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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 entrance). 
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   May 2008  
   �  “ Stress Management”, Amber Parker,  
        Onslow County Human Resources    
 
 June 2008  
  �  "Dressing Professional on a Budget" 
      Robin Taylor, NC Extension Office 
 
 

For more meeting dates and Chapter information, 
visit our website:   www.JOL-IAAP.org 
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   Admin Professional Nominees 3 
   Working with a Temp 4 
   Five Tips for PowerPoint 2007 5 
   Polishing Public Speaking Skills 6 
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   INSIDE THIS ISSUE:  

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

 
 
 
 
 
 
 
 
 
 
 

POB 847 
Jacksonville, NC  28541 
E-mail:  info@iaap-jol.org 

Website:  http://www.iaap-jol.org 
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Lisa McManis 
Omega World Travel 
 
Help when things go 
wrong. Many internet 
customers complain that 
when problems arise - 
even common situations 
like missed flights or 
lost hotel reservations - 
there is no one to help. 
A good travel agent is available 24/7, 
and has the expertise (and often the con-
nections) to quickly take care of prob-
lems as they arise, removing the burden 
from the traveler.  
 
 

Time savings. The sheer number of on-
line booking companies means that it 
may take hours to find the best deals on 
your own. One quick call to your travel 
agent and the work is done for you.  
 
 
 

Information.  Travelers often find that 
accommodations, restaurants or  

day tours that look fantastic  
on-line are a disappointment 
once they arrive. Your travel 
agent will be able to give you 
recommendations that fit your 
needs and preferences.  
 
 
 

Knowledge and experience.  
The more complicated your 
travel plans, the less likely you 
will be successful on your own. 

For example, travel agents can brief 
you on social customs, currency and 
water quality, and let you know what 
the airline luggage weight restrictions 
are on each leg of your journey.  
 
Finding a good travel service  
professional  

 
 

Ask friends for recommendations …. 
Find  a travel agent who will be an  
advocate for YOU!! 
 

Benefits of Using a Travel Agent 

                    CONGRATULATIONS 
 

KATHLEEN MARKS 
(Onslow County Department of Social Services) 

 
 

2008 ADMINISTRATIVE  
PROFESSIONAL OF THE YEAR 

 
 
 
 
 
 
 
 

 

REMEMBERING THOSE 
WHOSE SACRIFICES ARE 

GREAT 

 
 
 

MEMORIAL DAY 
MAY 29, 2008 
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2008 Administrative  
Professional Nominees 

 
 

Diane Anderson 
S&L Communications 

 
 

Alana Daniels 
Creative Resources 

 
 

Temple Gintz 
Onslow Carteret Behavioral Healthcare Services 

 
 

Ruby Lee 
Marine Corps Community Services, Camp Lejeune 

 
 

Kathleen A. Marks 
Onslow County Dept of Social Services 

 
Johanna Rose 

Lifelong Learning, Marine Corps Community Services, 
Camp Lejeune 

 
 

Crystal Stinson 
Onslow County Planning & Development 

 
 

Anita (Jo) Warwick  
Onslow Carteret Behavioral Healthcare Services 

 
 

Katie Williams  
Onslow County Parks & Recreation 

 
 

 
 
 

JOL would like to thank all of the sponsors for the 
2008 Administrative Professionals Breakfast 

 

 
 
Also,  special thanks to our featured speaker: 
 

 
 
     Dr. Gail Hayes 
     Hayes Consulting 
 
 
     “Five Points of Power” 
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Working Seamlessly With a  
Temporary Employee 

  
 
Temporary professionals are often brought in to assist with fluctuating 
business needs or to audition for full-time positions.  This staffing 
method is strategic and cost-efficient, particularly in an environment in 
which many companies are striving to accomplish major objectives 
with fewer resources. 
 
However, if the reasons for bringing a 
temporary on board are not communi-
cated clearly to staff, the person’s pres-
ence may cause some trepidation or con-
fusion.  Existing team members may be 
worried about how their jobs will be 
affected by this personnel change.  Oth-
ers may feel they’re being placed in the 
awkward position of competing against a 
newcomer.  Ultimately, though, tempo-
rary professionals are a valuable asset 
because they help you achieve produc-
tivity goals and minimize work-related 
pressures.  With a positive mindset and 
an emphasis on teamwork, you can over-
come your concerns and ensure a suc-
cessful working relationship.  
 
 
 
 

Embrace the Change 
If your department plans to hire someone to work with you on a tempo-
rary basis, try to address any uncertainties you may have beforehand.  
Begin by meeting with your boss before the new person arrives to learn 
how her addition will affect your responsibilities and workload.  Put 
some thought into where assistance is most needed, offer your input 
and ask any questions you may have.  If your company has never hired 
someone on a temporary basis before, ask about the significance of this 
new approach.  
 
Offer to supervise her, or to be a resource if she has any questions.  
Your manager will appreciate your ability to 
collaborate with the temporary profes-
sional.  Your willingness to help provide 
orientation and integrate her into the depart-
ment will ultimately help your career as 
well as hers.  Plan to do your part to help your boss keep the communi-
cation constant with all involved -- including core employees and the 
staffing firm -- to make sure the arrangement is working out for every-
one and accomplishing its goals.  
 
 

Facilitate a Strong Start 
Check to ensure a workspace is prepared that includes all the equip-
ment and supplies she will need to work efficiently.  If the newcomer 
will require access to shared files or archives, make sure these are read-
ily available.  Provide computer passwords, security cards and other 
necessary materials.  If she will be interacting with people outside the 
department, make sure she has a list of names, extensions and e-mail 

addresses for quick reference.  By doing this, you’ll help foster a 
positive relationship and help her get up to speed sooner, which 
will benefit the whole department. 
 
Here are some additional tips for working in harmony with a 
temporary professional: 
 
·        Be aware of your biases.  If, for example, your company 
was not satisfied with the performance of a previous temporary 
or with the staffing firm, this could unfairly color your percep-
tions.  Remember that this is a new person with fresh ideas and a 
different outlook.  Partner with her so you can effectively work 
as a team. 
 
·        Offer your services as the “go-to” person.  Even if 
you’re not officially supervising her, you may want to stop by 
the temporary professional’s work area and offer to answer any 
questions, especially throughout the first day.  Find out if she 
needs additional support or tools, and if the workload is manage-
able.  She might feel more comfortable speaking with you first 
about certain things such as facilities or office procedures rather 
than a manager. 
 
·        Make her a part of the team.  Include the temporary em-
ployee in project meetings, when appropriate.  Also invite her to 
attend group functions, such as celebrations or off-site lunches.  
She’ll feel more connected to coworkers and the organization, 
which can lead to greater motivation and productivity.  Most of 
all, however, remember that temporary employees share a funda-
mental desire with everyone who has a job: They want to enjoy 
their work, and they want to deliver positive results. 
 
·        Get to know her.  Don’t pry or overstep any boundaries, 
but do ask the temporary professional about her work experi-
ence, skills and career goals.  You’ll be able to better utilize her 
abilities and maximize her job satisfaction as well. 
 
·        Recognize accomplishments.  As you would with any 
team member, give credit where it’s due.  If a temporary profes-

sional completed a task for which you are 
responsible, give your boss any feedback -
- positive or negative -- on her role in it.  
Thank the individual for her hard work.  
 

·        Show the temporary professional the respect she de-
serves.  Never refer to the employee as “just a temp,” and don’t 
let her think of herself that way.  Treat her with the same re-
spect, candor and fairness as you would a full-time staff mem-
ber.  Explain how much her work is appreciated.  Provide praise 
as well as constructive criticism when appropriate. 
 
Keep in mind that your employer brought this person in to help 
you.  By communicating openly with both your manager and the 
temporary professional, you can work successfully as a team. 
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By Preston Gralla  
 

www.computerworld.com 
 
If you're a longtime PowerPoint user, you no doubt have accumulated 
a set of shortcuts and customizations. Many of those have gone away 
under PowerPoint 2007. But fear not, because there are plenty of 
ways for you to bend PowerPoint 2007 to your will. Here are some 
tips to get you started. 
 
1. Turn off the Ribbon. 
Here's what may be the best tip you'll ever come across for Power-
Point 2007 -- how to turn off the Ribbon. Doing this will get you back 
plenty of screen real estate. 
 
The Ribbon will still be available when you want it -- all you need to 
do is click on the appropriate menu (Home, Insert, Page Layout and 
so on), and it appears. It then discreetly goes away when you are no 
longer using it, as you can see in the screen shot below. 
 

 
 
 
There are several ways to turn off the Ribbon: 
· Click the Down arrow to the right of the Quick Access toolbar 

button and select Minimize the Ribbon. 
· Press Ctrl-F1. (Press Ctrl-F1 to make it appear again.) 

· Double-click the current tab above the Ribbon. 
 
 
2. Get your PowerPoint 2003 toolbars back. 
Say you've given the Ribbon a fair shake and you just can't stand it. 
Although Microsoft doesn't provide a way to get the old PowerPoint 
2003 interface back, a couple of third-party tools, Classic Menu and 
ToolbarToggle, do. See our story "Hands on: Show Office 2007 who's 
the boss" for details. 
 
 

3. Customize the Ribbon. 
Maybe you mostly like the Ribbon, but some of the commands aren't 
located where you'd like them to be. Another third-party program 
called RibbonCustomizer Pro lets you create new Ribbon tabs or cus-
tomize existing ones the way you like them. 
 
It's a powerful way to take advantage of the Ribbon's interface while 
asserting control over which commands appear where. Again, see 
"Hands on: Show Office 2007 who's the boss" for more information.  

 
4. Use keyboard shortcuts. 
If you're a fan of PowerPoint 2003's keyboard shortcuts, take 
heart -- most of them still work in 2007. So keep using them. 
You can also use a clever set of keyboard shortcuts for working 
with the Ribbon. Press the Alt key, and a tiny letter or number 
icon appears on the menu for each tab -- for example, the letter 
"H" for the Home tab. (See the image below.) 

 
Now press that letter on your keyboard, and you'll display that tab 
or menu item. When the tab appears, there will be letters and 
numbers for most options on the tab as well.  
 
Once you've started to learn these shortcuts, you'll naturally begin 
using key combinations. So instead of pressing Alt, then H to 
display the home tab, you can press Alt-H together. 
 
The table to the right shows the most useful Alt key combinations 
in PowerPoint 2007. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. Find your old friends. 
In PowerPoint 2007, no features or functions are where they used 
to be. But it's easy to find them. Use our PowerPoint 2007 quick 
reference charts for an extensive list of where to find your favor-
ite commands. 

Using the Alt key helps you master the Ribbon.  

The incredible disappearing Ribbon.  PowerPoint 2007 Alt key combinations 

 

Key combination Function 

Alt-F Office button 

Alt-H Home tab 

Alt-N Insert tab 

Alt-G Design tab 

Alt-A Animations tab 

Alt-S Slide Show tab 

Alt-R Review tab 

Alt-W View tab 

Alt-L Developer tab 

Five tips for working with PowerPoint 2007 



Polishing Your Public Speaking Skills 
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In an effort to assist members im-
prove their public speaking skills, a 
new feature of our monthly meetings 
allow members to volunteer to speak 
for 5 minutes on a topic of their 
choice.  This month our member 
speaker is  Miriam Appleton CPS. 
 
Stage Presence or Tone of Speech 
 
“Ron Bower of Toastmaster’s intro-
duced us to the phrase “stage time”, 
taking every opportunity to speak in 
public.  I would like to introduce the phrase “stage presence” or 
the tone of your speech. 
 
When we are taught to write a letter, the first paragraph is the 
introduction to the subject matter.  This paragraph, also, sets the 
tone of the letter. 
 
 So, too, our voice inflections express the tone of our speeches or 
conversations.  I know different people whose tone of speaking 
are all different. 
 
One is a man with a military background and presently a middle 
school teacher.  His tone is always confident, but he uses one 
tone quality for adults, and a different tone quality when speaking 
with children or young adults. 
 
The other are women. 
 
1.  One woman’s tone is always happy and positive no matter 
what. 
 
2.  Another’s tone is like a slap in the face.  No matter what the 
conversation is about, her tone makes you feel like you did some-
thing wrong, or she has the attitude “what gives you the right to 
ask such a thing”. 
 
3.  Then there is the one whose tone is always angry 
My point is…people will remember how we present ourselves in 
our speech making and in our conversations.  If you think back 
on the different speeches you’ve heard, (or conversations) you’ll 
always remember certain ones because of how they presented 
themselves and their tone.    
 
 
Next month, Pam McIntosh will be our member speaker. 
 
 
“There are always three speeches, for every one you actually 
gave.  The one you practiced, the one you gave, and the one  
you wish you gave.”  ~Dale Carnegie  
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Myth #1 
Everyone experiences stress in the same way. 
 
Reality:  Stress is handled differently by all individuals.  Everyone 
responds to life events in his or  her own way. 
  
Myth #2 
All stress is bad. 
 
Reality:  Stress is a normal part of life.  It encourages us to strive to 
improve and challenge ourselves.    Managed stress is part of leading 
a fulfilling life, but mismanaged stress makes you feel unhappy  
or “stressed out.” 
  
Myth #3 
I can’t do anything about stress. 
 
Reality:  Just because stress is normal does not mean you have to let it 
control your life.  You can learn to manage stress effectively.  Here 
are a few examples: 
 
·         Take a brisk walk every day or engage in regular exercise. 
·         Get enough sleep – at least seven to eight hours per night. 
·         Take time out for yourself doing something you enjoy. 
  
Myth #4 
I feel fine so I’m not experiencing stress. 
 
Reality:  Take a step back and look at your habits.  Do you tend to 
overeat and have trouble maintaining a healthy weight?  Do you have 
trouble finding time to exercise?  Do you smoke?  Are you tired all 
the time?  All of these can be signs of too much stress.  Try to learn 
some stress management techniques that can help you tackle issues 
one at a time. 
  
(From February issue of “Top Performance”) 
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Officers 2007 - 2008  
 
 

President 
Debra Forney 

City of Jacksonville 
 
 

Vice-President 
Norma Bain CPS/CAP 

Jones-Onslow Electric Membership Corporation 
 
 

Treasurer 
Donna J. West 

Department of Juvenile Justice 
 
 

Secretary 
Alana Daniels 

Chief Administrative Officer/Owner 
Creative Resources, The Virtual Admin Office, LLC® 

 
 
 
 
 

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 

 
 

Ways and Means Committee  
 

Janet Tucker 
     Marine Federal Credit Union 

 
 

Membership Committee  
 

Debra Forney 
City of Jacksonville 

 
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 

 

If you would like to join us at our next meeting, please contact  the Membership 
Committee by e-mail at  membership@iaap-jol.org or call (910) 938-5221.   
A JOL chapter member will gladly contact you with more information and  

welcome you to your first meeting.   
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www.iaap-hq.org 
www.iaap-nc.org 
www.iaap-jol.org 

 
Exam Dates Application Deadline 

5/2-3/08 2/15/08 
11/7-8/08 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. 

Certify Your Credibility 

Future CPS®/CAP® Exam 


