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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 Western Blvd. Ex-
tension (rear entrance).

May

- Tuesday, May 3, 2005, JOL Chapter meeting.
Education program entitled “Resume Prepara-
tion/Interviewing Techniques” presented by
Connie Hammond, MBA, Human Resources
Director, City of Jacksonville.

June

- Friday - Sunday, June 3-5, 2005, N.C. Division
Annual Meeting, Raleigh Marriott Crabtree
Valley, Raleigh, N.C. Coordinator: Robert
Burkhart CPS, (919) 459-2337, E-mail:
rburkhart@trivirtualassist.com.

- Tuesday, June 7, 2005, JOL Chapter meeting
agenda to include an education program enti-
tled “Virtual Assistant” presented by Alana
Daniels, Chief Administrative Officer/Owner,
Creative Resources.

Future Exam Application Deadlines & Exam

and Dates:
J OL Mem ber Deadline Exam
2/ 15/ 05 5/ 6-7/ 05
“Wow!” “Steele Magnolia”. “A go to person”. Camp Pendleton, CA, and employment with the 8/15/05 11/4-5/ 05
These were a few of the words and phrases Southwest Division, Naval Facilities Engineering 2/ 15/ 06 5/5-6/ 06
used to describe this year's 2005 Administrative Command, San Diego, CA. Her last military 8/ 15/ 06 11/ 3.4/ 06

Professional of the Year nominees. There were
no losers in this group. However, the creme of
the crop was Julia Clark. Wow!

Julia was born in Baltimore, MD, but raised in
McKeesport, PA, where she graduated from
McKeesport Senior High School. She has con-
tinued her education throughout the years with

courses at Coastal Carolina Community College,

Jacksonville, NC, and has approximately four
more classes to complete her Associates De-
gree in Business.

Julia entered Civil Service with the Depart-
ment of the Navy, Bureau of Yards and Docks,
Washington, DC. She married her childhood
sweetheart and began her military career as a
dependent wife, moving to Marine Corps Base,

move brought her to Marine Corps Base, Camp
Lejeune, NC, where she worked in the Com-
mand Inspector’s Office before assuming her
present position as the Secretary to the Com-
manding General, Marine Corps Base, Camp
Lejeune.

Julia has been married to a "fabulous man",
Joe Clark, for 39 years. She is the mother of
two daughters, grandmother of three (two grand-
sons, one granddaughter). Julia is president of
the Missionary Society of her church, trustee of
the Motor Transport Association Ladies Auxil-
iary, a VFW Ladies Auxiliary member, sings in
the church choir, and is very active in her
church. Some of Julia’s hobbies are reading,

(Admin of the Year Continued on page 2)

"Every exit is an entrance to
someplace else."
--Anonymous
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gardening, traveling and family activities.

Commitment and loyalty are not traits
that Julia Clark takes lightly. So firm in
her commitment that she put aside her
day in the spotlight to serve others. At 1
o'clock a.m. on the day that Julia was to
be presented with the award she was
enroute to Alabama to fulfill a prior mis-
sionary commitment. Julie's husband,
Joe Clark, accepted the award on Julia's
behalf. This is how Julia has succeeded
in working with all the Generals that have come and gone through-
out the years. True professionalism on her part! Congratulations,
Julia!!

Joe Clark
Julia's #fabulous man®

April 28, 2005, was a great day in the life of the JOL Chapter.
We look forward to seeing our 2005 Administrative Professional of
the Year recipient and the four other JOL members who were nomi-
nated at upcoming JOL meetings.

2005 Administrative
Professionals Breakfast

After much collaboration and
planning amongst the representa-
tives from this year's sponsor, Bank
of America, and co-presenters
Coastal Carolina Community Col-
lege Small Business Center,
Greater Jacksonville Chamber of

Commerce and the Jacksonville-Onslow-Lejeune Chapter of IAAP®

the 2nd Annual Administrative Professionals Breakfast went off with-

out a hitch.

According to Adrienne James, Chamber of Commerce, this year's
ticket sales more that tripled last year's sales. This year 196 tickets
were sold to the event with representation from various businesses,
organizations, and industries. Some of those in attendance were
from - Bank of America, Onslow County and City of Jacksonville Gov-
ernment, Military Affairs, Onslow Memorial Hospital, Marine Corp
Community Services (MCCS), Coastal Carolina Community College,
Progress Energy, Greater Jacksonville Chamber of Commerce,
Onslow County Partnership for Children, Marine Chevrolet, Marine
Federal Credit Union, Onslow Transit, First Baptist Church, and TESI
Staffing. Suggestion: Next year's organizers perhaps need to start
scouting now for a larger venue.

Each place setting was decorated with a 2red candlestick topped
with a golden flame®° that perfectly fit the speaker's theme 2Keeping
the Flame: How to Stay Motivated®. After the nine nominees were
presented with a certificate of recognition and gift certificate those in
attendance helped themselves to a wonderful breakfast buffet.

Denise Ryan, another excellent speaker experienced by JOL mem-
bers, provided tips to staying motivated:

Want It. Only you can motivate yourself.

- Wake Up. Are you sleeping through your life? Have you driven
somewhere and don't remember getting there? Wake up and en-
joy the trip and scenery along the way.

Conqu er Fear. Enthusiasm and fear cannot occupy the same

mind - you choose. Do not fear failure. Do not fear success. And

by all means necessary, avoid enthusiasm vampires - those people
who just sucks the excitement out of you. If they are family mem-
bers, love them but keep them at a distance.

Page 2

2005 Administrative Professional
of the Year Nominees

Brenda V. Brown
Onslow County Health Department

Cynthia Burley
Onslow County Planning Department

Julia Clark
Marine Corp Base, Camp Lejeune

Deb Forney
City of Jacksonville

Tina Glover
Marine Federal Credit Union

Tonya Henderson
Coastal Carolina Community College

Jennifer Johnson
Onslow County Partnership for Children

Crystal Massie
Marine Chevrolet

Rose Miller
Onslow County Health Department

Set Big, Audacious Goals. Inspire yourself. Write down your
goals. Want to travel? Write down where, and when. Plan for it.
Believe. Without belief, you won't even try. Whose criticism should
be the only one that matters? Yours!

- Act. No mater how small, any action will take you closer to your
goals. Don't leave that best selling book within you unwritten.
Before Denise finished she asked the audience to close their eyes

and imagine being at their own funeral. Everyone was then asked to

envision who each member of the audience would want to attend his/
her funeral. Next, everyone was asked to envision what each mem-
ber would want said, remembered. Are you doing those things? Are
you being the best person you can be? Who or what is stopping
you?

Never settle, never give up.

Make your life a blaze of glory.

On behalf of the sponsors and co-presenters of this year's 2nd An-
nual Administrative Professionals Breakfast an enormous @Thank
You® to everyone who made this event such a success from planning
and coordination to the 2set up® party at the Jacksonville Country
Club from 8 pm to 9:45 pm
on Wednesday night to
those who arrived by 7:30
am Thursday morning to
put on the finishing
touches.

The breakfast was
scheduled from 8:30 -

10:30 am. In true Adminis-
trative Professional fashion
the breakfast ended on
time.

Onslow Memorial
Hospital Staff
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Today’'s Administrative Professionals Do More

Many Times With Less
Excerpts from article by John Rossheim

Administrative and support professionals have come a long
way from the days of taking dictation and buying gifts for the
boss's wife. Whether working as receptionists, executive assis-
tants or office managers, admins have become experts in a career
that has grown in breadth and stature, to be celebrated this year
during Administrative Professionals Week.

This year's theme is "Innovation Advances Administrative
Professionals," which acknowledges the critical role new technolo-
gies play in enabling admins to move forward in their careers.

In 2005, admins run sophis-
ticated office software, plan
big events, prepare business
communications in many me-
dia and sometimes even train
their bosses and coworkers to
use new technologies. What's
their career ceiling? With
these professionals rising to
meet greater challenges each
year, there seems no limit.

2005 Administrative Professional
of the Year JOL Nominees:
Tina Glover, Brenda Brown,

Cynthia Burley.
Not Pictured: Debra Forney

Tech Skills a Must. Ad-
ministrative professionals
need a variety of technological
skills to thrive in the business
environment of the 2000s.
Beyond the basics of word-
processing, spreadsheet and presentation software, today's ad-
mins are making advanced use of scheduling and calendaring
software, project-management programs, and desktop and Web-
publishing packages. Sometimes they're using specialized office
applications like Visio, a flowcharting program, and shepherding
collaborative documents through complex review processes.
Many administrative professionals are applying their detailed
knowledge of software, including human resources information
systems and statistical analysis programs.

"It's not just typing and filing; it's information management,”
says Rick Stroud, a spokesman for the International Association
of Administrative Professionals (IAAP) in Kansas City, Missouri.
For example, a substantial part of an executive assistant's role is
to manage the flow of information between the executive, the rest
of the organization and the outside world. Riding the technology
wave is a proven way to advance through the ranks of admin pro-
fessionals.

Soft Skills Also Essential. Equally critical to admins are soft
skills and qualities -- interpersonal communications, customer ser-
vice excellence and reliability. Administrative professionals are
spending less time on clerical tasks, which have been streamlined
by information technology, and interacting with people more, so
their soft skills are arguably more important than ever.

Admin Career Paths on the Incline. As the work of admin-
istrative employees has been professionalized, companies that
want to retain valued admins have created careers for them. "The
best employers have well-defined career paths, so employees
know what's required to move up," says Stroud.
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Barbara Marshburn
Winner of the
Weekend Get-Away

Barbara purchased three chances for the 3 days, 2 nights, Topsail
Beach, N.C. , weekend get-away and one of them paid off. She is a
21-year employee of Jones-Onslow Electric Cooperative (JOEMC),
Jacksonville, NC. Barbara works in the secluded dispatch center of
JOEMC and will surely make good use of the weekend at the beach.
Congratulations, Barbara!

As an added bonus the winner of the drawing was extended an invi-
tation to be a guest at the 2005 Administrative Professionals Breakfast
on April 28th at the Jacksonville Country Club. Unfortunately, due to a
prior engagement Barbara was not
able to attend the breakfast.

The drawer for the winning
ticket was Lena Butler, Deputy
City Clerk, City of Jacksonville.
JOL members Cynthia Burley
and Deb Forney were also in
attendance.

The JOL Chapter thanks eve-
ryone who participated in our
Weekend Get-Away drawing.

“WJOL” in Jacksonville
on the Airwaves

In an effort to increase the public's awareness of IAAP®, the JOL
Chapter of IAAP and Administrative Professionals' Week on April 22,
2005, JOL members found themselves doing a first. Norma and
Brenda via a telephone conference call were guests on the radio talk
show WTKF 107.3 (AM 1240) with Ben Ball.

Norma Bain CPS
JOL President

Brenda Brown, Chairperson
Media/Newsletter Committee

April Showers Florist and Flowers on
the Move for including JOL's business
cards in your deliveries during
Administrative Professionals Week.
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Certifying
Her Credibility.

On April 2, 2005, JOL member,
Brenda Brown, became a Microsoft
Office Specialist in Access 2000.
The exam was taken at Coastal

Can't imagine us without you. PheW' Carolina Community College.

Microsoft Office
Specialist

Access 2000

Essential Piece

Isn't it a wonderful thing that we're all different?
Each of us has strengths and skills to share.
And when we link our individual strengths together,

we're invincible.

Your Organization Needs...

The JOL chapter currently has ten com-
mittees however not all are contiguously ac-
tive. Each committee 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
- Media/Newsletter/Website
- Membership
- Program
- Ways and Means
. CPS®/ICAP® Service and Education
. Community Services and Social

Nominations Committee. This committee is an 2as
needed® committee, usually in March and April. The Nomi-
nating Committee consists of a chairperson and two mem-
bers. In April of each year this committee collects the appli-
cations and submits to the chapter's membership a slate of
one or more candidates for each office.

2005 Administrative Professional of the Year Breakfast
aA Sea of Attendees®

2005 Administrative Professional of the Year Breakfast
JOL Raffle Winner - Johanna Rose, MCCS
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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

Julia 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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