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The “Shaping the Future” theme for Admincelebrated annually during the last full
istrative Professionals Week 2007 signifiegyeek in April, Administrative Profession-
that today’s administrative professionals 5|5 \Week (APW) brings together millions
must take charge of their own career develyf people for community events and semi-
opment and be fully aware that the necessggys with individual bosses recognizing
skills to remain key contributors to employ-heir support staff in various

ers are constantly chang- ways. As a founder of this
ing. In addition to shap-  $haping the Future observance and sole official
ing the future of their in- - ST —— sponsor, the International
dividual careers, today's Association of Administra-
career-minded adminis- tive Professionals (IAAP)

trative professionals can has the following objectives
also shape the future of for APW:

their profession
as a \I/)vho|e by: r - Educate the public about
administrative profession-

~N o g b~ 0N

Points of Interests
The JOL Chapter meets the second Thurs-
day of each month, 5:30 pm -7:00 pm, Ma-
rine Federal Credit Union (MFCU), 4180
Western Blvd. Extension (rear entrance).

Your input is welcome. Please send
comments, suggestions, news items, and
articles to: info@IAAP-JOL.org

JOL Chapter welcomes all administrative
professionals to Chapter meetings

+ Leading by example: 1006 2007 als’ expanding roles and
May 2007 making a commitment _ value in the business worle
- Thursday, May 3, 2007, 2007 Adminis- to coptmumg education and lifelong . Enhance the profession’s image.
trative Professionals Breakfast, Marston learning. . Encourage people to consider adminis-
el (T R s - Taking pride in their work and their trative careers.
- Thursday, May 10, 2007, JOL Chapter profession. . Promote lifelong learning, certification,
meeting, Election of Officers . Approaching all projects with a high and professional development.

level of integrity and professionalism. IAAP members and staff use Administra-

+ Bringing greater value to their employersjye professionals Week as a powerful op-
by building professional networks to €x nortunity to work toward these objec-
change ideas, best practices and find  tjyes—often simply by serving as role

HAPPY workable solutions to problems. models.

- Mentoring and training others — working , _ _

DE MAYO with entry-level administrative support  You'll find more information about Ad-

staff and students to show them the ministrative Professionals Week and Day,

. advantages of pursuing a career as an ncluding observance suggestions, news
administrative professional releases, national and local event listings

(Points continued on page 3)

- Educating employers about the value tha’ilnd ”.““‘?h more on this page of the IAAP
7 : . . website:
administrative professionals bring to their

organizations. http://www.iaap-hg.org/APW/apwindex.htm



Ten Tips for Staying Happy at Work

by Beverly West
Monster Contributing Writer

If you find yourself longing for greene
work pastures, don't

immediately go looking for the first
exit ramp off of your chosen

career path. The Balance Team, whi¢ch
specializes in professional- and per-
sonal-growth seminars for administr
tive and executive assistants in Fortune 1000 caiepasuggests these
10 tips for staying content at work:

=

1. Keep Personal Problems Personal:

When you're preoccupied with personal issuedjiiifigult to concen-
trate or be happy at work, says Alison Rhodesuadong partner of
The Balance Team. By all means, make sure you yawekids cov-
ered in the event of an emergency, but realizertbbbdy's personal
life is ever going to be completely problem-freestlas you need to let
go of work to enjoy your time at home, it's impaitto leave personal
worries at home so you can focus and be produativeork.

2. Create an Office Nest:

"You are at your job for at least eight hours a,delyich is more time
than you probably spend in your bed," says JenSifer, a founding
partner of The Balance Team. "Make your space gour, decorate
your area as much as your company policy permiis,naake yourself
as comfortable and relaxed as you can be in ydigeof

3. Develop an Office Support System:

"Gathering a circle of colleagues who share siniilckgrounds or
lifestyles can take a lot of pressure off you atkyosays Rhodes.
"When you are able to voice your feelings to peogte understand, it
can really help minimize stress.

4. Eat Healthy and Drink Lots of Water:

"Maintaining a good diet and keeping yourself prbpbydrated
throughout your workday can really make a big défece in your en-
ergy level and attitude," says Shirly Weiss, aifiedt holistic health
and nutritional counselor and consulting expertlibe Balance Team.
"And if you can manage to maintain a diet of whioleds, as opposed
to refined foods such as sugar and bread, theil yeally be ahead of
the game.

5. Be Organized:

Create a manageable schedule to handle your wakkéo@gests Stacy
Raden, a founding partner of The Balance Team€lfss of empower-
ment stems from accomplishment," she says. "Wherfe® over-
whelmed, it tends to intensify dissatisfaction. i&ing proactive and
taking control, employees can feel a sense offaatien, enhanced
confidence and motivation.

Cont’'d on Page 4

Page 3

(Points continued from page 2)

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 addi-
tional information visit: http://www.iaap-nc.org/xevents

- Thursday, June 14, 2007, JOL Chapter meeting, Officer In-
stallation/New Member Installation

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

June 8-10, 2007

41st Annual N.C. Division
Annual Meeting
City Hotel & Bistro,
Greenville, N. c.

The Greenville Chapter of the International
Association of Administrative Professionals®
(IAAP®) is pleased to invite you to attend the 41st
Annual North Carolina Division (NCD) Meeting at
the beautiful City Hotel and Bistro in Greenville,
NC, on June 8-10, 2007. The Greenville Chapter is
proud to host this event, and we look forward to
“Bringing the Future into Focus” with excellent
programs and speakers.

REMEMBERNG THOSE WHOSE
SACRIFICES ARE GREAT

Lighthouse News May 2007



Cont’d from Page

The JOL Chapter would like to wish
all Mothers a very

6. Move Around:
"Working in an office can be a very sedentary gbjt's especially
important to your overall sense of health and haggs to take a
few minutes during your workday to get up and mavitle," says
Jason Bergund, founding director of Dance therapiance class,
and a consulting expert for The Balance Team.

7. Don't Try to Change Your Coworkers:

"You can't change anyone; you can only change theywou react
to them," says Star. "Don't let other people'soactiaffect you. Jus
figure out a way to resolve conflicts and avertaméortable situa-
tions."

8. Reward Yourself:

Identify a reward outside of your job, and indulgairself, says
Raden. Whether it be dinner with friends, a mogiercise or a
manicure, treat yourself every once in a whilet dgsstress from
home can interfere with work, the positive aspettgour life can
influence mood at work as well.

9. Take a Breather.

"In yoga, we practice the breath of joy, in which imhale a long
breath and then exhale laughter," says Sarah Sdbaimding di-
rector of Yoga Tales studios for children and astidtmg expert for
The Balance Team. Stand with your feet togetheryaind arms at
your sides. Inhale deeply, then exhale laughteremdl forward.
Try to do this movement 10 times.

10. Focus on the Positive

"Identify the things that you like at work, everthiey are as simpl
as your coworkers or the nice view from your offigadow," says
Raden. "You create your own mind-set. If you sttbespositives,
you will make your job more enjoyable. Worrying abthe nega-
tives may cause you to become overwhelmed."

JOL Members accept the
2007 Administrative Professionals

Proclamation from City Officials

On your career journey, OfficeP
is the essential traveling
companion.

We are cheering for
YOU!
On May 5, 2007, two members of

the JOL Chapter are sitting for the
CPS/CAP Certification exam being

The award-winning OfficePro
Magazine published eight time
a year, contains a wealth of info
mation on new technologies, car
development, productivity tips,

office product reviews and othe
“news you can use.”

held at Coastal Carolina Community College, the newly
approved testing site for the exam.

One of theMANY Benefits of joining IAAP!
Norma Bain, CPS

Miriam Appleton
We wish you much success!

Preview current issue at www.IAAP-HQ.org/officedeature.htm
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Do you wish you could get more out of life and your professional career?
Maybe it's time to ask yourself, “What am | investing?”
What you put into life—personally and professionally—is in direct proportion to what you
get out of life! Take charge of your own DESTINY!
Learn the tips for investing in YOURSELF—you will leave motivated and ready to make
the right deposits into everything you do.

Invest in Yourself
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The 21st Century Administrative
Professional

IAAP Research and Trends
www.iaap-hg.org

One of the largest segments of the office workforce...

More than 4,126,000 administrative assistants and secre
ies work in the United States (U.S. Department of Labor,
2004).

A total of 476,000 administrative professionals are em-
ployed in Canada, including 365,670 secretaries, 26,390 exs
tive assistants and 84,140 clerical supervisors (Statistics Ca
ada).

Millions more administrative professionals work in offices
across the globe.

More than 255,000 administrative assistant and secretar
positions will be added in the U.S. between 2004 and 2014,
representing growth of 6.2% (U.S. Department of Labor).

An increasingly vital and skilled role in today's (and tomor-
row's) office...

The administrative professional’s job today requires skills in
management functions and technology, including: project ma

agement; integrated computer software applications; organizg

tion and scheduling; Internet/Intranet communications and re
search; document preparation, storage, and retrieval, with e

phasis on electronic recordkeeping; customer service and p

relations.

Admins are handling a wider variety of duties beyond strictl
clerical roles—Today's admins often purchase office equipm
and supplies, plan meetings and special events, work closel
with vendors and
suppliers, create
presentations and
give them as well,
interview, orient and
supervise other staff,
write and edit docu-
ments, schedule
events and facilities,
coordinate direct
mailings, maintain
multiple schedules and calendars, handle messages and co
spondence (with voice mail, e-mail, and regular postal mail),

Job Titles

Most common job titles
reported by members of
the International Associa;
tion of Administrative Pro
fessionals (IAAP) in a
2005 survey are adminis-
trative assistant, 30%; ex:
r(_acutive assistant, 18%; executive secretary, 6%; office
“'manager or supervisor, 5%; and secretary, 5%. More than

one fourth (26%) of those surveyed have a wide range of
tittes commonly including terms such as coordinator, ad-
ministrator, specialist, associate, or denoting specialized

Ususiness types or functions such as legal, accounting, mec
"~ cal, human resources, and many others.

Average Salaries

Al . According to the U.S. Department of Labor, median
annual earnings of executive secretaries and administrative
assistants were $34,970 in May 2004. The middle 50 per-
cent earned between $28,500 and $43,430. The lowest 10
percent earned less than $23,810, and the highest 10 per-
cent earned more than $53,460. Median annual earnings i
the industries employing the largest numbers of executive
secretaries and administrative assistants in May 2004 were

- |Management of companies and
blicenterprises $38,950
Local government $36,940
nt
Colleges, universities, and professional $34,280
schools
Employment services $31,620
State government $30,750

A 2005 survey of IAAP members showed that 45% of
members earn more than $40,000 per year in base salary,
€tompared to 33% in 2002 and 8% in 1997.

maintain computer files, directories, and databases, and morg
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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

Program
Cynthia Burley
AdminSupport ®
Administrative Support & Consultation

Page

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 wel-
come you to your first meeting.

Certify Your Credibility
Future CPS®/CAP® Exam

Exam Dates  Application Deadline

5/4-5/07
11/2-3/07
5/2-3/08
11/7-8/08

2/15/07
8/15/07
2/15/08
08/15/08

Part 4 of the CAP exam is administered on Friday after-
noon, Parts 1-3 of the CPS and CAP exams are adminis-
tered on Saturday.

www.iaap-hg.org
www.iaap-nc.org
Www.iaap-jol.org
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