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Spread Your Admin Wings
by Therese Droste
Monster Contributing Writer

As an administrative assistant, you can stretch your
professional wings and take on many other positions
with your transferable skills. But many admins allow
themselves to get stuck in a rut, not realizing their own

Being successful requires a combination of hard
skills, including word processing, software knowledge

and research skills. And working in different areas of-
ten requires learning specific processes or computer software. But many admins may

have little or no experience in a certain area,

from getting ahead.

and that lack of knowledge prevents them

In order to apply for those jobs, you must learn to recognize your natural abilities,
such as being good with people, and use those soft skills to clinch the job you really
want. Soft skills can include good communication, enthusiasm, punctuality, working

hard and self-motivation.

There are many opportunities waiting for you. The descriptions below describe fields
that may be best suited to your personality type.

The Communicator.

cating? Yes, you can get paid for doing all of that. Transferable Skills:

Does being yourself entail talking, schmoozing and communi-

Communica-

tion, writing, problem solving, the ability to work on a dozen things at a time.

The Discreet One.

Can you keep a secret from your own mother? If that's the

case, consider working as an assistant in human resources (HR). HR assistants are

| am Linder Morton
and | am a hometown
girl. 1 have been very
blessed with 2 won-
derful  children,
Megan 21 and Josh
15. | have been em-
ployed with Jones-
Onslow EMC for over 16 years. | was pre-
viously a Consumer Representative until a
recent title change to Administrative Assis-
tant to our Vice President of Corporate
Communications. | also work closely with
our Engineering Department. | feel very
fortunate to be associated with a company

(Spread Your Admin Wings cont'd on page 2)
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that takes such good care of their employ-
ees and is very involved with the commu-
nity.

In my spare time, | enjoy working
around my house and yard. | like to travel
on weekend getaways and explore the
great outdoors from the ocean to the
mountains. | look forward to becoming
more involved with I1AAP.
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Your input is welcome. Please send
comments, suggestions, news items, and
articles to:

info@IAAP-JOL.org

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 West-
ern Blvd. Extension (rear entrance).

May 2006

-Monday, May 1, 2006, Deadline for Shera-
ton Greensboro Hotel at Four Seasons
reservations for N.C. Division, IAAP An-
nual Meeting, June 2-4, 2006.

- Tuesday, May 2, 2006, due to final prepa-
rations for the 2006 Administrative Profes-
sionals Breakfast on Wednesday, May
3rd, tonight’s JOL Chapter regular meet-
ing has been canceled.

-Wednesday, May 3, 2006, Administrative
(Points continued on page 2)




(Spread Your Admin Wings cont'd from page 1)

privy to the size of their colleagues' paychecks, employee review

results and who's going to get axed. Transferable Skills: Com-

munication, listening and discretionary skills are crucial.
One-on-One Worker. Do you love keeping

busy by performing 10 things at a time? Have you

always been compelled as an admin to keep your

boss's life completely organized? If you also don't

mind going around picking Fifi up

from her shampoo and running to

the dry cleaner, chances are you

would make a great personal as-

sistant to a CEO or company presi-

dent. Transferable Skills:  While you can high-

light your organizational skills and ability to get

along with others, set calendars and travel schedules, the key to

being someone's personal assistant is chemis- *

try.

Known as the Party Animal.  Are you al- (
ways looking for any opportunity to plan a party, [
meeting or event? Well, here's some good
news: There really is a job where you can
spend your time picking out place settings,
menus and linens. While event planning in- (,\
volves much more than that, it's a great opportu- *
nity for admins who like the behind-the-scenes
involvement in events. Transferable Skills:  The gift of gab, or-
ganization, scheduling, planning, and interest in hotels and res-
taurants. A high energy level helps, since this job often requires
working after regular business hours.

Just Ask Me. Do you just want to help, willing to
answer any question or seek out the answer if you
don't know it? Consider working as a customer ser-
vice representative. If you're a patient person who

is good at soothing people, this job is for you.
Transferable Skills:  Schmooze-ability, patience
and organization.
The Human Calculator. Do you have
a head for numbers, clean lines gnd or- ‘W
i Looonny
ganization? Do you dream about numbers m
because they never lie? Are you a stickler M
for accuracy? If you prefer an environment M"
that is buttoned up and fairly formal, you
might want to spend some time in finance.
Transferable Skills: Organization, software skills and mathe-
matical skills.
The Researcher. Do you love to research and work with
data? If that's the case, consider joining a market-research de-
partment. In this capacity, you will assist in
pulling up information on consumer trends so
the company can determine the best ways to
target and reach customers. But be careful:
Market research can also refer to crunching
numbers, so make sure you ask the right
guestions before applying for a job. Trans-
ferable Skills: Resourcefulness, Internet
research capacities and organization.
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Professionals Breakfast, 8:00 a.m., Marston Pavilion, Camp Le-
jeune, NC. The cost is $10 per ticket. For tickets and additional
information contact Jacksonville/Onslow Chamber of Commerce’s
Adrienne James at (910) 347-3141 or by e-mail at
ajames@jacksonvilleonline.org.

- Friday, May 12, 2006 Registration deadline for 40th N.C. Division
Annual Meeting, Greensboro, NC, June 2-4, 2006.

- Friday, May 19, 2006, International Virtual Assistant Day (IVAD).
June 2006

- Tuesday, June 6, 2006, JOL Chapter meeting. JOL Chapter
meeting. JOL Chapter meeting agenda to include a program enti-
tled “Grow With Onslow”, presented by Bruce Gombar, Director,
Onslow County Economic Development.

Installation of JOL Chapter Officers for 2006/07.

- Friday-Sunday, June 2-4, 2006, 40th N.C. Division IAAP Annual
Meeting, Joseph S. Koury Convention Center, Greensboro, N.C.

(pictured left to right)
Deb Forney
Tina Glover
O.C. Commissioner Delma G. Collins
Brenda Brown CAP

During the April 4th JOL Chapter meeting, on behalf of
JOL’s Board of Directors, Chapter members and Adminis-
trative Professionals throughout the City of Jacksonville,
County of Onslow and Marine Corp Base Camp Lejeune,
Brenda Brown CAP accepted Commissioner Collins’ chal-
lenge for the Chapter’s continued growth. Brenda indi-
cated that the Chapter will strive to meet this challenge
and hopes that JOL can count on the support of Commis-
sioner Collins, area employers and businesses who value
their administrative professionals.

Lighthouse News May 2006
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Florist & Gift Shop

CURTIS RUSSELL
Owner

Mon-Fri 9 am - 6 pm
Sat9am -6 pm

1-800-257-5420
Fax: 910-577-7348
321 Western Blvd.
Jacksonville, NC 28546

PAID ADVERTISEMENT

New Lighthouses Guide JOL Chapter
2006 - 2007 Officers

(Center)
Cynthia Burley, President

(Left to right)

Alana Daniels, Vice-President
Donna J. West, Treasurer
Daisy Kiley, President Elect
Deb Forney, Secretary
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Newly Installed Lighthouses

During the past year JOL has
welcomed five new members to the
Chapter. At the April 4th Chapter
meeting the new lighthouses were
officially welcomed.

(left to right)
Laura Voss
DeLisa Johnson
Alana Daniels

The Stronger the Team (Not pictured: Linder Morton
The Brighter the Beam and Stacy Muston)

Civil Rights in the Workplace
Excerpt from article
“Rosa Parks, Civil Rights and the World of Work”
by Michelle K. Massie
Monster Contributing Writer

The civil rights movement has always encompassed work
and employment issues.

"Everyone deserves to be treated as a respectable human
being, despite what type of work we are doing," says graphic
designer William Feagins Jr., who spent nearly a decade in
the fast-food industry as a teenager and young adult before
transitioning into the nonprofit sector and eventually starting
his own graphic design company. "For some, that could be
the deciding factor as to whether they become and remain
productive members of the workforce or seek alternative
methods of gaining income. It's hard enough struggling finan-
cially with low wages, no benefits and very few perks, but to
be demeaned on a regular basis is enough to make anyone
second-guess the path they have chosen."

The day before the Rev. Dr. Martin Luther King Jr. was as-
sassinated in 1968, he attended a

Memphis rally in support of African
American sanitation workers on
strike for better wages and equal
treatment. Dr. King told the striking
sanitation workers: "If you will judge
anything here in this struggle,
you're commanding that this city
will respect the dignity of labor.

"So often, we overlook the worth

and significance of those who are

not in professional jobs or those who are not in the so-called
big jobs," King said. "But let me say to you tonight, that
whenever you are engaged in work that serves humanity,
and is for the building of humanity, it has dignity , and it has
worth . One day our society must come to see this -- all la-
bor has worth. "

Administrative professionals, take pride in what you do
each and every day! Step up your game and show that you
are deserving of the respect that you expect to receive.
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It's Not Just Making Coffee
The Career Path of an Administrative Professional
by
Marie Herman CAP/CPS, CIWD, ATM-B

Experience Requirements

Entry Level
Support lower level management
Support larger groups
Traditional responsibilities:
Meetings
Travel
Expense Reports
Memos
Data Entry
1-5 Years Experience
Support mid-level management
Support fewer people
Traditional responsibilities:
Meetings / Calendar Scheduling
Travel
Expense Reports
Word Processing
Spreadsheets
Presentations
5+ Years Experience
Support upper-level management
High level computer skills required
Traditional responsibilities:
Meetings / Heavy Calendar Scheduling
Travel
Word Processing
Spreadsheets
Presentations
Flow Charts
Specializations

Supervisor

Training —_——
Internet T

Medical

Legal _ {:}
Human Resources -

Trade Shows
Education / Certification

Certified Administrative Professional®
Certified Professional Secretary®
Microsoft Office Specialist®
Secretarial Certificates
Bachelor's/Associate’s Degree:
Business / Accounting / Economics
English
Sales & Marketing

How To Earn More Money

Continuing Education
Internet or CPS Certification
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Paralegal

Notary Public
Associations
Specialize
Become a Trainer

Technical Skills

Computer Skills

Internet Research / E-mail
Project Management

Event Coordination

English / Grammar / Spelling
Finance / Law / Accounting
Office Machinery / Troubleshooting

People Skills

Able to work with a variety of personality types

Not stressed under deadline

Understand that you may have internal & external customers
Pleasant

Support is your middle name!!!

Salary Range

Entry Level: $15 - 25K/year

1-5 Years Experience: $25 - 35K/year
5+ Years Experience: $35K - 70K+/year
Specialty: $30 - 90K+/year

Every Department Every Level of Mgmt

Executives
CEO/Board
IS/IT .
President
HR . .
. Vice President
Sales & Marketing .
. Director
Accounting
Manager

Research & Dev

Every Industry Sales Representative

Finance Every Size
Telecommunications “Mom and Pop”: 1-10 em-
Pharmaceuticals ployees

Manufacturing Mid-size: 10-50 employees
Medical Large: 50+ employees
Law Firms Fortune 500

hy Become a Secretary?
Enjoy working with the
computer?
Learn new skills regularly
Skills are portable:
any level within the company
any size company
any geographic area
Every company needs one!
hat Does The Future Hold?
Administrative Assistant
Information Coordinator / Knowledge Management
Meeting Planner
Webmaster
Information Technology
Project Management
Compliance Assistant

Lighthouse News May 2006
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Officers 2005 - 2006

President
Sholanthé Gordon
Coastal Carolina Community College

President-Elect
Cynthia Burley
AdminSupport ®
Administrative Support & Consultation

Vice-President
Brenda Brown CAP
Onslow County Health Department

Treasurer
Tina Glover
Marine Federal Credit Union

Secretary
Debra Forney
City of Jacksonville

Committee Chairpersons

CPS®/CAP® Service and Education
Norma Bain CPS
Jones-Onslow Electric Membership Corporation

Media/Newsletter/Website
Brenda Brown CAP
Onslow County Health Department

Membership
Julia Clark
Marine Corps Base, Camp Lejeune

Program
Cynthia Burley
AdminSupport ®
Administrative Support & Consultation

Ways and Means
Donna J. West
Onslow County Health Department

Page

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 (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 Julia Clark, Chair, Membership Committee by e-mail:
julia.clark@usmc.mil or call (910) 451-2526, if you would like to join us. A
JOL chapter member will gladly contact you with more information and wel-
come you to your first meeting. JOL Chapter e-mail: info@IAAP-JOL.org

Certify Your Credibility

Future CPS®/CAP® Exam
Exam Dates and Application Deadlines

Exam Deadline

5/5-6/06 2/15/06
11/3-4/06 8/15/06
5/4-5/07 2/15/07
11/2-3/07 8/15/07

www.iaap-hg.org Part 4 of the CAP exam is administered on Friday after-
WWWw.iaap-nc.org noon, Parts 1-3 of the CPS and CAP exams are adminis-

Www.iaap-jol.org tered on Saturday.
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