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Greetings from your JOL Chapter President

As | write this last newsletter article as President, | wanted to take the time to thank
all of you for your assistance during these last two years that | have been honored to
serve as your JOL President. It's been a pleasure working with each and every one
of you and | am grateful for all you have done. Through your involvement and dedi-
cation, many accomplishments were made:

o JOL achieved “Chapter of Excellence” for the second year (1 of 3 in North Carolina) and have met
the criteria to once again achieve this award for 2010-11

Four members became CPS or CAP certified

Over 900 pencils were distributed to children at National Night Out

Several bags/boxes of personal care items were collected and donated to the homeless shelter
The “Dinner and a Movie” raffle was very successful

JOL co-sponsored the Administrative Professional Luncheon and three of our members were
nominated for “Administrative Professional of the Year!”

Collected Box Tops for Education and the school redeemed 1,900 points.

To date, five members have achieved their “Member of Excellence” award

80% of the Chapter programs were approved for recertification points by IAAP

We had a very successful “Recruitment Meeting” and 4 guests joined JOL that night

We gained 12 new members this past year

| truly appreciate your attendance at meetings, your support of our activities, and your help with our fund-
raising efforts. To those of you who aren’t able to make it to meetings, your continued support of the
chapter by paying your dues has helped us a great deal. I'm proud to be a member of the JOL Chapter
and hope you are, too! As our new President, Janet Tucker, takes office, | know you will provide her with
the same spirit of enthusiasm and cooperation you have given me. Think about how you can help the
new Board by taking on a committee chairmanship or serving on a committee. Congratulations to our
newly elected officers for the 2011-12 year:

President — Janet Tucker
Vice-President — Kathy Zerba
Secretary — Pam Mcintosh, CPS
Treasurer — Sandra Jimenez, CPS

It has been an honor and a privilege to serve you and | sincerely want to thank all of our members for their
commitment and dedication to the ideals and goals of the Chapter. Always remember, member involve-
ment is what makes the Jacksonville-Onslow-Lejeune Chapter a valuable asset in achieving

Debra Forney, CPS
JOL President

Shirley Kiziah, CPS/CAP, North Carolina Division President, spoke

to the JOL Chapter at their 12 May
Etiquette Savvy?06 was very infor ma
learned a lot with her surprise quiz. Thank you Shirley for taking

time out of your busy schedule!

JOL Chapterds May -Shirlwll(iiah,eOPSlWe&

t
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June
Birthdays/Anniversaries
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PUTTHIS Upcoming
|

CALENDAR JOL chapt" Mm

Thursday, June 9th, 2011
5:30 PM

Birthdays

Marine Federal Credit Union Annie Chivers - 6/20
AThe Ar t o f Ma n s Karen Beblo - 6/29

Dr. Richard Woodruff

City Manager, City of Jacksonville, NC _ _ _
Membership Anniversaries

JOL Meeting Dates: 2011

Deanna Girard - 6/2010
Jan13 Feb3 Mar 10
Apr14 May12 Jun9
Jul14  Aug 11 Sep8 -
Oct13 Nov10 Dec8 NN

International As:
Administrative Professionals®

JOL Chapter

7 i A
[ i% 5

Congratulations to the JOL members
who have achieved their 2010/2011
Member of Excellence é .

~ Get Certified !
. mber of Exce\\ence 1

Norma Bain CPS/CAP; Miriam Appleton
CPS/CAP; Kathy Zerba; Valerie Cox; and Deb
Forney, CPS.

Achieve Me

"You have brains in your head. You have feet in
your shoes. You can steer yourself any direc-
tion you choose. You're on your own. And you

know what you know. And YOU are the one
who'll decide where to go..."

Reminder

Deadline for Online Submissions is

~Dr. Seuss~

Sentral [1me on June JU. 2011
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z i Ideas are being solicited é . i

i \ » é. .for the JOL table at the I\%l@m.Anrﬁual
%F\G“ﬁf&? Our theme is OFIlag Dayéo. Please canftac
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Recruitment Meeting

The JOL Chapter held itds first Recruitment

Credit Union. Twelve guests attended along with thirteen chapter members. We

are pleased to announce that four new members joined at the meeting!

OThank Youd to the Recruitment Commi
this event possible.
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Committee Donations
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The JOL Chapter would like sincerely thankhe following sponsors
O2y (iNROGdzi SR R22NJ LINAT Sa TF2ANJI

Grand Prize- 2 Night Stay

Gift Basket

(5)- $5 Gift Cards

(5) ¢ Buffet and Drink Certificates
Car Wash

Gift Basket

Mary Kay Gift Bag

(2) ¢ Entrées /Soft Drink Certificate
Tanning Certificate

$25 Gift Certificate

$25 Gift Card

Tanning Certificate

(2)- Bath Spa Gift Sets
Candle

This is the first article in serlesW@bgwéUsgg,raﬁm&pcso s § bmi
by JOL Chapter member Chris Shallcrosse.

Numbers and ideas presented graphically are more
Graphics easily understood, remembered and integrated

"What | hear | know, What | read | understand,
What | see | Remember"

Each year people write and present millions of reports on
countless different subjects. These reports have something in
common: they intend to inform or persuade some particular
audience on the importance of what is being presented.
Many, if not all, of these presentations could be dramatically
improved if the authors would include graphics. In fact,
studies show using graphics increases retention of informa-
tion and shortens meeting time by 40%.

What Are Graphics?

Graphics or graphical charts are a way of presenting quanti-
tative (amounts) as well as qualitative (value) in an efficient
and effective visual form.

than when they are presented in narrative or tabu-
lar form.

Descriptions, trends, relationships and comparisons
are easier to identify. Graphics reveal the data.
They highlight information, summarize facts and
show patters and trends.

It takes less time to present and understand infor-
mation.

Benefits:

e more efficient (less time/less space)

e more effective (better understanding)

e have more impact (strengthen impressions)
e may more accurately represent information

than tabular data
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Unslow Corraanty Outreach

A reminder to update the
Chapter President on your
status in achieving  Member
of Excellence

The Chapter continues to collect
items for the Onslow Community
Outreach Shelter. Just bring in

your donated items to the meetings.

The Chapter point of contact is
Kathy Zerba at (910) 449 -6307.

Get involved

Budget Committee

Bylaws and Standing Rules Committee

f

Donot

e 101 Chaoy to collect
e apter
_ _ _ your Box
is credlte_d with Tops for the
1,900 points for JAAP/A
box tops - keep collecting; e
Box Top

you can turn them in at

each meeting. Challenge

in the JOL Chapter ~ chair or join a

. Responsible for the budget for the upcoming fiscal year.

. Responsible for maintaining conformity in the Chapter

Bylaws & Standing Rules. Propose amendments and resolutions and submit thereto to the Division
Bylaws & Standing Rules Committee for review. This is a great chance for a newcomer to become

more informed on how IAAP works.

CPS/CAP Service and Education Committee

. Stimulate interest and encourage participation in

the CPS/CAP Certification Program and provide educational guidance in preparation for exams. This
committee plans recognition and presents the CPS/CAP certificates from the Chapter.

Community Service and Social Committee

. Plan social activities to include Administrative Pro-

fessional ds Week and

Media/Newsletter Committee

organize JOL Chapter commun

. Responsible for publishing a quality newsletter and publicize chap-

ter activities through new releases to the press.

Membership Committee

. Direct all activities having to do with recruitment and retention of mem-

bership. Welcome new members, greet old members, visitors, and speakers.

Program Committee

. This committee is one of the most crucial committees. Coordinate monthly

educational programs and introduce speakers at the meetings.

Scrapbook/Yearbook Committee

Ways and Means Committee

. Responsible for capturing a pictorial history of the Chapter.

. This committee shall devise and promote projects to raise funds to

further the objectives of IAAP and the Chapter.

Committee of Nominations
new officers.

Tell er os

. A temporary committee whose mission is for the purpose of electing

C.oAppointed by €he President, this committee is responsible for distributing and

collecting the ballots, tallying the vote and reporting election results.
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Managing up: Effective Strategies for Succeeding in the
Workplace

Here are a few key takeaways to help enhance your professional relationship with your boss:

Adapt to your boss's communication style and interact on their schedule.

Set expectations early by asking the right questions and defining boundaries.

Review your progress on a regular basis with your boss. Solicit feedback and learn to handle criticism.

Take advantage of collaborative tools to improve and increase communication between you and your boss.
Everyone gets frustrated at work, but make sure to remain focused on the task at hand at all times. Attitude is eve-
rything, so keep a smile on your face - and others will notice.

< <K<K

Begin managing up today.
We'd like to offer some practical ways you can put the lessons learned in our webinar into action and begin managing

up in your office right now.

Pay attention. It's important to pay close attention to your boss's working style. Figure out what types of achievements
they value the most. Identify their strengths and weaknesses so you can compensate to make life easier for you both

while becoming an indispensable asset to your boss.

Understand their perspective and agenda.  Try looking at your workplace from your boss's point of view. Observe
subtle cues to determine which tasks need to be made a priority. Ask your boss how you can make them more suc-
cessful. Understanding the pressures and pain points your boss faces while offering a solution can help you evolve

from employee to trusted advisor.

Develop positive relationships.  Managing up requires that you maximize your relationships with everyone in the of-
fice, not just your boss. Be honest and trustworthy so your coworkers can depend on you. Steer clear of office politics,

including seemingly harmless gossip, and always maintain a positive attitude at work.

Keep your boss informed.  Your boss relies on you to deliver useful information. So utilize your network of contacts
within the office and filter the "need to know" information from the "nice to know" information. Use your newfound skills

to convey bad news and make sure to convey critical information in a timely manner.

Understand your own management style.  Examine your own strengths and weaknesses to determine how you re-
spond to different management styles. Define your personal goals and focus on developing your skills with organiza-
tional objectives in mind. Gain awareness of the effect you have on others by asking coworkers their opinion of your

interaction style and general demeanor.

Managing up can result in a more productive workplace, better working relationships, and even increase your potential
for recognition and advancement. If done correctly, you'll transform your current relationship with your boss into an

asset that drives your success and the success of your company.

For more tips on how to attain and maintain a successful career, please contact your local Adecco representative

today!
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http://www.adeccousa.com/Pages/OfficeLocator.aspx

J u netee nth also known agreedom Dayor Emancipation Day, is a holi-

day in theUnited StatesionoringAfrican Americanheritage by commemorating the af® :
nouncement of thabolitionof slaveryin theU.S. Stateof Texasin 1865. Celebrated or}
June 19 it is recognized as a state holiday in 37 states dfittiked States

ThoughAbraham Lincolrissued théEmancipation Proclamatiaan September 22, 186~ -85 §*
with an effective date of January 1, 1863, it had minimal immediate effect on MOSbescription:  Juneteenth day cele-
s | a v ets-day ltvesyparticularly in th€onfederate States of Americeexas, as a bration in Texas.

. . . . Date: June 19, 1900
part of the Confederacy, was resistant to the Emancipation Proclamation, and thosighe: prca 05476, Austin History
slavery was very prevalent in East Texas, it was not as common in the Western afegs:@fstin Public Library
Texas, particularly thelill Country, where most GermaAAimericans were opposed to

the practice. Juneteenth commemorates June 18 and 19, 1865. June 18 if/ttierd@gneralGordon Grangeand

2,000 federal troops arrived @alveston, Texago take possession of the state and enforce the emancipation of its

sl aves. On June 19, 1865, | egend h ashtori Mlla, @réingelr read the
contents of fGener al Order No. 30:

The people of Texas are informed that, in accordance with a proclamation from the Executive of the United §

ters and slaves, and the connection heretofore existing between them becomes that between employer and
bor. The freedmen are advised to remain quietly at their present homes and work for wages. They are infor
they will not be allowed to collect at military posts and that they will not be supported in idleness either there
elsewhere.

all slaves are free. This involves an absolute equality of personal rights and rights of property between form] mas-

That day has since become known as Juneteenth, a name derivegtmamamteawf the words June and nine-
teenth.

Former slaves in Galveston rejoiced in the streets with jubilant celebrations. Juneteenth celebrations began
the following year.Across many parts of Texas, freed people pooled their funds to purchase land specifically
their communitiesd i ncr e @ dnclondingHpustbr@as gk ma e ie Mextadnsd i
Booker T. Washington Park, and Emancipation Pa/uistin.

In theUnited State,sFlag Dayis celebrated on June 14. It commemorates the adoption ftdghef the
United Stateswhich happened that day by resolution of $#eeond Continental Congressl777.

andi

tates,

ired la-
ed that
DI

N Texas
or
fg a

In 1916,PresideniWoodrow Wilsonissued a proclamation that officially established June 14 as Flag Day; in Afgust

1949, National Flag Day was established byAahof Congress

Flag Day is not an officidederal holidaythough on June 14, 1937ennsylvanidecame the first (and only).S.

stateto celebrate Flag Day asstate holidaybeginning in the town dRennerdale Title 36 of the United States

Code, Subtitle I, Part A, CHAPTER 1, 8 1isthe official statute on Flag Day; however, it is at the President's dis-

cretion to proclaim officially the observance.

One of the longestunning Flag Day parades is held annuall@inncy, Massachuseftahich began in 1952, cele-

brating its 59th year in 2010. The 59th Annual Appleton Wisconsin 2009 Flag Day Parade featured the U.S.[Navy.

The largest Flag Day parade is held annualljrimy, New York which bases its parade on the Quincy parade a
typically draws 50,000 spectators.

Perhaps the oldest continuing Flag Day parade is at Fairfield, Washington. Beginning in 1909 or 1910, Fair
field has held a parade every year since, with the possible exception of 1918, and celebrated the "Ce;;:r”;‘ni

parade in 2010, along with some other commemorative events. source
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Certification Do something for yourself

Why wait? ‘]

and your career today. % ,,\j

TAAP is moving from a two rating system to a one rating system, with areas of specialty.
The base rating will be Certified Administrative Professional (CAP). The specialty pres-
ently being offered is Organizational Management (OM). The new CAP exam will become
a one-pat exam. The OM exam will also be a one-part exam. The list for study materials
1s available on the IAAP website. www.iaap-hq.org/sites/default/files/pdf/certification/
CAPExamGuide.pdf

The first of the new exams will take place on November 4th and 5th, 2011. Friday,
November 4th will be the specialty exam (OM). November 5t will be the CAP exam.
The deadline for the application is August 15th, 2011.

Questions and answers about the certification exam can be found at www.iaap-hqg/sites/
default/files/pdf/certification

@ Membel’ Of EXCG”GHCG The MoE commitment

form is on Page 15

Pathways to Excellence
“Member of Excellence”

2010-2011 Submission for Member of Excellence

During the course of the year, members were encouraged to work towards success, completing criteria gnd re-
taining the documentation of achi evVvanthkeydune30&theel] ei
latesti members should log onto the IAAP web site and submit an electronic application. For ease in corfpplet-
ing the online form, it is recommended that members draft their entry using the Excel worksheet that haglbeen
prepared. The details contained in the worksheet can fndytasted into the ehne form. The website ad-
dress to submit your application electronically idgtp://pathways.iaapg.org/IAAPHQ/Pathways/Programs/
MemberofExcellence/MemberofExcellenceinfo/Default.aspx

Audit evidence can be submitted electronically (preferred) or paper copy. It is the responsibility of the mgmber
being audited to have the material organized i a
suggestions contained in this document are notaaddast/absolute but rather are

based on experiences of the first audit and the questions that have been rece r o g s
regarding the program. war \ember
of Excellence
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Free Webinars are one of your |IAAP benefits: These Webinars are free and you

can control/click on the link and it will take you to the registration page. Fill out the information and put it
on your calendar to notify you that the day and time is approaching. These are interactive webinars in
that you can ask questions by typing in your question and it will be answered before the webinar is over.
If you do not sign up for the webinar they are usually posted on the International Library website and you
can view them later. Give it a try with one of these upcoming webinars from IAAP:

Strategic Planning

Learn to prepare goals as we get ready to begin the 2011-2012 IAAP year. This webinar is not eligible for recertifi-
cation points.

Register for a session:

Tuesday June 14, Noon - 1 p.m.CT

Tueday June 14,4 -5:00 p.m. CT

Education Committee Training

Get answers to your questions concerning the division and chapter education committees. This webinar is not eligi-
ble for recertification points.

Register for a session:

Tuesday July 12 11 a.m. - Noon CT

Tuesday July 12,3 -4 p.m. CT

Membership Forms Webinar

Get an in-depth look at the membership forms used as a chapter or division leader, everything from the member-
ship application to the cooperative marketing assistance form will be covered. This webinar does not qualify for re-
certification points.

Register for a session:

Thursday July 14, 11-Noon CT

Thursday July 14, 3-4 p.m. CT

*kkkkkkkkk * *kkkkkk * *kkkkkkkk

If you missed this webinar - "Do You Lead With Earth Green or Fiery Red? How to Identify
Your Work Style Color Energy and Build Better Working Relationships." - You can view a re-
cording of the webinar at http://www.youtube.com/watch?v=lexfa3nifJ4.

== |Jpcoming Events l l i—'

NCD Annual Meeting i
June 1® 12, 2011 '
Winston Salem, NC ,

4

July 24 6 27

Montreal, Quebec
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BENEFIT of IAAP MEMBERSHIP:

If you're an office professional, executive secretary, manager or administrative professional ffrom
any type of corporation, ngorofit or small business, OfficePro's articles are relevant to issues
you face in the office.

As an IAAP member you receive nine information| 4
packed issues per year as a benefit of membershj¥

Tips for the Workplace

health.gov

Improve heaith Learn how

Technology Tip:
Visit health.govto learn

Microsoft Excel Web App: valuable ways to improve

your health.
Using the Microsoft Excel Web A % YOU can
access spreadsheets from anywhere withy,

your web browser or easily share and col4™*
laborate in -real time with friends and col
leagues.

O 0 0 0 0 0 o

The Web App is a convenient solution to
tackle group projects.

t he wel fare of

~ Helen Keller

. Marine Federal Credit Union membership is not just

v Mar, ne available to the military? Marine FCU also partners with

Federal Credit Union local businesses and organizations to offer membership
PO Box 1551 jacksonvile NC 2841-1551 to individuals living and working in our local communities.
JOL Chapter of the IAAP is a business partner of Marine FCU and as members
of JOL you and your family members are eligible for membership. Marine FCU
offers a full range of services and benefits including auto loans, mortgages, finan-
cial planning, credit cards, electronic financial services as well as several check-
ing and savings options. Feel free to stop by any Marine FCU branch for more
information or to open your account. Thanks to Marine Federal for allowing us
to meet at their headquarters facility.
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(left to right) Debra Forney CPS, Janet Tucker,
Kathy Zerba, and Sandra Jimenez CPS

Officers 2010 - 2011

President
Debra Forney, CPS
City of Jacksonville
dforney@ci.jacksonville.nc.us

Vice-President
Janet Tucker
Marine Federal Credit Union
jtucker@marinefederal.org

Secretary
Kathy Zerba
Marine Corps New River Air Station
kathy.zerba@usmc.mil

Treasurer
Sandra Jimenez, CPS

Law Offices of John Drew Warlick, P.A.

Sandra@warlicklaw.com

Committee Chairpersons

CPS®/CAP® Service and Education
Miriam Appleton, CPS/CAP
Campbell University
appleton@campbell.edu

Media/Website
Deb Forney, CPS
City of Jacksonville
dforney@ci.jacksonville.nc.us

Newsletter
Kathy Zerba
Marine Corps Air Station New River

Membership Committee
Norma Bain, CPS/CAP
Jones Onslow EMC
nbain@ec.rr.com

Program Committee
Debbie Earley, CPS/CAP
Jones Onslow EMC
dearly@joemc.com

Bylaws & Standing Rules
Pam Mclintosh, CPS
City of Jacksonville
pmcintosh@ci.jacksonville.nc.us

Ways and Means Committee
Valerie Cox
Naval Hospital Camp Lejeune
valerie.cox@med.navy.mil
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Meets Second Thursday Each Month
Marine Federal Credit Union
4180 Western Blvd., Extension
(Rear Entrance)
Jacksonville, NC
5:30 pm 1 5:45 pm (Networking)
5:45 pm i 7:00 pm (Education/Chapter Business)

w | 44
" 7
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International Association of
Administrative Professionals®

JOL Chapter

The Jacksonville-Onslow-Lejeune (JOL) Chapter was
chartered in November 2004 and promotes professional-
ism through continuing education, chapter programs, and
networking for administrative assistants.

The chapter is one of 18 chapters of the North Carolina
Division.

If you would like to join us at our next meeting, please con-
tact the Membership Committee by e-mail at member-
ship@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.

Annual Membership Dues
Dues Chapter Division I nt 68 TOTAL
Member* $15 $10 $83 $108
Student $7.50 $5 $50 $62.50

*New members also pay a one-time processing fee of $15.
This is waived for students.

Certify Your Credibility

PASSION Future CPS®/CAP® Exam

PURPO

Exam Dates Application Deadline
Nov 4 - 5,2011 Aug 15, 2011

www.iaap-hq.org

WWW. iaap-nc.org For November 2011, the new exams
: i will be administered on Saturday;
www.laap JOI'Org select retake candidates will test
Friday and Saturday.




International Association of

Administrative Professionals®

] Member of Excellen

Member of Excellence Commitment Form

As a career-minded administrative professional, | commit to maximizing the value of
my IAAP membership through the pursuit of continuous personal and professional devel-
opment, access to information networks, and leadership opportunities in order to achieve
measurable standards of excellence as a member of |AAP.

| will, to the best of my ability, demonstrate professionalism and continually advance a
positive image of the profession to my employer and others in the business world.

In order to fulfill my personal and professional potential to continually strive for excel-

lence, | will promote IAAP’s:
Mission:

Enhancing the success of career-minded administrative professionals by providing
opportunities for growth through education, community building and leadership
development.

Core Values:

Integrity: We demonstrate this cornerstone of our profession through honesty,
accountability and high ethical standards.

Respect: We create respect within our profession and association through listening,
understanding and acknowledging member feedback.

Adaptability: We ensure the success of our association by embracing positive
change and by nurturing diversity, creativity and visionary thinking.
Communication: We cultivate and maintain excellence by remaining approachable
at all levels, communicating openly and building strong relationships.

Commitment: We are steadfast in our goals to develop learning opportunities for
career-minded administrative professionals and to strengthen efficiency and
effectiveness.

Name

Date




