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Points of Interests

Why Not Certify?

We all have them. Reasons . Reasons not to
go to the gym to work out even though we know it
is the best thing for us. Reasons not to return to

school to advance our career.

Norma Bain CPS along with Hallmark’s Maxine
shared eleven reasons an Administrative Profes-
sional might give for NOT seeking Certified Pro-
fessional Secretary® (CPS®) or Certified Adminis-

trative Professional® (CAP®) certification.

My company is financially stable and will be
. On the other hand, look
at Arthur Andersen and Enron. Enron went from

around for a long time
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Brenda Brown CAP, Editor
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Norma Bain CPS
Executive Assistant
Jones-Onslow Electric Membership Corp.

85,000 worldwide employees to 200 in a very

short span of time. Who saw that coming?

I have dedicated 10 wonderful years to my employer.

ployer let me go.

No way will my em-

Here is a quote from the web, “I was told bluntly by a manager that

The JOL Chapter meets the first Tuesday of
each month, 5:30 pm -7:00 pm, Marine Fed-
eral Credit Union (MFCU), 4180 Western
Blvd. Extension (rear entrance).

with the money they paid me, they could go and hire three new employees”. How
confident do you feel now?

My boss can’t do without me - certification or not. Don't kid yourself....anyone
that has worked in the business world for an extended length of time has seen “super

JOL Chapter meetings are free and stars” leave thinking that the business will have to close its door after the “super star

open to everyone
July 2006

- Tuesday, June 6, 2006, JOL Chapter meet-

ing will not have an educational program

scheduled due to transitioning to new offi-

cers and committee members.

August 2006

- Tuesday, August 1, 2006, JOL Chapter
meeting. JOL Chapter meeting agenda to
include a program entitled “Disaster Prepar-

(Points continued on page 2)

leaves. The business didn't even skip a beat. Life went on without the “super star”.
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7 or My name is Miriam
§ f;g‘,‘ Claire Appleton. | was
L= | born and raised in Bur-
| lington, New Jersey

and a graduate of Bur-

lington City High

School. | have been
working in the secretarial field for thirty-
seven years.

| am presently employed at Campbell
University, Camp Lejeune Campus. |
have worked for the University for almost
ten years. My original job title was Data
Entry, but have recently been upgraded to
Information Systems Specialist.

My husband is the Commanding Officer
of the Jacksonville Young Marines; and |
am his Adjutant.

I married David R. Appleton on Novem-

(Why Not Certify? continued on page 2)

JOL Lighthouse - Miriam Appleton

ber 1, 1972. This November we will cele-
brate our thirty-fourth anniversary. We
have two daughters, and one son. We
have three beautiful granddaughters. My
daughters live in Jacksonville; and my
son is presently attending boot camp at
Parris Island, South Carolina.

My husband was in the Marine Corps
for twenty-three years. We have been sta-
tioned at Camp Lejeune, North Carolina;
Albany, Georgia; Millington, Tennessee;
Twenty-nine Palms, California; Ft. Mon-
mouth, New Jersey; and Okinawa, Japan.

My hobbies include: oil painting, water-
colors, tole art, arts and crafts, and stained
glass making.

| am the newest JOL Lighthouse help-
ing to light the pathways to professional
growth.



(Why Not Certify? continued from page 1)

| was the first hired so | will be the last fir ~ ed. Be careful the
FILO (first in last out) inventory method may change to FIFO (fist
in first out).

| am at the top of my pay range and have no nee d for an
increase in salary. | recently was told of a company telling their
employees they had 2 choices. Take a salary decrease or leave
the company. Unless we continue to show our desire to excel we
may have to be willing to take a pay cut as these workers did.

| have learned everything there is for an administr  ative pro-
fessional to know.  With the transformation of the workplace, the
role of administrative professionals will continue to evolve. Fol-
lowing a trajectory that began within the last 20 years as secretar-
ies turned into administrative professionals, careers within this
field will become increasingly complex and specialized. Many po-
sitions will require sophisticated skill sets and experience in spe-
cific areas such as technology, human resources and business
processes.

My employer does not place any value on thisandre  fuses
to pay for my certification. So, why should | pay for it on my
own? Certification gives you a competitive edge for promotion
and hiring. Your certification may prepare you for even a better
job with an employer who does recognizes and places value on
certification. Certification is a mark of excellence that you carry
with you everywhere you go. This is a very small personal invest-
ment.

The town where | live has little industry and busin ess
where certification might help me to advance. Sinc e | will
not be moving to a larger town | see no need for ce rtification.
Certification is a mark of excellence that

you carry with you everywhere you go.
There are some things that we need to do
for ourselves.

Certification does not make a differ-
ence we all get paid the same. A recent
IAAP membership profile study shows that
CPS holders earn an average of $2,228
more per year than those who do not have
certification. Even though a pay increase

is nice, we all know that we receive as
much or more from having a healthy self esteem.

You must be a member of IAAP to sit for an exam . Abso-
lutely not, however being a member entitles you to the member’s
exam application fee. You will also gain valuable insight through
networking with those who have already sat for the exam.

If it was such a big deal, there would be lots  of people cer-
tified. There is a motto for the U. S. Marine Corps that says “The
few, the proud, the Marines”. Admins who obtain certification are
among “the few, the proud, the certified!”.

Professional certification shows employers, clients and
associates that you are committed professional.

Norma along with the members of JOL Chapter's CPS/CAP
Service & Education Committee have purchased review books
that will be available to any JOL Chapter member who wishes to
pursue CPS or CAP certification. This committee is also working
toward bringing a local testing site to Jacksonville by May 2007.

For additional information on certification visit: http://www.iaap-
hqg.org/cert/advantage.htm
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(Points continued from page 1)

edness and Fire Safety" presented by Norman Bryson, Assistant
Director, Onslow County Emergency Management.

August 2006

- Monday-Thursday, August 7-10, 2006, IAAP International Con-
ference and Educational Forum, Grand Sierra Resort, Reno, Las
Vegas. For more information visit http://www.iaap-hg.org/events.
htm

- Tuesday, August 15, 2006, Registration deadline for those wish-
ing to sit for the November CPS/CAP examination.

“Achieving Nothing Less Than Excellence
Through Teamwork”

It is with much anticipation that | take the post as

this capacity.
| follow two great leaders, who

overcame some challenges and v,\

them and the support of each

member it will be with teamwork that our chapter will

take the spirit of excellence to the next level to regain

President of the JOL Chapter of v_,.
o

experienced many achievements,

the zeal of learning, achieving, and overcoming obsta-

IAAP however honored to serve in

N
who | will rely on as mentors. With
cles as admins.

"The achievements of an organization are
the results of the combined effort of each
individual.”

Vincent Lombardi

We have some very talented, knowledgeable and pro-
fessional members in JOL. Each member has some-
thing unique they offer to the chapter, the community
and to their workplace. These Their individual attributes
are what will build the character of JOL as we set new
goals and meet new challenges.

"Strength lies in differences, not in similarities.”
Stephen Covey

JOL’s chapter programs, newsletters and website are
among the best sources to educate, inform and motivate
our members/community to strive to be the best profes-
sional they can be. We will continue to “Light the path-
ways to professional growth”. Working together as a
“threefold cord” we will succeed at whatever goals we
set.

| encourage all admins in this upcoming year to strive
for nothing less than excellence through teamwork. |
look forward to the great things we are going to do in
2006-2007.

Cynthia Burley, President
2006 - 2007 JOL Chapter
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JOL 2006/07 Officers Installed

Lori Brill, Onslow County Assistant
Manager, performed the installation of
2006/07 JOL Chapter Officers. Ms.
Brill stressed to the group the value
she places on education and improv-
ing oneself. She also shared that an
administrative professional position
within her office was recently filled and
if any of those applicants had had
CPS or CAP behind their name that
applicant’s application would have
made it to the top of the stack of appli-
cations.

(left to right)

Lori Brill, Assistant County Manager
Cynthia Burley, President

Deb Forney, Secretary

Donna J. West, Treasurer

Alana Daniels, Vice-Present

Not pictured Daisy Kiley, President Elect

Award Winning Chapter
2006 N.C. Division Annual Meeting

2006 N.C. Division Annual Meeting

On June 2-4, 2006, JOL Chapter members were among the
102 registrants and guests in attendance at the 40th NCD An-
nual Meeting. Norma Bain CPS, Brenda Brown CAP, Cynthia
Burley and Deb Forney had the opportunity to attended this
year’'s meeting at the Joseph S. Koury Convention Center in
Greensboro, N.C.

At a $364.00 bargain the members took advantage of net-
working opportunities with other NCD members. Cynthia Bur-
ley, JOL 2005 President Elect and Brenda Brown CAP 2005
Vice-President gained first-hand experience as they repre-
sented JOL as delegate and alternate in the election process
of the 2006 NCD officers, and changes to its by-laws. Norma
Bain participated as a page.

Members also were treated to several informative presenta-
tions and engaging presenters:

“Putting Yourself in Position to be Chosen: A Roadmap for
Administrative Professionals” by Dr. Sherry Sherrill, Jan
STAR/Sherrill Communication, Inc.

“Tips and Tricks for Excel and Word 2003” by Teresa
Everhart, New Horizons, Greensboro, NC

“When the Impossible is Due NOW!” by Karen Thomas,
Avery Dennison

“You Can Learn a Lot About
Leadership from the Animal Busi-
ness” by Robert W. Jones, Chief
Executive Officer, Novartis Animal
Health US, Inc.

The accommodations, entertain-
ment, and the excellent food served
was well worth the cost. Some at-
tendees were fortunate enough to
have the cost of the meeting cov-
ered by their employers.

First-timers to a NCD Annual Meeting. Included are JOL members Brenda
Brown CAP , Cynthia Burley, and Debra Forney

Employers, Managers, Supervisors,
Are You Being Served?

NCD 2005-06 Chapter Newsletter Award (2nd Consecutive Year)

Most New Certifications Award for Chapter with 11-25 Members According to Judy Anderson, Instructor, Coastal Carolina

Community College, 26% of medical transcriptionists’ jobs are
outsourced overseas because of a lack of qualified creden-
tialed medical transcriptionists to meet the demands in the
United States.

Janice Holtsford, Department Head, Coastal Carolina Com-
munity College’s (CCCC) Office Systems Technology (OST)
and Medical Office Administration (MOA) Departments wants
to hear from you. Are the OST and MOA departments prepar-
ing administrative professionals that meet the requirements of
the positions you are seeking to fill? With the ever-changing
technology, are the skill levels being taught keeping up with
your organization’s needs? Or, do you have to provide addi-
tional training on various basic skills upon hiring an OST or
MOA graduate?

Contact Janice Holtsford at 910.938.6359 or by e-mail:
HoltsfordJ@coastal.cc.nc.us

(left to right)
Norma Bain CPS, Cynthia Burley, Debra Forney, Brenda Brown CAP

A Lighthouse Returns

Welcome back to
Nancy Ortiz, an Adminis-
trative Assistant Il with
the City of Jacksonville
for the past year and
seven months.

Lighthouse News July 2006



2006/07 North Carolina Division Officers
Weighs Anchor and Hoists Sails for An Exciting New Year

(left to right)
Tina H. Parker CPS/CAP, President
Greenville Chapter

Melissa Mincey CPS/CAP, President Elect
Wilson Chapter

Dianne Hughes CPS/CAP, Vice President
Charlotte Chapter

Gail Belanger, Secretary
Member at Large

(Not pictured)
Shirley Kiziah CPS/CAP, Treasurer
Caldwell Chapter

Tina Parker CPS/CAP, as the NCD President, along with
her crew will navigate the North Carolina Division through the
2006/07 year. This crew plans to scour North Carolina seek-
ing new IAAP treasures. Tina is a member of the Greenville
Chapter located deep in the heart of purple and gold pirate
country which lends itself to a perfect logo for Tina’s presi-
dency.

Tina’s belief in IAAP and its mission is so strong that she
is funding with her own money incentives to challenge Chap-
ters to remain focused and to increase IAAP membership.

Durham Chapter 2006/07 N.C. Division Logo and Theme

2006 N.C. Division Annual Meeting

(Standing) Gerri Thompson
(Seated left to right) Debra Dunston and Ruby Osborn
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IAAP website
www.iaap-hg.org

Certification provides opportunities to

enhance your career success through:
JOB ADVANCEMENT. Certification
gives you a competitive edge for pro-
motion and hiring.
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December 2005

“Fish”

Members attend NCD Career Devel-
opment Conference, Charlotte.
Welcomes new member, Laura Voss.

“Making Humor Work for You”
Welcomes new member, Linder Mor-
ton.

PROFESSIONAL SKILLS. You will January 2006 “Identity Theft”
learn more about office operations and build skills by study- Members receive CPS re-
ing for and taking the Certified Professional Secretary certifications, Norma Bain CPS and
(CPS) or Certified Administrative Professional (CAP) exam. Debbie Earley CPS.
SALARY. A recent IAAP membership profile study shows
that CPS holders earn an average of $2,228 more per year [ February 2006 “Microsoft Excel and Access Basics
than those who do not have certification. Overview”
ESTEEM. Attaining certification demonstrates to your em- Welcomes new member, Stacy Mus-
ployer and yourself that you are committed as a profes- ton.
sional.
COLLEGE CREDIT. Many colleges and universities offer March 2006 City of Jacksonville Proclamation
course credit for studying for and passing the CPS and presentation recognizing Administra-
CAP exams. tive Professionals Week .
CERTIFICATION CONFERENCE. Receive the benefit of JOL Chapter website unveiled.
annual state-of-the-art education and networking with other “Continuing Education is for You”
professionals in the administrative field.
April 2006 County of Onslow Proclamation pres-
"Studying for and attaining certification gives you the extra entation recognizing Administrative
edge of knowledge needed to succeed in today's business Professionals Week.
world.” Welcomes new member, DeLisa
Johnson.
. . Installs five new members.
JOL Beacons: A Year in Review Election of 2006/07 JOL Chapter Offi-
cers.
July 2005 Eigelveq not![flcéatlor& ofBChapter s 1st May 2006 Co-sponsors the 3" Annual Adminis-
recipient, brenda Brown. trative Professionals Breakfast.
August 2005 Offers advertising space in its award jgt;ﬂ ;Tr?gr’nﬂgf t(? Irg\ég\’/g%r?g?s;
vanmg _newsletter. . y County Administrative Professional of
Professional Dressing on a Budget the Year recognition
Members participate in the City of '
fﬁcéso%%vg? S Il\latléor:jal Night Out and June 2006 Four Chapter members attend the
€ Icycle Rodeo. 40™ NCD Annual Meeting, Greens-
s .y boro.
September 2005 "Time Management Wins 2™ consecutive NCD Newsletter
- . of the Year Award.
October 2005 Participates in the 3™ Annual Wins NCD ZOV(\;SIOG Most New Certifi-
Women's E_xpo. . cations Award.
Takes part in Make a Difference Day “Why Certify?"
‘l‘\lon—Proflt_ Ya_rd Sale. , Installation Ceremony for 2006/07 Of-
Communication Styles ficers
1st paid newsletter advertiser, Naomi WeIC(')mes new member, Miriam Ap-
Thompson, Mary Kay Cosmetics. pleton, and a returning member,
. Nancy Ortiz.
November 2005 Celebrates 1 year anniversary. y oz
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New Tool Available to Aid in Tracking Recertificati ~ on Points

A Microsoft Excel spreadsheet is now available from the Certification Department to assist CPS and CAP holders in track-
ing and reporting their recertification points. Use the spreadsheet to record recertification points as you earn them, and then
include it with supporting documentation when you submit your recertification packet. Or, if your employer is able to verify all
of the points you have earned, the spreadsheet can be signed by the employer and used in place of other supporting docu-
mentation. This new Excel spreadsheet below can be found at www.iaap-hq.org/Cert/Recertification_Spreadsheet.xls

This tool would also prove helpful to document your trainings to share with your current or prospective employer.

Documentation, Documentation, Documentation

Date Title and Description Presented by: Hour/Credit/CEU Points

EDUCATION / EXPERIENCE (All 90 points can be used i n this category) Example: Courses, Seminars, Train  ing, Work Place Experi-
ence*, etc.

7/30/2002 [Post Convention Workshop IAAP 5 hrs
3/24/03  [Essential Time Management & Organization Skills National Seminars .6 CEU
Fall 2003 |Word XP Park University 1 College credit 10
Spring 2004 |Management & Leadership Skills for 1st Time Manager Park University 1 College credit 10
Dec 2005 |MS Office System Webcast: Learn 10 Secrets about Excel MS & IAAP 1 1
Sub-Total = 32

LEADERDERSHIP (30 point maximum) Example: Office or chairmanship.
2003-2004 [Chapter Treasurer O{ty of Foynta@hﬂt

2004-2005 [Chapter Membership Chair ( D) ) Cily/otl;ﬁ\uﬁ\wta}s)%h/pt

L\
[ ) N \ Sub-Total = 10
ELECTIVE (30 point ma%Wamp’e: F)Eur%\s é\pe ci@ taemployment or IAAP.
June 2003 Retirement@anning\ I /\) JP Morgan 1 hr

June 2003 [Personal Fin{m@y | Principal Financial 3 hrs
Group

) Sub-Total = 4
Check ( ) one: I am including supporting documentation verifying recertification points earned. GRAND TOTAL= 46

Name of Applicant (Printed)

Signature of Applicant: Date:

No supporting documentation enclosed*. Recertification points earned have been reviewed and verified by
management. (signature below).
Signature: Date:

Title: Phone No:

* |AAP may ask applicant to submit supporting documentation if further information is needed to determine eligibility of points.
Documentation is required if submitting points for workplace experience. IAAP holds the right to require backup documenta-
tion for a period of up to three years.

]
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For Back 2School Raffle Tickets Contact Any JOL Member Below

Miriam Appleton
Campbell University, Camp Lejeune

Norma Bain CPS

Jones-Onslow Electric Membership Corp.

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.

Tina Glover
Marine Federal Credit Union

Page 8

Debra Forney
City of Jacksonville

Sholanthé Gordon
Coastal Carolina Community College

Adrienne James
Greater Jacksonville/Onslow
Chamber of Commerce

DeLisa Johnson
City of Jacksonville

Opal Kight

Jones-Onslow Electric Membership Corp.

Daisy Kiley
2nd Marine Division, Camp Lejeune

Linder Morton

Jones-Onslow Electric Membership Corp.

Stacy Muston
Wachovia Corporate Mortgage Services

Nancy Ortiz
City of Jacksonville

Karen Ruble
Marine Federal Credit Union

Laura Voss
Modern Exterminators

Donna West
Onslow County Health Department
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Officers 2005 - 2006

President
Cynthia Burley
AdminSupport ®
Administrative Support & Consultation

President-Elect
Daisy Kiley
2nd Marine Division, Camp Lejeune

Vice-President
Alana Daniels
Chief Administrative Officer/Owner
Creative Resources, The Virtual Admin Office®

Treasurer
Donna J. West
Administrative Secretary
Onslow County Health Department

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
Tina Glover
Marine Federal Credit Union

Program
Cynthia Burley
AdminSupport ®
Administrative Support & Consultation

Ways and Means
Donna J. West
Onslow County Health Department

Page

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 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 wel-
come you to your first meeting.

Certify Your Credibility
Future CPS®/CAP® Exam

Exam Dates  Application Deadline

5/5-6/06

11/3-4/06
5/4-5/07 2/15/07
11/2-3/07 8/15/07

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

2/15/06
8/15/06

www.iaap-hg.org
www.iaap-nc.org
Www.iaap-jol.org
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