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“Lighting the pathways for professional growth”
Jacksonville-Onslow-Lejeune Chapter
wThe JOL Chapter meets the first Tuesday of

of the
each month, 5:30 pm -7:00 pm, Marine

m
:6!—
International Association of Administrative Professionals®
Federal Credit Union (MFCU), 410 8 Western

Certification...Is It Worth It?

Blvd. Extension (rear entrance).

Jacksonville, NC 28541

E-mail: JOLChapter@yahoo.com
March

wTuesday, March 1, 2005, JOL Chapter
meeting agenda to include a presentation
by the Chamber of Commerce staff on the

Chamber of Commerce, its functions and

activities.
wTuesday, March 1, 2005, Deadline for Ad-

ministrative Professional of the Year nomi-

According to Lori Ruff, CAP®, CSA,

nations.
wFriday - Saturday, March 11-12, 2005,
Leadership Development Conference and

Education Forum, Clemmons, N.C. For

MM I, certification is worth itto her.
more information and registration visit:

Lori's credentials as a Certified Admin-
istrative Professional®, Certified Signing

Agent, and Microsoft Certified Master

Instructor says to the world that she
http:/ / ww w.iaap-nc.org

“knows her stuff”.
Certification is a mark of excellence
that you carry with you everywhere you
Lori B. Ruff, CAP, CSA, MMI
Wednesday, March 16, 2005, O.C. Distin-
guished Women/ Young Woman 200 5
Awards Luncheon, noon - 1:30 pm, Jack-

sonville USO. For additional information

contact Theresa Carter (910) 455-1113.
(Points continued on page 2)

go and a guarantee that you meet a
IAAP® N.C. Division Education/ Certification Director

standard within your field.
In the administrative field certification
Future Exam Application Deadlines & Exam

is not a requirement but instead a vol-
untary act. When an administrative
professional chooses to prepare for a
Certified Professional Secretary® (CPS®)
exam (1 day) or a CAP exam (1% days)
then this is a professional who takes his/ her administrative responsibili ties
very seriously and expects others to take him/ her seriously.
Certification provides opportunities to enh ance your career success
Pride in accomplishment; increased self-esteem
Greater r espect from employer/ peers Dates.
Certification seminars; continuing education ,
Deadline Exam
(Certification continued on page 2) 2/ 15/ 05 5/6-7/ 05
8/ 15/ 05 11/ 4-5/ 05
2/ 15/ 06 5/5-6/ 06
8/ 15/ 06 11/ 3-4/ 06
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Job advancement

Professional skills

JOL Member - Karen Beblo
in a job that she loves, and looks for-
ward to coming to work everyday.
She has three boys, Christopher
L
i
£
x
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Salary
(16), Michael (11), and Justin (9). The
boys are very active in sports which

College Credit
Karen Beblo was born
and raised in Jeffer-
son, lowa. She and
her family moved to
Jacksonvill e for the
keeps Karen active as well. Karen is
Assistant Coach in baseball and soc-
cer, Assistant Den Master in Boy
Scouts, and teaches 34 graders in
«.,ZZ‘ZZ

second time in Novem-
Sunday school at church.
Karen and her husband own a
rental company. Inher little spare
time Karen enjoys playing with their
puppy, Joey, and spending quality

ber 1994. They made Jacksonville
their permanent home when her hus-

band, Dan, retired from the Marine
Corps in December 2000.
Karen h as worked at Marine Federal
Credit Union for 10 years as an Ex-
ecutive Secretary to the Vice President
of Lending and Collections Services.

Karen feels very blessed to be working time with her husband.



(Certification continued from page 1)

Successful completion of
the CPS (Certified Profes-
sional Secretary ) or CAP
exam validates your pro-
fessionalism throughout
your career. The CPS
exam is a one-day exam
with three parts. The CAP
exam is a one and one-half
day exam, with four parts.

Parts 1-3 CPS and CAP exams:

- Finance and Business Law (economics, accounting
and business law).

- Office Systems and Administration (office techn ology,
office administration and business communication).

- Management (behavioral science in business, human
resources management, organization and
management).

Part 4 - CAP exam:

- Organizational Planning (team skills, strategic
planning, and advance administration.

You have decided to take the CPS or CAP exam, now
what you do before certification, how/ what do you
study, and what do you do after the exam?

Obtain, complete and mailin the latest Certification
Application by the specified deadline

Download and print a Certification Review Guide
from the IAAP website

Obtain at leastt wo comprehensive textbooks in the
tested topics. The textbooks should be no more than
two editions old. Keep in mind that no one source is
intended to provide all materials tested on the CPS
or CAP examination. You must decide which method
or methods of preparation works best for you.

Plan your study schedule for each area. If possible,
get with a study group

Read and re-read chapters, take notes, highlight and
make notes in the margins

Take the practice exams
Get a good night’s sleep the night before the exam
Exam day—review the highlights only

Relax and wait for the performance reportthat will
be mailed to you approximately 45 days after the
exam

Understand the re-certification process. How often
do you re-certify? How many certification points are
needed? What is counted toward re-certification?
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(Points continued from page 1)
April
wMonday, April 4, 2005, O.C. Board of Commissioners Meeting, Summersill

Building, Courtroom #1, Old Bridge St., Jacksonville, 6:00 pm, Proclama-
tion signing in honor of Administrative Professionals Week .

wluesday, April 5, 2005, JOL Chapter meeting agenda to include an educa-
tion program entitled “Virtual Assistant” presented by Alana Daniels, Chief
Administrative Officer/ Owner, Creative Resources.

wlTuesday, April 5, 2005, City of Jacksonville Council Meeting, Council
Chambers at City Hall, 211 Johnson Blvd., Jacksonville, 7:00 pm, Procla-
mation signing in honor of Administrative Professionals Week.

wApril 24-30, 2005, Administrative Professionals Week.
wWednesday, April 27, 2005, Administrative Professionals Day .

wrlhursday, April 28, 2005, Administrative Professionals Breakfast, 8:30
am, Jacksonville Country Club. The breakfast is sponsored by the Greater
Jacksonville/ Onslow Chamber of Commerce. For more information contact
Andrienne James, (910) 347 -3141 or email: ajames@acksonvilleonline.
org

May

Tuesday, May 3, 2005, JOL Chapter meeting. Education program enti-
tled “ Resume Preparation/ Interviewi ng Techniques” presented by Con-
nie Hammond, MBA, Human Resources Director, City of Jacksonville.

Certify Your Productivity

The January/ February 2005 issue of OfficePro
Magazine states that administrative professionals
with an in-depth knowledge of the Microsoft Office
applications (Word, Excel, Access, PowerPoint and
Outlook) are in high demand.

Those who are certified experts in these applica-
tions often comm and higher salaries than candi-
dates without similar credentials. For example, a
certified Microsoft Office Specialist may see pay in-
creases of up to 10 percent, dependent upon your
employer and the area of the country you live.

If you u se any of the Microsoft applications on a
daily basis you may already possess a level of profi-
ciency to successfully complete one or more MOS
certification exams.

Many community
coll eges offer pre-
paratory courses
and MOS certifica-
tion at Core and Ex-
pert certification lev-
els. Contact your
local community col-
lege for additional
information.

Lighthouse News



Keep Your Admin Skillsin Shape

Successful adminis-
trative professionals don’t stay on
top by accident; they work at it by
constantly improving their skill s.

"You musttake classes and
continue training, because software
programs and other things are con-
stantly changing,” says Cynthia
Lively, past president of the Inter-
national Association of Administra-
tive Professionals (IAAP). Lively,
who has 36 years of admin experi-
ence, is also the administrative as-
sistantto the headmaster atthe
Eaglebrook School in Deerfield,
Massachusetts.

Where do you find training pro-
grams? Start close to home.

"Community colleges are more
attuned to what skills employers
need in your area," says Lively.
"The offerings are usually vast,
from [Microsoft] Access classes to
how to create Web pages.” Commu-
nity college courses can also be in-
expensive, she notes.

Self-learners can follow Lively’s
lead. Two years ago, she took a six-
week online advanced computer
course offered through a commu-
nity college. "I was busy. | wanted
to do things at my own conven-
ience and didn’t wantto have to go
back out at nightto attend a class,"
she says. Assignments that she re-
ceived on Wednesdays and Fridays
had to be finished by the following
Wednesday. The assignment direc-
tions were 16 to 20 pages. "That
may sound long, but compare read-
ing those pages to sitting in a class-
room for three hours a week, and it
puts things into perspective,” Lively
says.

While Lively was comfortable
taking an online course through a
college, others are wary of what
they may be paying for. To ease
those worries, the American Society

Where to Get Them
by Therese Droste

for Training and Development offers
the E-learning Courseware Certifi-
cation Program, which provides
data on the quality of Web-based
courses.

Other alternatives include com-
puter-training companies and "soft
study materials such as the Dum-
mies [series of] books," says Rick

Stroud, communications manager
for the IAAP. And don't overlook the
obvious: "Software packages you
buy come with tutorials. That’s
great if you're more of a self-
learner, because the tutorials can
walk you rightthrough the les-
sons," Stroud says.

Stroud also suggests that ad-
ministrative workers check out Mi-
crosoft Office Specialist (MOS) in-
formation. "Since some 98 percent
of business offices use Microsoft
Office products, we encourage MOS
certification for administrative
staff," he says.

Stick with reputable,
well-known organizations or educa-
tional institutions. "Research, ask
for r eferences, talk to people who've
taken courses atthe company,”
says Stroud. "As a general rule,
find someone who has been in
business for a while." Prices for
classes can jump all over the place.
"But remember: Any money spent
on trainingis an investment," he
says. "The new skill s will allow you
to make a higher salary." Unfortu-
nately not all employers realize the
huge payoff for a small investment
in its admins. You may haveto
make that investment in yourself.

The IAAP recognizes that there
are many avenues to take when
trying to obtain training. The IAAP
suggests that admins:

- Attend community college
classes, or classes offered at
business, vocational or techni-
cal schools.

- Talk to HR directors to find out
what training opportunities are
offered through your company.

- Subscribe to professional publi-
cations and personal computer
magazines.

- Find self-tutorial programs. As
training vehicles, self-tutorials
are extremely attractive, espe-
cially for learning software.

Join continuing-education mail-
ing lists from local schools. Also
check your newspaper for computer
and other classes offered locally.

The world is so fastt hat
there are days when the
person who says it can’t
be doneis interrupted
by the person who is
doing it.

- ANONYMOUS
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Whose Job Is [t?”

This is a story about four people named Everybody,
Somebody, Anybody and Nobody.

There was an important job to be done and
Everybody was sure Somebody would do it. Any-
body could have done it, but Nobody did it. Some-
body got angry aboutthat because it was Every-
body's job. Everybody thought Anybody could do
it, but Nobody realized that Everybody wouldn't do
it. It ended up that Everybody blamed Somebody
when Nobody did what Anybody could have done.

Your organization n eeds...

According to The American Heritage
Dictionary an organization is
“something comprising elements with
varied functions that contribute to the
whole and to collective functions. A
number of persons or groups having specific re-
sponsibilities and united for a particular purpose”.

This definition can apply to a professional or-
ganization, a workplace, a sports team or a family
unit. Can you think of anyone who wants to be as-
sociated with a bad organization, workplace, sports
team or family unit? Everyone wants to be associ-
ated with a winner, with a success story. However,
to be a success an organization, ateam, a family
unit must have the input and support of all mem-
bers. No one or two people can do it all. Everyone
must contribute.

In a professional organization such as the JOL
chapter of IAAP its members contribute to the
chapter's success by volunteering for a committ ee.
Members can choose to work on a committee that
he or she may have some experience with and want
to share that expertise with others. Or, if the
member wishes to learn about something com-
pletely new then volunteer to work on a commi itt ee
that he or she knows little to nothing about. One
of the benefits of joining a professional organization
is learning by association. Members coming to-
gether, putting their heads together and coming
away with a success story.

The JOL chapter currently has ten commiitt ees
however not all are contiguously active. Each com-
mittee 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
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- Media/ Newsletter/ Website

- Membership

- Program

- Ways and Means

- CPS/ CAP Service and Education

- Community Services and Social Events
- Budget

- Scrapbook/ Yearbook

Bylaws and Standing Rules. Any organiza-
tion must have rules and procedures to govern the be-
havior of the organization and its members. The by-
laws of an organization:

- define the primary characteristics of the organiza-
tion

- serve as the fundamental instrument establishing
an unincorporated society, and

- prescribe how the organization functions

An organization's standing rules govern administrative
details of the organization.

The bylaws and standing rules documents the name
of the organization, the positions that will be filled by
officers and a brief description of the officers' duties.
The names of the commiittees and their functions can
also be found here.

Once the bylaws and standing rules are written and
approved it is frequently referred to conductthe organi-
zation's business however is infrequently updated. Up-
dates are done only when a revision is warranted.

Lighthouse News



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

Julie 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.

www.iaap-hq.org
www.iaap-nc.org
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