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Future Exam Application Deadlines & Exam 
Dates: 

Deadline                 Exam 

8/15/05           11/4-5/05 

2/15/06           5/5-6/06 

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

Points of Interests 
•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). 

June 

•Friday - Sunday, June 3-5, 2005, N.C. Divi-
sion Annual Meeting, Raleigh Marriott Crab-
tree Valley, Raleigh, N.C. Coordinator: 
Robert Burkhart CPS, (919) 459-2337, E-
mail: rburkhart@trivirtualassist.com. 

•Tuesday, June 7, 2005,  JOL Chapter meet-
ing agenda to include an educational pro-
gram entitled “Virtual Assistant” presented 
by Alana Daniels, Chief Administrative Offi-
cer/Owner, Creative Resources. 

  Installation of new JOL Chapter Officers 

July 

•Tuesday, July 5, 2005, JOL meeting will not 
have an educational program scheduled.  
Transitioning to new officers and committee 
members.   

August 

•Tuesday, August 2, 2005,  JOL Chapter  
meeting.  Education program to be an-
nounced.   

POB 847 
Jacksonville, NC  28541 

E-mail:  JOLChapter@yahoo.com 

Job Winning Tips 
On Tuesday, May 3rd, the JOL Chapter held its 

monthly meeting where members and guests had 
the opportunity to receive expert human resources 
advice from Connie Hammond, MBA, Human 
Resources Director for the City of Jacksonville. 

Though many in the audience were not actively 
seeking new employment they were fully aware 
that if opportunity knocked the tips shared by  
Ms. Hammond would help to keep their resume up-
to-date and ready. Some of the tips shared were: 

 
• what information should be on a resume 
• characteristics of a successful resume 
• resume faux pax (typos and grammar slips) 
• think transferable skills 
• effective cover letter 
• successful interviewing skills 
• first impression pointers 
• If you don’t get the offer 
 
Apply or not to apply for a position?  If  you have 50% of the required skills or 

background, you should apply for the job.  You have nothing to lose and everything to 
gain. 

The Resume.  It is a rarity that you get a second chance to make a good first 
impression.  A resume or an application is a prospective employer’s first impression of 

 
(Tips continued on page 2) 

Betty 
McGough 
June 3rd 

Karen  
Beblo 

June 29th 

Qualifications get you the interview 
Initial  impressions get you the job 

Happy Birthday! 

Candace grew up in 
Jacksonville, North 
Carolina.  This is 
where she met her 
husband, James. 
Candace and James 
are the proud parents 

of two children, Desiree who is seven and 
Caleb whom is three years old.  

In 1993, Candace received her Associ-
ates of Science from Mount Olive College.  
She completed her Bachelor Degree in 
Business Administration from the Univer-
sity of Phoenix in 2001. 

Since July 2003, Candace has been 
employed with the City of Jacksonville. As 
of this past February, she has assumed 
the role of HR Analyst.  

Candace’s short-term goals are to 
complete three various program certifica-
tions specific to her new position and 
celebrate the many joyous occasions that 
occur for her during the summer months 
(anniversaries, birthdays, family reunion).   

A long-term goal she has is to continue 
to develop her skills, continue her commu-
nity involvement, and enjoy watching her 
family grow. 

 

JOL Member - Candace Day  



(Tips continued from page 1) 
 

you.  Be 100% truthful with the contents of your resume.  A 
resume should be visually powerful - neat, clean, bold, free 
of gimmicks (unless applying for perhaps a job in 
advertising, web design, etc.), no dissertation (generally 
keep to 1-2 pages long), watch bullet 
points (they do not always scan), less is 
more, keep design simple, minimize 
use of abbreviations, use language 
that is grammatically correct, and the 
spelling is checked. 

Your resume should contain 
information that identifies you and 
contains clear contact information for 
you.  Describe your educational 
background including continuing education especially as it 
relates to the position for which you are applying.  
Continuing education shows that you are not one to sit back 
on your laurels and that you are willing to keep those skills 
sharpened and learn new things. 

Do not overlook community/civic and professional 
organization involvement.  These provide additional insight 
into who you are. 

When describing your experience spice it up with action 
verbs instead of just listing day-to-day tasks.  

Highlight those transferable skills that are a plus no 
matter what position you are seeking - software proficiency, 
E-literate, industry experience, time/project/staff 
management; written and verbal communications skills.  
Remember that soft skills such as adaptability, teamwork, 
initiative, innovation and integrity are just as valuable. 

Cover letter.  Now that you have reviewed and tailored 
the perfect resume to the position that you are seeking Ms. 
Hammonds suggests that you include a cover letter.  
Research the company to find out the specific person to 
whom the letter should be addressed. 

Include in the cover letter just enough information to 
interest but not overwhelm the reader.  The letter should 
contain: 

• what you want. 
• how  you know about the organization. 
• mention enclosure of your resume. 
• concise overview of work history and skills that will help 

you perform the job. 
• state confidence in your ability. 
• give information on how you can be contacted. 
• express appreciation. 
• closing, signature and typed name. 
Interview.  Based on the rave first impression 

received from your resume and cover letter you have 
been invited to interview for the position.  This is the 
opportunity for two-way communication between you 
and the prospective employer.  Statistics show that: 

• 4 seconds:  1 impression is made 
• 10 seconds:  11 impressions are made 
• Impressions are based on:  personal appearance, 

grooming, eye contact, articulation, personality, and 
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handshake.  A firm handshake still works. 
     A little preparation for the interview goes a long way.  
Find out who the interviewers will be, the interview process 
and format.  Familiarize yourself with the position 
description.   
     A prospective employer would be most impressed if 
during the interview it showed that you took the time to do a 
little research on the company’s size, services, locations, 
mission, and customers. 
     Know Thyself.  Know your strengths so that you will be 
able to incorporate them into any scenario used in the 
interview process.  Again, do not forget those transferable 
skills that any employer would desire in its employee.  Dress 
to impress.  Attend to your grooming and carefully select 
your wardrobe. 
     Believe in Thyself.  Know that there is no question you 
cannot answer.  Know that you are well suited for the 
position.  Know that you will be an asset to the department. 
     Practice.  Practice.  Practice.  There are lots of sample 
interview questions in books and on the internet.  Practice 
your responses without sounding too rehearsed.   
     Be aware of your rights.  There are some questions that 
are illegal to be asked in an interview: 
 

• age/date of birth 
• marital status 
• parental status 
• national origin 
• religion 
• mental health issues 
• race/ethnicity 

(Tips continued on page 4) 

Action Verbs.  Here are examples of some action 
words to describe your skills on your resume. 

 

Technical Skills 
• Maintained 
• Standardized 
• Operated 
• Overhauled 

Helping Skills 
• Advocated 
• Volunteered 
• Intervened 
• Supported 

Communication/People Skills 
• Arbitrated 
• Collaborated 
• Participated 
• Resolved 
• Translated 

Management/Leadership Skills 
• Administered 
• Coordinated 
• Established 
• Enforced 
• Performed 
• Orchestrated 

ACTION 



Anatomy of a Resume 
 
 

Jane Doe                                                                                                                Home:  (910) 347-0000 
12 Freedom Way                                                                                                   Contact Preference:  Telephone            
Anywhere, USA  12212 
 
JaneDoe@resume.com 
 
RESUME 
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Administrative Assistant with nine years of experience and effective track record at training new 
employees and co-workers alike.  Possess a natural teaching ability for which I have been compli-
mented many times, both by my trainee and my supervisors.  Have above average verbal and writ-
ten communication abilities.  A highly effective team player that understands the value of working 
together towards a common goal.  Very well organized and comfortable working in a multi-tasking 
project-oriented environment.  Known as a ‘highly organized and productive employee”.  Seeks em-
ployee as a Senior Administrative Assistant in a dynamic high-technology company where my supe-
rior organization and communications skills in the industrial sector can add value. 
 
Work Experience 
 
1996 - present                        Dynamo Batteries Ltd.                             Omaha, Nebraska 
 
Executive Assistant to the CEO and Manager of the Executive Office.  Respected and well-liked by 
management and co-workers and always received superior job evaluations.  Proven results:   
 
• Functioned as a member of a team responsible for developing a new customer service manual 

that was later adopted and used by all customer service employees.  
• Worked directly for the CEO and managed his meeting time, speaking engagements, and travel 

commitments to minimize conflicts and optimize his productive time. 
• Managed the day-to-day work of three employees in the company’s executive office and ensured 

that they met their time and production targets. 
• Represented the executive branch on the plant Health and Safety Committee and served as its 

Deputy Chairperson for over two years. 
• Frequently trained new administrative support staff, and was often called upon to teach co-

workers how to use newly acquired software programs. 
 
1993 - 1996                            Admiral Corporation                                 Omaha, Nebraska 
 
Administrative Assistant to the Director of Communications.  Organized press briefings, hired con-
tract writers, and drafted news release for review by management. 
 
Certification 
 
2005        Certified Administrative Professional 
2005        Microsoft Office Specialist, Access 2000                  
 
Education and Training 
 
1993                                       Northvale College                                    Omaha, Nebraska  
 
Bachelor of Arts, Social Sciences (Dean’s Honor Roll every year). 
 
June - December 1977 (weekly) 
Training Dynamics Ltd., Omaha, Nebraska.  At my own initiative and expense, I attended this com-
prehensive and challenging course one-half day per week for six months and made up the lost work 
time in the evenings and on weekends. 
 
November 2005 - Present                        
Member, Jacksonville-Onslow-Lejeune Chapter of the International Association of Administrative 
Professionals® (IAAP®) 
 
Skill Name                                             Skill Level                               Last Used/Experience 
Customer Relationship                            Expert                                      Currently used/5 years 
MS Office (Word,                                    Intermediate                            Currently used/5 years 
PowerPoint, Excel, Access 

  Senior Administrative Assistant 

Strong headlines can catch 
a recruiter’s eyes. 

 

OBJECTIVE: 

Use this space to summarize 
your strongest selling points 

 

EXPERIENCE: 

This is your chance to show-
case your work history. 

 

You’ll want the right  
keywords in your  
Resume.  Use numbers to high-
light and quantity your accom-
plishments. 

 

EDUCATION: 

How much you emphasize 
your education depends on 
your career level. 

 

AFFILIATIONS: 

SKILLS: 

Show potential employers what 
skills you possess. 

 

CONTACT INFO: 

Ensure a prospective employer can find you.  



The Stronger the Team  
The Brighter the Beam 

By Norma Bain CPS 
 
     Currituck Lighthouse continues to be 
an inspiration to me.  We’ve talked 
about its structure…the walls are ac-
tually 5’ 8” thick so that it can sup-
port the upper structure that sends 
out the light.  In comparison, the 
JOL Chapter is supported by a su-
perb set of officers, committee 
chairs and worker bees that have 
built a firm foundation for this 
Chapter.  We have also been fortu-
nate to have access to the expertise 
of our sister chapters, especially the 
Greenville Chapter and our  
state leadership.  Thank you so much! 
     I must be honest and say that there were times that I was 
totally overwhelmed with the responsibility as the Chapter’s 
first president and wondered what in the world did I get my-
self into.  However, I would then remember that this is a team 
effort and together we are committed to “Lighting the Path-
ways for Professional Growth” in this area.  Thanks for your 
support and an opportunity to move out of my comfort zone 
and hopefully made a difference.  Why does each of us give 
of our time and efforts?  We do so because we believe in the 
core values of our organization such as integrity, leadership, 
professionalism and loyalty.  The stronger the team, the 
brighter the beam!  Thanks for believing in me! 

Your Organization Needs… 
 

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 expected 
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®/CAP® Service and Education 
• Community Services and Social  
 
Installation Committee.  This committee is an “as 

needed” committee.  It plays a major role in the installation 
of a new Chapter.  Once the chapter is installed the com-
mittee in all likelihood is dissolved.  A brief yearly installa-
tion ceremony is held for new officers however does not 
warrant a committee.  This committee makes all arrange-
ments for the Chapter’s installation ceremony—guest list, 
invitations, program, find a location to hold the event, 
speakers, refreshments, etc .  If you have great event plan-
ning skills and love being the host with the most then this is 
the committee for you.  

(Tips continued from page 2) 
 

• arrest history 
• impairments or disabilities irrelevant to the position 

 
     The proper response is to either answer; refuse to 
answer or examine the interviewer’s intent.  If you believe it 
is ignorance/innocence:  answer in brief or ignore the 
question and redirect the discussion to a new topic.  You 
have every right to terminate the interview if you feel blatant 
discrimination is taking place. 
     Close the interview.  Restate why you feel you are the 
best candidate for the job.  Thank each interviewer by name.  
Thank you cards should be sent within 24 hours. 
     If you don’t get the offer.  Interviewers are not required 
to tell you why you didn’t get the job.  To improve your 
chances for the next time analyze your interview 
performance, continue to enhance your interviewing skills, 
do not burn bridges (express appreciation and continued 
interest in future positions) and most of all remain positive. 
     The JOL chapter was very fortunate to have Ms. 
Hammond as a speaker before relocating to Greensboro to  
take on her  new duties as the City of Greensboro’s Human 
Resources Director.  Jacksonville’s loss is Greensboro’s 
gain.  Good Luck, Ms. Hammond! 
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Observe Common  
Office or Cubicle Courtesies 

 
More and more organizations are converting to an open-

office environment.  Tearing down walls helps eliminate func-
tional barriers, creating a more dynamic, creative work envi-
ronment.  But working in close quarters with fellow workers 
presents a whole new set of workplace challenges. 
• Do keep a neat workspace.  Unless restricted by company 

policy, install pictures of your family, pets and hobbies to 
make your cube homey. 

• Do use a conference room or other private space to place 
sensitive calls. 

• Do let your neighbors know in a polite, nonthreatening way 
if they are consistently noisy. 

• Do walk over to co-workers or call them on the telephone - 
rather than standing up or hanging over cubicle walls to 
talk. 

• Don’t enter another cubicle without first asking permission.  
• Don’t eat smelly food in your cube, and avoid wearing 

strong fragrances. 
• Don’t say anything you don’t want everyone to hear. 
• Don’t chime in on conversations overheard from adjacent 

cubicles. 
Communication Briefings May 2005 

(800) 722-9221 
www.briefings.com 



Charter Members 
 

Norma Bain CPS 
Jones-Onslow Electric Membership Corp. 

 
Karen Beblo 

Marine Federal Credit Union 
 

Sabrina Berry 
DEL Laboratories, Inc. 

 
Brenda Brown 

Onslow County Health Department 
 

Cynthia Burley 
Onslow County Planning & Development 

 
Julia Clark 

Marine Corps Base, Camp Lejeune 
 

Candace Day 
City of Jacksonville 

 
Debbie Earley CPS 

Jones-Onslow Electric Membership Corp. 
 

Debra Forney 
City of Jacksonville 

 
Tina Glover 

Marine Federal Credit Union 
 

Sholanthé Gordon 
City of Jacksonville 

 
Adrienne James 

Greater Jacksonville/Onslow  
Chamber of Commerce 

 
Opal Kight 

Jones-Onslow Electric Membership Corp. 
 

Daisy Kiley 
2nd Marine Division, Camp Lejeune 

 
Betty McGough 

Marine Federal Credit Union 
 

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 

 
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 (chapter business/education) 

 
 
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, Chair, Membership Committee by e-mail at 
JOLChapter@yahoo.com 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 


