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Brenda Brown CAP, Editor 

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 West-
ern Blvd. Extension (rear entrance).  Chap-
ter meetings  are free and open to every-
one. 

June 2006 

Tuesday, June 6, 2006, JOL Chapter meet-
ing.  JOL Chapter meeting.  JOL Chapter 
meeting agenda to include a program enti-
tled “Why Certify?”  presented by Norma 
Bain CPS, Executive Assistant, Jones-
Onslow Electric Membership Corp. 
 
Installation of JOL Chapter Officers for 
2006/07. 
 

(Points continued on page 2) 

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

Website:  http://www.iaap-jol.org 
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Your input is welcome.  Please send 
comments, suggestions, news items, and 
articles to:   

info@IAAP-JOL.org 

 Craig Chamberlin, President/CEO, Ma-
rine Federal Credit Union, affectionately 
refers to Tina as the “M*C*F*U’s” Corporal 
Radar O’Reilly.   

Some of Lighthouse News’ readers will 
remember the lovable Radar character on 
the M*A*S*H television series as mild-
mannered, extremely resourceful and om-
niscient.  For example, in the middle of 
surgery when a generator in one of the 
make-shift operating rooms goes out Ra-
dar miraculously pulls one out of thin air.  
According to Tina’s boss her feats resem-

ble Radar’s.  Tina makes it her business 
to ensure MCFU customers are taken 
care of promptly either by her personally 
or by someone who would be in a better 
position to meet the customer’s needs. 

Aside from completing various training 
programs at MFCU, Tina is a graduate of 
the Jacksonville/Onslow Chamber of 
Commerce’s Leadership Program. 

Congratulations, Tina! 
 

 
(2006 Admin Breakfast cont’d on page 2) 

I was born and raised 
in Coatesville, PA.  At 
age 18 in an effort to 
prove to my parents that 
I had become a respon-
sible adult (and scare 
them almost to death), I 

struck out for Tucson, AZ to began my ca-
reer.  I attended college while moving be-
tween Pennsylvania and the Southwest 
portion of the country.   

Over the past 5 years I have excelled as 
an executive administrative assistant.  I 
thoroughly enjoy the direction my career is 
taking.  I love to help people and keep them 
organized!  I am employed by Wachovia 
Corporate Mortgage Services, Wilmington, 
NC, as the assistant to the Business Unit 

Coordinator and the Sales & Operations 
Facilitator, as well as several other respon-
sibilities.   

I have been married for almost three 
years to my husband, Jamie, a Gunnery 
Sergeant in the U.S. Marine Corps.  Most 
people complain about the “gypsy” lifestyle 
that one lives when marrying a Marine, but 
it suits me fine (considering my own his-
tory) and I love it!   

We have one wonderful son, Christian. 
We also have a Bernese Mountain dog, 
Buddy, and a cat, Scooter.  We enjoy hik-
ing, fishing, watching our son ride his mo-
torcross dirt bike and working out in the 
yard.   

I plan to sit for the Certified Administra-
tive Professional® exam in November. 

JOL Lighthouse - Stacy Muston  
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(Admin Breakfast cont’d from page 1) 
 

Administrative Professionals Breakfast 2006, Wednes day, 
May 3, 2006.  My husband, Gregory, says, “you do not come be-
tween bingo players and the game of bingo”.  The event’s planning 
committee heeded his advice.  Due to a bingo game on the eve of 
the Administrative Professionals Breakfast that prevented getting a 
jump start on setting up dedicated members of the set-up crew like 
JOL member, Donna J. West who traveled from Carteret County, 
began arriving at Marston Pavillion, Camp Lejeune, N.C., at 5:45 
a.m. on the morning of the breakfast.  Because of a new job that 
she just started JOL member, Laura Voss, could not attend the 
breakfast itself however she arrived to pitch in before she had to 
report to work at 8:00 a.m.   

With the great team spirit from JOL members, the staff of 
Coastal Carolina Community College, Marine Corps Community 
Services-Camp Lejeune and Jacksonville/Onslow Chamber of 
Commerce the finishing touches were done by 7:15 a.m. Julia 
Clark, 2005 O.C. Administrative Professional of the Year, along 
with others then found phone booths and did a quick change from 
work clothes into “SuperAdmin” attire.  And, none too soon for at 
7:45 a.m. the first of the more than 200 attendees arrived.  Martha 
Stewart has nothing on this group.   

With bosses in tow admins checked in and received their goody 
bags, staked out great spots to view the events and hopefully to be 
on the right side of the room to be first in the breakfast buffet line. 

One of the popular spots was the JOL display table.  Hmmm, I 
wonder why?  I’m sure it had nothing to do with the DVD player 
that was generously donated by 
Joe and Julia Clark that was be-
ing raffled off and everything to 
do with the great information 
available on the JOL Chapter 
and the International Association 
of Administrative Professionals.  
However, according to Judy 
Bushway-Essig, Josephine Lee 
and Margie Bates, attendees from Onslow County Health Depart-
ment, JOL member Alana Daniels could make a great living selling 
ice to Eskimos. 

Another popular spot was the gifts tables where admins re-
deemed door prizes donated by various businesses and organiza-
tions in support of administrative professionals and the value ad-
mins bring to their employer.  Stacy Muston, JOL member who 
commutes from Maysville to Wilmington, and I met for the first time 
when she came by my home at 7:00 p.m. on Monday before the 
breakfast to deliver door prizes from her employer, Wachovia Cor-
porate Mortgage Services, and from Wild Wing Café, both of Wil-
mington.  One lucky admin was the recipient of a $500 gift certifi-
cate from Furniture Fair. 

Fire from the Islands, Mon .  After an introduction of the 2006 
Onslow County Administrative Professional nominees by Mona 
Padrick, Director, Jacksonville/Onslow Chamber of Commerce, 
and Ronald K. Lingle, PhD., President, Coastal Carolina Commu-
nity College, motivational speaker, Denise Ryan, took everyone on 
an all expense paid trip to the exotically beautiful Caribbean island 
of St. Kitts for a little fun.  Some of the attendees went reluctant for 

(Admin Breakfast cont’d on page 3) 

(Points continued from page 1) 
 

· Friday-Sunday, June 2-4, 2006, 40th N.C. Division IAAP Annual 
Meeting, Joseph S. Koury Convention Center, Greensboro, N.C. 

July 2006 

· Tuesday, July 4, 2006, JOL Chapter meeting 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 Prepared-
ness and Fire Safety" presented by Norman Bryson, Assistant Emer-
gency Director, Onslow County Emergency Management. 

 
Congratulations to all of the  

2006 Onslow County  
Administrative Professional  

of the Year Nominees 
 

“Creating Excellence” 
 

Carrie Barnhart 
Onslow Community Ministries 

 
John Blackmore 

Marne Corps Combat Services Support School 
 

Jamie Bright 
Onslow County Schools 

 
Brenda Brown CAP 

Onslow County Health Department 
 

Angela Fordlaster 
Onslow County Department of Social Services 

 
Tina Glover 

Marine Federal Credit Union 
 

Vicki Greenwood 
Marine Corps Base Safety Division 

 
Cathy Harvey 

N.C. Cooperative Extension  
 

Jakie Hunecutt 
USMC Camp Lejeune Public Affairs 

 
Susan Jardine 

Marine Corps Community Services 
Retail Administration 

 
Jessie Ottaway 

Onslow County Schools 
 

Kathy Williams 
Onslow County Parks and Recreation 

 
Kathy Zerba 

Marine Corps Air Station - New River 



(Admin Breakfast continued from page 2) 
 

fear of things falling apart at work and home without them 
there to take care of things.   

As we stepped off the plane, tour guide Denise’s enthusi-
asm and vivid imagination introduced us to the intoxicating 
blend of sunlight, sea, air, abundant vegetation and the sweet 
smell of mangos.  Unfortunately, after a few days on the is-
land we began to take the blends for granted.  Like so many 
things in our everyday lives the sights and sounds were no 
longer as vivid and exciting as they were when we stepped 
off the plane.   

After coaxing the “pool” potatoes away from the poolside 
lounge chairs we followed a machete swinging native through 
the lush vegetation to the top of the island’s volcano where 
we were treated to the most gorgeous view.  The experience 
was one of those “wow” moments.  The trip back down the 
side of the volcano was much easier than the trip up but well 
worth it for waiting for us was a catamaran stocked with 
drinks with little umbrellas to take us to another part of the 
island.  After some snorkeling and a wonderful lunch we re-
turned to our hotel where we prepared for a little nightlife 
complete with an island dance demonstration. 

Before getting off the plane back in Jacksonville, Denise 
shared her ideas with the audience on keeping some of the 
fire from our island adventure in our lives. 

� Don’t spend your life getting ready to live.  While you are 
getting ready life is passing you by.  You will not be able 
to get it back. 

� Get out of your comfort zone - regularly.  Get off the 
couch.  Join life. 

� Adopt an attitude of gratitude. 
� Take it easy, mon.  Stop rushing, and hurrying your way 

through life.  Step back and smell the mangos. 
� Be persistent—nothing worth having is ever easy. 
� Embrace change. 
� Don’t think, mon - be sure. 
� Beware of “enthusiasm vampires”.  Don’t 

give others power over you.  When some-
one tries to let the air out of your sails flash 
them this symbol.  No, it’s not a peace 
symbol.  It is Denise Ryan’s official symbol 
to ward off vampires - enthusiasm vam-
pires. 

On behalf of the Administrative Professionals of Onslow 
County a huge “thank you” to the event’s sponsor, First Citi-

zens Bank, and co-
presenters Jacksonville/
Onslow Chamber of Com-
merce, Coastal Carolina 
Community College, and 
Marine Corps Community 
Services-Camp Lejeune 
for a wonderful tribute. 
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Island Dance Demonstration 
(left to right) 
Bill Meier 

Executive Officer, Marine Corps Base, Camp Lejeune  
Denise Ryan 

Guest Motivational Speaker 
Ronald Lingle, PhD 

President, Coastal Carolina Community College 

Nominee 

Brenda Brown CAP 

O. C. Health Department 

Nominee Jessie Ottaway O.C. Schools 

Marine Corps Community Services (MCCS)  
Administrative Professionals 

(far left) 
Bernita Fraser, winner of a $500 Gift Certificate from Furniture Fair 

Alana Daniels 
Promoting JOL Chapter  
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A Tradition of “Creating Excellence”  
Excerpt from editorial  

by Kay E. Enlow CPS/CAP 
2005-2006 IAAP President 

 
   “Creating Excellence” was the theme for the 2006 obser-
vance of Administrative Professionals Week and Day, cele-
brated April 23-29, 2006. In today’s workplaces, administra-
tive professionals play a vital role in facilitating the flow of 
information and communication. They also serve as key 
front-line public relations ambassadors for their managers 
and their organizations. In addition, administrative profes-
sionals are increasingly becoming key contributors to work 
teams - and the lines continue to blur between management 
and administrative functions. 
   No, you do not have to be a member of IAAP® to receive 
the distinction of Administrative Professional of the Year.  
However, the fact that the past three winners of the Onslow 
County Administrative Professional of the Year award are 
associated with the local JOL Chapter of IAAP speaks vol-
umes about the caliber of administrative professionals who 
have chosen to become IAAP members. 
   To create excellence for their employers these winners 
were willing to take risks to develop their full potential.  They 
took risks  to increase their value to their employer.  Their 
skills are ones that their employers consider top priority.  
They mesh with the changing economic and work environ-
ment.  They also busy themselves with gaining new knowl-
edge and honing talents that set them apart from the crowd.  

Are you creating excellence? 
 

 Tina Glover 
2006 Administrative  
Professional of the Year 

 
 
Norma Bain 
2004 Administrative  
Professional of the Year with  
boss, J. Ronald McElheney, CEO, Jones-
Onslow Electric Membership Corporation 
(EMC) 

Julia Clark 
2005 Administrative  

Professional of the Year 

Audience Participation 

(clock wise) 
Gary Cassevah, Deputy Asst. Chief of Staff (MCCS); Denise Ryan, 

Motivational Speaker; Ronald Lingle, PhD., President, CCCC; 
Ann Shaw, Director, Small Business Center-CCCC 

Martha Stewart, eat your heart out 
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Make check payable to:  Jacksonville/Onslow Chamber  of Commerce 

Dig Deep for Accomplishments  
by Kim Isaacs 

Monster Resume Expert 
Submitted by Alana Daniels, JOL Chapter 2006/07 Vice President 

 
Many of us underestimate our achievements. We're often 

told not to boast, that modesty is the best policy. We show up 
to do our jobs every day and sometimes do great things -- isn't 
that enough?  

Well, not if you want your resume to get noticed. Employers 
look for achievers, candidates who go above and beyond their 
job duties. Your resume allows you to describe your best ac-
complishments so employers want to take a chance on you.  
If you think you have no career accomplishments, think again. 
Everybody has them; it's just a matter of digging down and 
pinpointing what they are.  

What Is an Accomplishment?  

On your resume, an accomplishment is an ex-
ample of how you contributed to your employer, 
or it's an achievement that reflects the kind of 
worker you are. The most convincing accom-
plishments are measurable. Examples:  

� A welder relays her dedication to quality: 
“Achieved a record of zero defects in all 
pipe-welding and ductwork jobs.”  

� An engineer shows how he contributed to 
the bottom line: “Drove $1.2 million reve-
nue increase by deploying 200-plus soft-
ware suites for company's leading product 
line.”  

� A minister demonstrates how she in-
creased church participation: “Helped grow 
membership from 175 to 249 in one year 
through active involvement in community events.”  

Getting Started 

Set a timer for five minutes, and start jotting down your ac-
complishments for your most recent position. Write down any 
accomplishment, contribution or achievement that comes to 
mind, even if it seems insignificant. Complete this exercise for 
each position on your resume. To help jog your memory, here 
are questions to ask yourself:  

� Did you receive praise, recognition or pats on the back 
from your supervisor or colleagues? For what? (e.g., 
completing projects ahead of deadline, calming down 
irate customers, saving money)  

� Did you receive a promotion, award or commendations 
from customers/clients?  

� Were you selected for special projects, committees or 
task forces?  

� Name three accomplishments that make you proud. Did 
you complete a particularly challenging assignment? Par-
ticipate in a solution that improved customer service, en-
hanced efficiency, saved money/time or increased reve-
nues?  

� Are you known throughout your department/company for 
something?  

� If you quit your job, what would everybody say about your 

work at your good-bye party?  

Pulling It All Together 

Now that you've completed this brainstorming exer-
cise, turn your accomplishments into high-impact 
statements. Lead with the result, outcome or benefit to 
your employer. Here are a few examples of how to 
transform rough notes into accomplishments state-
ments:  

Position: Teacher 

Rough notes: When I first started, students were 
passing state exams at the dismal rate of 67 percent. I 
updated the curriculum and instilled the students with 
a love of history. By year's end, my students had 
achieved a 93 percent pass rate.  

Accomplishments Statement:  Dramatically in-
creased pass rate of eighth-grade 
students from 67 percent to a re-
cord high of 93 percent on state 
proficiency testing.  

Position: Systems Administrator 

Rough notes:  I helped migrate 
more than 1,000 users from local 
servers to corporate Unix DCS serv-
ers. My boss wanted this done in a 
month, and unbelievably, I achieved 
this.  

Accomplishments Statement:  
Integrally involved in seamless mi-
gration of 1,000-plus users from 
various local servers onto DCS cor-
porate UNIX servers in aggressive 

one-month timeframe.  

Position: Administrative Assistant 

Rough notes:   On my first day on the job, I couldn't 
find anything, because the filing system was a mess. 
Customers were unhappy, because wait times were 
long as we located files. I reorganized the filing sys-
tem, which now works beautifully.  

Accomplishments Statement:   Improved office ef-
ficiency and customer service by overhauling previ-
ously haphazard filing system.  

Stuck?  Sometimes it's hard to identify accomplish-
ments. Try asking your supervisor or a colleague to 
name your top contributions to the team -- others may 
have an easier time recognizing your value than you. 
Review your performance evaluations or reference 
letters, which often include details about your accom-
plishments. And remember, don't sell yourself short. 

You may take your accomplishments for granted, 
but potential employers see past success as an indi-
cator of future performance. Your job search will be 
more effective if your resume showcases your key ac-
complishments.  
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JOL Offers Newsletter  & Website 
Advertising Space  
for a Mere Pittance 

 
Your Camera Ready  
Business Card Ad,  

Logo or Artwork 
 

Business Card Size 
$25 per month 

 
Quarter Page  

$50 per month 
 

Half Page  
$75 per month 

 
Full Page  

$100 per month 

� � � ��� � � �� � � �� � � �

� 
 � � � � � �
�  ! � � � �"�� � @�� � � � � � � �� � � �

Note:  Size of the website ad will be at the discretion of webmaster 



 
Officers 2005 - 2006 

 
President 

Sholanthé Gordon 
Coastal Carolina Community College 

 
President-Elect 
Cynthia Burley 

AdminSupport ® 
Administrative Support & Consultation  

 
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 

AdminSupport ® 
Administrative Support & Consultation  

 
 

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 welcome 
you to your first meeting.  JOL Chapter e-mail:  membership@IAAP-JOL.org 
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www.iaap-hq.org 
www.iaap-nc.org 
Www.iaap-jol.org 

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 

 

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. 


