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Points of Interests 
The JOL Chapter meets the second  
Thursday of each month, 5:30 pm -7:00 
pm, Marine Federal Credit Union (MFCU), 
4180 Western Blvd. Extension (rear en-
trance). 
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March 2007  

· Thursday, March 15, 2007, JOL Chap-
ter meeting.  JOL Chapter meeting 
agenda to include a program entitled “7 
Habits of Highly Effective People”, pre-
sented by Michael Pisanai, Marine 
Corps Certified Facilitator. 

 
(Points continued on page 3) 
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POB 847 

Jacksonville, NC  28541 

E-mail:  info@iaap-jol.orgWebsite:  
http://www.iaap-jol.org 
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ERGONOMICS 
What You Need to Know 

 

By Donna West 

Ergonomics is, a Greek derivation, of the 
words Ergon (work) and Nomics (laws) is 
defined as interfacing man, machine and 
equipment to opti-
mize safety, pro-
ductivity and com-
fort.   
 

Anyone who sits at 
a computer for long 
periods of time 
must take a pro-
active approach 
with office ergo-
nomics to  
prevent the physical 
problems they could face as a result. 
 

Office ergonomics can help a person be 
more comfortable at work, reduce stress 
on  the body, and reduce injuries caused 
by prolonged awkward positions and re-
petitive tasks at an office workstation. 
Office ergonomics focuses on how the 
workstation is set up—the placement of 
the desk, computer monitor, chair, and 

associated tools, such as a computer key-
board and mouse. It also examines a person's 
job surroundings, including the work surface, 
lighting, or noise level. 
 

When your workstation is set up  
properly, you may be less likely to have 
problems such as headaches or eyestrain, 
possibly reduce neck and back pain, and per-

haps prevent conditions 
such as carpal tunnel syn-
drome that can be related 
to repetitive activities. 
Whether or not your 
workstation is causing 
physical problems, a 
workstation that is prop-
erly set up can increase 
your productivity and 
quality of work life. 
 
 

Most job-related injuries 
are caused by falls, repetitive movements, 
awkward postures, reaching, bending over, 
lifting heavy objects, applying pressure or 
force, or working with vibrating tools. Office 
ergonomics can help you be more comfort-
able at work while reducing stress and injury 
caused by awkward positions and repetitive 
tasks. 

Cont’d on Page 3�

 
 
 

The shamrock, which was also called the "seamroy" by the Celts, 
was a sacred plant in ancient Ireland because it symbolized the 
rebirth of spring. By the seventeenth century, the shamrock had 
become a symbol of emerging Irish nationalism. As the English 

began to seize Irish land and make laws against the use of the Irish language 
and the practice of Catholicism, many Irish began to wear the shamrock as a 
symbol of their pride in their heritage and their displeasure with English rule.  

March 17, 2007      St. Patrick’s Day 
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Your input is welcome.  Please send 
comments, suggestions, news items, and 
articles to:  info@IAAP-JOL.org 
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April 2007  

· Thursday, April 12, 2007, JOL Chapter meeting.  Program to  be an-
nounced. 

· April 22-28, 2007, Administrative Professionals Week 

· April 25, 2007, Administrative Professionals Day. 
 

May 2007 

· Thursday, May 3, 2007, 2007 Administrative Professionals Breakfast, 
Marston Pavilion, Camp Lejeune 

· Thursday, May 10, 2007, JOL Chapter meeting, Election of Officers 

 

June 2007 

· June 8-10, 2007, 41st Annual N.C. Division Annual Meeting, City Hotel 
& Bistro, Greenville, N. C.  Room reservations may be made now by 
calling 252.355.8300 or toll free at 877.271.2616 (ask for NCD-IAAP 
block of rooms).  For   additional information visit:  http://www.iaap-
nc.org/xevents 

 

· Thursday, June 14, 2007, JOL Chapter meeting, Officer  Installa-
tion/New Member Installation  

 

July 2007 
��Thursday, July 12, 2007, JOL Chapter Meeting, Business/Transition 
Meeting 

 

(Points continued from page 2) 
 

�
 

Most problems that occur in the office are caused by physical 
stress, such as prolonged awkward positions, repetitive mo-
tions, and overuse. These injuries can cause stress and strain 
on muscles, nerves, tendons, joints, blood vessels, or spinal 
discs.  
 
 

Symptoms include fatigue 
and hand, wrist, arm, shoul-
der, neck, or back pain. You 
may also be at risk for con-
ditions such as tendinopa-
thy and bursitis, which are 
caused by overuse and re-
petitive motions. Ulti-
mately, physical stress de-
creases your overall well-
being, may cause chronic health problems, and uses up your 
sick time. 
 

To prevent work-related injuries, it is important to position  

the work so that you can sit comfortably and minimize stress 
on any specific area of your body, vary your positions and 
tasks, and match tools to your size and preferences. It's also 
important to apply the same ideas about positioning your  
work and your body to activities you do at home or at play. 

�
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JOL Welcomes  
New Member 

 
Sadie Schneider 

�

�

�

Sadie Schneider moved to Mount Airy, North Carolina 
from Massachusetts after graduating from Athol High 
School in 1992.  Ms. Schneider graduated from Surry 
Community College in 1997 with Associates in Applied 
Science majoring in Office Technology from Surry 
Community College.   
 
While attending Surry Community College, she received 
the Ambassador Scholarship and served as a member of 
Phi Beta Lambda (finished second in state for word  
processing), Phi 
Theta Kappa 
(Secretary) and  
Collegiate  
Secretaries  
International.  
 
Sadie moved to 
Jacksonville from 
Mount Airy in 2002 
after meeting her 
husband and is  
currently  
employed with 
Onslow County’s Emergency Services and Homeland  
Security Department as an Administrative Assistant.  
 
In her spare time, Ms. Schneider enjoys traveling all 
over North Carolina to watch her daughter play soccer. 
 
Ms. Schneider says, “I  miss being a member of a pro-
fessional organization such as the International Associa-
tion of Administrative Professionals and look forward to 
volunteering.  If there is anything that I can help with, 
please let me know. “ 

WELCOME 
SADIE 
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SAVING TIME, SAVING ENERGY  
 

Excerpt from article 
By Bob Aldrich, Webmaster  
(and Former Information Officer) 
California Energy Commission 
 

Spring forward...Fall back.... 
 

It's ingrained in our consciousness 
almost as much as the A-B-Cs or our 
spelling reminder of "i before e...." 
And it's a regular event, though per-
haps a bit less regular than the swal-
lows coming back to Capistrano. 
 

Yet in those four words is a whole 
collection of trivia, facts and common sense about Day-
light Saving Time.   
 

In 2005 and 2006, Daylight Saving Time begins for 
most of the United States at 2 a.m. on the first Sunday 
of April. Time reverts to standard time at 2 a.m. on the 
last Sunday of October.  
 

Beginning in 2007, Daylight Saving Time is extended 
one month and begins for most of the United States at: 

 

 

2 a.m. on the Second Sunday in March 
to 

2 a.m. on the First Sunday of November. 
 

  

The new starts and stop dates were set in the Energy 
Policy Act of 2005.  One of the biggest reasons we 
change our clocks to Daylight Saving Time (DST) is 
that it saves energy. Energy use and the demand for 
electricity for lighting our homes is directly connected 
to when we go to bed and when we get up. Bedtime for 

most of us is late evening through 
the year. When we go to bed, we 
turn off the lights and TV.   
 

 

In the average home, 25 percent of 
all the electricity we use is for light-
ing and small appliances, such as 
TVs, VCRs and stereos. A good  

percentage of energy consumed by 
lighting and appliances occurs in the 

evening when families are home. By moving the clock 
ahead one hour, we can cut the amount of electricity we 
consume each day. 
 

Studies done in the 1970s by the U.S. De-
partment of Transportation show that we 
trim the entire country's electricity usage by 
about one percent EACH DAY with Day-
light Saving Time.   
 

Daylight Saving Time "makes" the sun "set" 
one hour later and therefore reduces the pe-
riod between sunset and bedtime by one 
hour. This means that less electricity would 
be used for lighting and appliances late in 
the day.  

 

We also use less electricity because we are home fewer 
hours during the "longer" days of spring and summer. 
Most people plan outdoor activities in the extra day-
light hours. When we are not at home, we don't turn on 
the appliances and lights. A poll done by the U.S. De-
partment of Transportation indicated that Americans 
liked Daylight Saving Time because "there is more 
light in the evenings / can do more in the evenings." 

JOL Vice-President, Alana Daniels,  

installs new member, Sadie Schneider
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2007 IAAP International Convention  
and Education Forum 

 

 
Tampa  

Convention Center 
 

Tampa, Florida 

July 29-August 1, 
2007 

 

Registration for the 2007 Convention in Tampa will open 
in early April 2007.  
 

Visit www.IAAP-HQ.org for more details 

�

2007 ADMINSTRATIVE  
PROFESSIONAL OF THE YEAR 

�
�

“An excellent administrative professional, but some of 
the qualities we especially appreciate about him/her are 
his/her professionalism, his/her attitude and pleasant  
demeanor.  <fill in the blank> is not only creative but 
also, punctual in carrying out his/her responsibilities, 
while going above and beyond his/her job requirements.  
He/She has the foresight, work ethic and intellectual  
ability that all executives strive to retain in a person that 
is in this position.  He/She is very attentive of overall  
office efficiency, and is also a gracious leader of the other 
administrative staff.  He/She always did an excellent job 
and I can highly recommend him/her with confidence. 
 

 

If the paragraph above describes you or someone in your 
office then credit should be given where credit is due.  
The Greater Jacksonville/Onslow Chamber of Commerce 
is busy finalizing celebration plans to recognize the 2007 
Administrative Professional of the Year.  Who will you 
nominate for this distinctive award? 
 

Why not complete the nomination form on the next page 
and get it to the Chamber today! 

 

 

May 3, 2007– 8:30 am—Marston Pavilion 

2007 Administrative Professionals Breakfast 

Blogging Yet? 
By Alana Daniels 
www.TheAdminOffice.com 
 

What’s the hottest thing on the web recently besides 
You Tube?  It’s blogging.  Everybody’s got a blog, from 
businesses hoping to 
attract new custom-
ers to families keep-
ing in touch and 
sharing family news. 
 
Blog is a combina-
tion of the words 
“web” and “log.”  
Blogs are business 
or personal websites consisting of regularly updated en-
tries.  Journals, columns or  
newsletters can be forms of blogs.  Blog entries nor-
mally have the newest entries at the top and the older 
material pushed down as new entries are added. 
 
 

Blogs allow people to talk about any topic that they 
fancy.  From things about family and friends to explor-
ing the meaning of life to promoting products to making 
a political statement.  If something captures your inter-
est, chances are there is a blog somewhere on the web 
about it. 
 
 

Some blogs allow comments from readers so that a con-
versation is started.  Some people are using blogs as a 
place to complain.  Here people vent about whoever or 
whatever has made them angry.  On a blog people name 
names and there have been a few cases of employees 
being fired for the information they wrote about the 
company on a blog.  Some businesses have internal 
blogs where major corporation employees can post their 
thoughts or ideas. 
 
 

Starting a blog is very simple and easy to do.  There is 
tons of available software that will allow you to create 
and publish a blog in a flash.  And plenty of blogging 
software that is free – so get blogging! 
 
 

Need Blogging Software, try these: 
 

Typepad  Blog Lines        Xanga 
MySpace.com             Blogger   Live Journal 
Flickr   WordPress    
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NOMINATION OF CANDIDATE FOR  

“ADMINISTRATIVE PROFESSIONAL OF THE YEAR”                        

        Administrative Professional: ___________________________________      Company: _______________________________ 

 

1.   Deadline for nomination form to be returned is Tuesday, April 3, 2007. PLEASE USE THIS FORM. 

 2.   The Administrative Professional nominated must be present at the Administrative Professionals’ Breakfast  on Thursday 

       May 3, 2007, 8:30 a.m. at Marston Pavilion. 

3.    All nominees will be recognizes at the Breakfast. 

4. Please answer the following questions regarding your administrative professional, their job performance,  special accomplishments  

        and contributions to the community. If additional space is needed, please use the back of this form. 

 

A.  What unique qualities do you feel are important to your administrative professional’s performance?  
 

 

 

 

 

B. What has been your administrative professional’s involvement in self-improvement programs and seminars, and/or education this year? 
 

 

 

 

 

C.  What has been your administrative professional’s involvement in community service, professional organizations, church organizations or 
civic organizations? 

 

 

 

 

D.  Please give any additional reasons you feel your administrative professional should be chosen Onslow County Administrative Professional 
of the Year: 

 

 

 

 

 

Please sign and return this nomination form by Monday, April 3, 2007 to the Chamber or mail to: 

 Jacksonville· Onslow Chamber of Commerce 
Attn: Adrienne James 
1099 Gum Branch Rd. 

Jacksonville, NC  28540 
 

                             Signed: ___________________________________________ Title: _______________________Date ___________ 
 

                         Presented by the Jacksonville· Onslow Chamber of Commerce, CCCC Small Business Center, JOL Chapter IAAP and MCCS 



 

 

 

Officers 2006 - 2007  
 

President 

Cynthia Burley 

AdminSupport ® 

Administrative Support & Consultation  

 

Vice-President 

Alana Daniels 

Chief Administrative Officer/Owner 

Creative Resources, The Virtual Admin Office, LLC® 

 

Treasurer 

Donna J. West 

Department of Juvenile Justice 

 

Secretary 

Debra Forney 

City of Jacksonville 

 

 

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 

 

Membership  

Tina Glover 

Marine Federal Credit Union 

 

Program  

Cynthia Burley 

AdminSupport ® 

Administrative Support & Consultation  

 

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 

 
Please contact  Tina Glover, Chairman, Membership Committee by e-mail at    
membership@iaap-jol.org 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.   

Page 
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www.iaap-hq.org 

www.iaap-nc.org 

www.iaap-jol.org 

Exam Dates Application Deadline 

5/4-5/07 2/15/07 

11/2-3/07 8/15/07 

5/2-3/08 2/15/08 

11/7-8/08 08/15/08 

  Part 4 of the CAP exam is administered on Friday    

  afternoon, Parts 1-3 of the CPS and CAP exams are  

  administered on Saturday. 

Certify Your Credibility 

Future CPS®/CAP® Exam 


