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How Admins Can Develop Leadership Skills

by Margot Carmichael Lester

In today’s workplace, admins are
expected to possess many skills
that extend beyond computer
know-how and teamwork. Among
them are strong leadership abilitiesy
which are now more important thar
ever.

So how do you develop your inner
leader? By embracing a handful of behaviors antlidés proven
leaders possess. Here’s how.

Leaders Show Initiative

The first step is being proactive, according to Dawtone, coauthor
of Winning Nice: How to Succeed in Business and Lifaadt Wag-
ing War. “Even if you aren’t in a position to actually teathers, you
can still conduct yourself like a leader,” she sdyghen situations
arise that call for your leadership, you'll be atdeise to the occa-
sion.”

Instead of simply noting a problem or complainihgat it, leaders
solve it. For example, when Jaclyn Lamfers, a fai@rservices as-
sistant for American State Bank Investment ManagereT rust,
discovered the industry-standard software her compaed wasn't
meeting customers’ reporting needs, she took action

“I took a simple Microsoft Office course, and | tead ways to make
our industry software perform in ways it hadn'tdref,” Lamfers
says. “Now | have an expertise that helps our camwy@ad helps our
customers.”

That kind of leadership contributes to the compaigttom line --
and to your own performance review.

within the organization, and often all at the same. You've got
to prioritize and reprioritize your work -- day iy, hour by
hour.”

Leaders Get People to Follow

Effective leaders persuade others to follow themursuit of a
goal. That requires assertiveness and communicskidia.

“Assertiveness shows that you are a leader, thabym the pro-
ject,” explains Herb Greenberg, president and CEBRyconsult-
ing firm Caliper.

But being assertive and communicative with thoseiiad you
doesn’t mean constantly reminding people you'rehiarge or boss-
ing them around. “Being persuasive is a more effedtait in lead-
ership,” Greenberg says. Instead of browbeatingagues into
participating in a project, for instance, ask alibeir needs and
motivations -- and play to them.

“Remember that communication is a two-way stre@téenberg
advises. “You have to communicate your ideas astdrlito what
the other guy has to say.”

This technique allows others to feel they're megtimeir own
needs -- even though they're also helping you meets. It also
shows higher-ups you can get others’ support ipstjmg com-
pany operations.

Leaders Combine Varied Skills

In the end, a true leader mixes all these skillsréate success for
themselves and others.

“A leader possesses the ability to motivate otheiske independ-
ent decisions and take calculated risks,” says ®@oattsman, di-
rector of the Protocol School of Texas, which sakzgs in eti-
quette training for corporations, universities amtividuals. “A
good administrative assistant does this on a deibys.”

Leaders Take Ownership

Taking ownership of your work and staying on toglefnging
needs gives your boss comfort that you're in cdrfohe situation.
“When you demonstrate ownership, you demonstratgelieship,”
says Leonard Homer, president of admin serviceigen\Essential
Business Solutions. “Don't look at an assignmersamething |
was handed.’ Rather, look at it as, ‘this is mytdsr my company,
and | need to get it done.”

And when tasks pile up on your desk, you can steadérship abil-
ity by adjusting priorities so you can continuemeet the needs of
both your boss and the business.

“The road twists and turns in every organizatiod for every
admin,” Homer says. “You often take direction fromiltiple people

Volunteer Chapter Speaker
Good public speaking skills come with practice amate practice.
JOL members are improving by speaking 5 minutearontopic
during our monthly meetings.

Our May speaker was Pam Mcintosh

Pam told us about the Onslow County Sturgeon

City Institute and the programs that are available
for students in the area.

Our June volunteer is Rachel Branthoover.
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Five Ways to Build Leadership Skills in an
Entry-Level Job

by Peter Vogt
MonsterTRAK Career Coach

If you want to start developing
leadership skills in your first job
here’s Lindsey Pollak’s advice:
Begin with your eyes and ears.
That's what she did in her first
role as a program coordinator fd
the American Woman'’s Eco-
nomic Development Corp. in Stamford, Connecticut.

=

“My pay was very low, so my terrific boss -- theeextive director of
the organization -- used to let me tag along totinge, conferences
and networking events,” says Pollak, authoGetting from College
to Career “l would even sit in the room with her when shada
some important sales calls to potential funders.”

By watching and listening, Pollak started buildlagdership skills
she still uses. You can do the same thing, espedigiou add other
leadership-development strategies like these to gaily entry-level
job routine.

Be a Thinker, Not Merely a Doer

It's one thing to simply do the job you're askeddm It's another to
look for additional opportunities to contribute wa] says Michelle
Tillis Lederman, founder of corporate training aiwhching company
Executive Essentials.

“Don't just be a doer; be a thinker,” Lederman aee. “If you're
asked to crunch the numbers, go the extra stejalgtze them.
Think about the implications of the results and tvhay be important
to highlight.”

Take Proactive Action

Just because your boss is in charge of you does@h he’s focusing
on your professional development as much as yausarénstead of
waiting for him to offer feedback or give you asigament, make the
first move.

“Ask your manager, ‘What more can | do to contrébtd the com-
pany and develop my skills?™” says Pollak. “Be ptbze.”

Or as Joe Takash, CEO of Victory Consulting in @b, puts it:
“Manage your boss.”

Volunteer Beyond Your Job

Every organization, regardless of size, has impbrark that
simply isn’t getting done. Look for these hiddendasometimes
not-so-hidden) tasks in your company, and volunteeio them.

“Volunteering allows you to get outside your comifoone and

hone your skills in new areas,” says Alaina Levipresident of
Quantum Success Solutions in Tucson. “It also shaws boss
and colleagues that you're not afraid to get yands dirty and
that you want to be a leader.”

Respectfully Challenge the Status Quo

Once you've been on the job a few months, you'daubtedly
begin to see things your organization could impropen. Now
is the time to not only speak up but also to offetackle these
problems.

Case in point: Rhys Gerholdt, e-advocacy and e-comications
coordinator for United Cerebral Palsy (UCP) in Wagton, DC.
“In recent months, I've plunged UCP into using tdpgtarted
viral campaigns, enhanced our e-newsletters, egglasing
wikis and Flash games and am currently adding videsviews
to enhance an advocacy campaign,” Gerholdt say® fost
exciting part of my job is exploring new technigugsestioning
our limitations and reevaluating the status quo.”

Ask Questions and Listen for Wisdom

Your new coworkers, especially those who have lyedme
workforce for years or even decades, will not bprigssed if you
immediately come across as a know-it-all. But ydlli definitely
grab their attention in a positive way if you clgatemonstrate
you're interested in learning from them throughuglbtful ques-
tioning.

“You should ask a lot of questions and not feat ytoa’ll be
perceived as young, inexperienced or dumb,” saysiiKkried-
man, a communications coach in Philadelphia. “Yiauyeung.
You are inexperienced. But if you ask good questigou will
appear genuinely interested in learning and cautirily, and
you'll be perceived as someone with great potefitial

Rip Tide Awareness Week
June 1- June 8

Be Safe and Enjoy the Summer!
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How to Dress for Air Travel
By: Chrissy Scivicque

Traveling on airplanes is always less than comifiteta_et's face it -
you're crammed into a tiny seat with no leg room wour purse
(safely stowed under the seat in front of you)cisially right under
your feet. It can be tempting to do everything @ugypower to find as
much comfort as possible when headed out for a fdarge ride.

Gone are the days when people "dressed"” for aieltrdhese days,
you could show up wearing a bathrobe and slippedsyau'd blend
right in with your fellow passengers. While sweatsl jeans may be

You are a Representative of Your Company

Keep in mind that, when traveling for business,'y@always a
representative for your company. If you hand soreemnom-
pany credit card, be aware that they will now asgegouwith
your company's brand. Just keep this in mind wtenigteract
with people. Be courteous and polite (as alwayd)ramember
that, if the company is paying for your travel, yghould make
an effort to present yourself in a way that woulakeyour boss
proud.

the first thing you reach for when preparing fdlight, I'd like to
make a recommendation: don't.

You don't have to wear a business suit when youdaa airplane buty
it's still a good idea to look presentable. Tratmsita business casual
works just fine. Steer clear of track suits andaweBlue jeans and
your "I'm with Stupid" t-shirt probably aren't thest choices either.
Try a pair of wrinkle-free slacks and a light swesatChoose comfy
flats instead of sleek heels. Of course comfostilsa priority.

The Benefits of Looking Good While Traveling

The purpose of the flight is obviously to get yoorh here to there.
But quite a bit can happen along the way. Whenrgaidnsidering
rolling out of bed and stumbling to the airportyiour pajamas, con-
sider the following:

You Never Know

You may find yourself sitting next to your futureds (or future
spouse). You may strike up a casual conversatitimtive nice man
or woman in the seat next to you and find out thay are president
of a company you desperately want to work for fat they're your
soul mate). Maybe you'll find yourself chatting vtomeone who
would be a great professional contact or clientat®er happens,
you'll want to introduce yourself and hand overybusiness card
without having to apologize for your disheveled eg@nce.

You just never know who you'll meet. It doesn'tthorassume that, af
some point during your travels, you're going to itamrmake a nice,
professional impression on someone. And if yowloky enough to
see Posh Spice in the airport, you'll want to geitture with her and
not be embarrassed to show it off in the future.

Upgrades

They might say that appearance doesn't have agythido with it,
but it certainly doesn't hurt your upgrade reqifegbu look slightly
more professional than everyone else. And if yadigmmingling in
the front of the plane with other first class pasggs, you'll want to
look like you fit in. You don't want to be the stteurchin who got
lucky.

Software ldeas to Make
Your Job Easier

Meeting Scheduling

Did you know that scheduling a meeting-- even between
just two people-- usually results in an average of seven
back-and-forth e-mails?

Jiffle (www.jifflenow.com) takes a different approach. In-
stead of asking meeting attendees whether a specific time-
slot works, you mark your own Outlook (or Google) calen-
dar with open timeslots so you can schedule meetings
without any back-and-forth at all.

What's The Cheapest Way To Ship This?

If your company ships packages and letters with more than
one carrier, it's a constant question with different answers
every time.

Shiptool (www.Shiptool.com) is a great, free way to find out
what the cheapest method is to ship a package. Just enter
the details and the to and from addresses and you'll have
instant, up-to-the-minute rates.

Create Your Own Fonts

Have you ever found yourself in the situation where you
need a font that you just can't seem to find? Or you need a
specific symbol to show up in your font, but can't find it any-
where?

Fontstruct (www.fontstruct.fontshop.com) is the most user-
friendly source I've found to create fonts or even just a sin-
gle character. It's a tool that isn't a daily need, but when
you need it... you need it!
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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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