell
Phone...

Need a phone number? Avoid cell carrier charges!

Call 1-800-373-3411 (1-800-FREE-411). Once you've
listened to a 20 second ad, the service will look up a

number for you for free.

If you text message, Google will get the number for you.
Send a message to "46645" (or Google). Inthe  message,
type what you are looking for—"Lucy Merriam,  Secaucus,
NJ" or "printing services 45056." Google will send back a
name, address and phone number. You can also use this
service to get stock quotes, weather conditions, definitions
of words or for currency conversion.
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More Reminder Time Laughter Can Be The BEST Medicine!

Do you use MS Outlook's calendar feature with its remindefs Laughter can be a great workout for your diaphragm,
for appointments? abdominal, respiratory, facial, leg and back muscles.

It is estimated that hearty laughter can burn calories equiva-

| don't know about you, but | love that | can set Outlook to ge- . . . : :
lent to several minutes on a rowing machine or exercise bike

mind me of upcoming events before they're scheduled to
happen. But, as much as | like the reminder messages, | flnd Good belly laughs can improve your health in a number of
the default reminder of 15 minutes before the appointmen isnways like:

really as much time as I'd like. What if you have some matgrials

to gather? Is 15 minutes really going to give you enough tifhe?R€dUCeS stress Improve brain functioning
Lowers blood pressure Protects the heart
As a result, I'm constantly changing that reminder time to Elevates mood Connects you to others

Whatever your preference, if you're always changing that rfp- And probably most important-Makes you feel good!
minder time, 1'd bet you've wished at least once that you c@UIG

change the default to something more useful to you. Maybg 38
minutes, an hour or maybe even a day. Whatever you chogsd, it
would certainly save the hassle of changing the time for aithat | ()| C)rriairriern
all your appointments.

If that's something you'd like to control, here's the "how to"§o
make those appointment reminders just a bit more useful.

ACIear)

In MS Outlook, go to th&ools menu,Options choice.
On thePreferencegab, look for theCalendar section.

Administrative Professionals Week
Commemorative Pin

-
?ﬁg«g‘ 'ﬁitg’ Each year, the Host Committee for the
.f:“ s 3" annual IAAP International Convention
Fo t and Education Forum offers a special
Administrative Professionals Week
commemorative lapel pin for sale as a
fundraiser to offset expenses involved
in hosting our international convention.

I A A P.
It's right here that you should see tiefault reminder" field.

Eitherselect a timefrom the drop down lisbr type in your

2008
own. ADMINISTRATIVE

FROFESSIONALS WEEKS.  The |apel pins are $5 each (U.S. funds
only; shipping and handling extra). Wearing this pin during
That's it! Next time you enter a new appointment into your fal- Administrative Professionals Week is an excellent

endar, you should find that the suggested reminder time hgs conversation starter" and a great way to support your pro-

changed to what you've set. Hopefully that's most useful tofyouf€Ssion and association. A printable order form will be
available at the JOL website soon.

Click theOK button.
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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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