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Communication Styles

Men and women have been misunderstanding each other for
generations -- probably since the beginning of time. Numerous
research articles and books have been written on the subject,
with all of them drawing the same conclusion: Men and women
speak different languages.

Researchers say that we spend 70 percent of our awake time
communicating, and 30 percent of our communication is talking.
And, no matter what we do, we all have to speak to the opposite
sex at some time in our lives -- fathers, mothers, siblings, school-
mates, bosses, co-workers. It is essential that we learn to communi-
cate with each other.

There have been many attempts to explain the gender differences in communication
with heredity and environment at the top of the list. Parts of the language differences are
due to genetic makeup. Babies are born male or female; their brains develop differently
and at different rates.

Language differences are also due in part to our social experiences. Born into the
same world, we are socialized to live in different worlds. We respond to boys and girls
differently. Our expectations of them are different. Behavior that we tolerate from one
sex may be less acceptable from the other sex. For example, boys yell, girls cry.

These same gender differences, whether genetic or learned, become parts of the
communication pattern that stays with us for life. Generally speaking, in our society boys
and men are seen as aggressive, independent and objective. Girls and women are seen
as submissive, dependent and subjective.

Amber Parker, MPA

(Communication Styles continued on page 2)

JOL Member - Daisy Kiley

| am Daisy Cusick
Kiley and am celebrating
a birthday this month. |
am originally from
Washington, DC, and
have been working in
! : 21 Civil Service for nearly
27 years. Since January 2000, | have been
the secretary to the Commanding General

husband, Kevin, a published author and
now a teacher at Hunters Creek Middle
School, our son Michael, and “furry chil-
dren” Penelope, Annabelle, and Samantha
we have lived in Jacksonville twice since
1984 — constantly since 1990. This year
Kevin and | celebrated 21 years of mar-
riage. | love Jacksonville — the people, the
weather, the quality of life. | am honored to
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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. Extension (rear entrance).

November 2005

- Tuesday, November 1, 2005, JOL Chap-
ter meeting agenda to include an educa-
tional program, “FISH" presented by Dan
Cook, Director of Association Services,
N.C. Electric Membership Corporation.
Cake cutting to follow in honor of JOL's
anniversary.

- Sunday, November 13, 2005, JOL Chap-
ter’'s 1 year anniversary.
(Points continued on page 2)

r Birthday

) Wishes!

Daisy Kiley

of the 2d Marine Division. That same year |
also graduated from Campbell University
receiving a Bachelors of Science degree in
Psychology. (I like to say that | was on the
26 year plan for a 4 year degree). That was
the same year my husband retired from the
U.S. Marine Corps and the year we became
parents for the first time. Along with my

work among the brave men and women
who work so diligently to protect our country
and risk their lives doing it. When | add up
all the years of work, school, marriage and
living in Jacksonville | must be nearly 100
years old fortunately, because of the magic
of multi-tasking I'm not.

y Nov. 2"

H Nov. 13"

.

Nov. 5"
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(Communication Styles continued from page 1)

No one individual fit neatly into one communication style - pas-
sive, assertive or aggressive. Situations determine the communica-
tion style we use.

Passive. Communication style in which you put the rights of
others before your own, minimizing your own self worth. Being in-
fluenced or acted upon without acting in return.

Assertive. Communication style in which you stand up for your
rights while maintaining respect for the rights of others.

Aggressive. Communication style in which you stand up for
your rights but you violate the rights of others.

In general, men talk to give information or to report. They talk
about things -- business, sports, and food -- rather than people.
They convey facts, not details. They are goal-oriented. They focus
on solving problems and are less likely to ask for help or directions.
Men compete.

Women, on the other hand, talk to get information and to con-
nect or to gain rapport. They talk about people rather than things.
They convey feelings and details. They are relationship oriented.
They are quicker to ask for and accept help or directions. Women
cooperate.

Venus Mars

These differences can create conflict between the sexes socially,
professionally and intimately. The advice most frequently given is
for men and women to understand and respect their differences
and similarities. We all belong to the same human race with the
same fears, desires and needs. Our survival depends on our will-
ingness to understand and be understood.

“Man’s inability to communicate is a result of
his failure to listen effectively.”

Carl Rogers
American psychologist
(1902-1987)

\J,

Laura Voss, JOL’'s newest member,
comes with over 20 years of experience
working as a support person to a variety
of personalities. Laura has found that
the supervisor who recognizes an
employee who gives 110% to the job
while initiating opportunities to help
make the employee and the supervisor look their best, is the most
desirable environment to work in. Laura is not interested in the
limelight or the plaques instead she works well as a team player in
creating a positive atmosphere in the workplace.

Welcomel!
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(Points continued from page 1)

- Friday-Saturday, November 11-12, 2005, N.C. Division Career
Development Conference, Holiday Day Inn-Little Rock, Char-
lotte, NC.

December 2005

- Tuesday, December 6, 2005, JOL Chapter meeting. JOL Chap-
ter meeting agenda to include a program entitled “Making Humor
Work For You" presented by Daisy Kiley, Secretary to the Com-
manding General, 2nd Marine Division, Camp Lejeune, NC.

January 2006

- Tuesday, January 3, 2006, JOL Chapter meeting. JOL Chapter
educational program to be announced.

February 2006

- Tuesday, February 7, 2006, JOL Chapter meeting. JOL Chapter
meeting agenda to include a program "Basic Overview of Micro-
soft Access and Excel" presented by Brenda Brown CAP, Ad-
ministrative Assistant, Onslow County Health Department.

March 2006

- Tuesday, March 7, 2006, JOL Chapter meeting. JOL Chapter
meeting agenda to include a program entitled "Continuing Edu-
cation is for you..." presented by Layne Harpine, Director, Pro-
fessional Development Training and Terrance Dunn, Computer
Training Coordinator, Coastal Carolina Community College..

Make a Difference Day
Non-Profit Yard Sale

On Saturday, October 22nd, rain, thunder and
lighting could not keep JOL members from taking
part in a community non-profit yard sale where all
proceeds earned went towards the respective
organizations. By the 7:00 a.m. yard sale start time
the weather had cleared up beautifully.

Special thank you to those members who set up
and worked JOL's table. Also, thank you to everyone
who donated items.

10/22/2005

b

(right photo left to right) Norma Bain CPS, Donna West, Karen
Beblo, Sholanthé Gordon and Brenda Brown CAP. Honorary
member for the event is Donna’s daughter, Megan)
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3rd Annual Women’s Expo 2005

Saturday, October 1, 2005

JOL helping to educate,
promote and enrich the
lives of women

Sholanthé Gordon
JOL President

Raffle Winner:

George Swartz

O.C. Planning &
Development

Cynthia Burley
JOL President Elect

i
-

S ;KM,/(/(I Eu//y//mw
o e

Happy Thanksglv_|r_19 JOL member Cynthia Burley for completing the
to friends and families Smart Money Instructor program. "It is an excellent
near and far! tool for teaching young adults, adults that may not be

familiar with these topics, especially those first time
home buyers. And those economically challenged.
Money Management is huge and plays a major role in
getting ahead", says Cynthia. Money Smartis a 10
module course that covers these topics: Bank on lt;
Borrowing Basics; Money Matters; Check It Out; Pay
Yourself First; To Your Credit; Charge It Right; Loan to
Own and Your Own Home.

Cynthia also has the distinction of receiving the Na-
tional Leadership Award which allows her to serve as
honorary Chairman of the N.C. Business Advisory
Council. As a home based business owner, Cynthia is
grateful for this recognition however has had to decline
the position due to other obligations.

Congratulations to JOL member Sholanthé Gordon
on her new position as Data Entry Student Records
Specialist with Coastal Carolina Community College.
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Bosses’ Day Luncheon

Congratulations to JOL
member Cynthia Burley on
the success of her “Bosses'
Day” luncheon on Friday,
October 14th. The event was
sponsored by her business,
NewBeing Creations®.

What Not To Say At A Networking Event

Networking events can be awkward + you're in a room full
of people you don't know, or don't know well. And you're
trying your best to make a good impression in short amount
of time.

Think carefully about what you are going to say - and what
you should not say - before you ever approach anyone. You
will make others feel welcomed and valued if you avoid the
following phrases:

"Do you remember me?" If these are the first words out
of your mouth, you put the other person on the spot, and
you're likely to embarrass that person if your name doesn't
come quickly to mind. Better: Eliminate the guesswork.
Simply say "I'm Keith Jackson; we met at the Chamber of
Commerce meeting last month."

"Here's my card." The rule: Don't give your business
card to anyone who doesn't ask for it. It's presumptuous.
Instead, ask "May | give you one of my cards?" Even better:
Say "May | have one of your cards?" That makes the other
person the focus of the conversation and will usually result in
a request for your card.

"Are you a new member?" There's only one feeling
worse than forgetting someone: devaluing someone. Your
organization, club, business or association is bound to have
dozens, possibly even hundreds, of members you've never
met. You can't keep tabs on everybody.

People come in and out of organizations all the time, and
not everyone comes to every meeting. So don't assume that
people are newbies simply because you don't know them.
Better: "I don't believe we've met before - my name is
Elizabeth."

Communication Briefing
October 2005

(703) 518-2343
www.briefings.com
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Networking Tip. Send a "nice to meet you" note to
everyone that you talk to at a networking event. It can be an
e-mail or handwritten note. Find a way to personalize it so
it's not a bland form letter.

Remember: It takes most people six to eight exposures to
remember and trust you. Sending a quick note speeds up
the process.

When attending a function at which you must wear a
name tag, place it on your right shoulder. Why? A name tag
worn on the left shoulder would be hard to see while shaking
hands. Also, as soon as you leave the site of the event,
remove your name tag. Nothing looks as inappropriate as a
businessperson walking down the street still sporting a big
label on his or her suit. Also, it's a red flag that you may be a
stranger to the area and possibly an easy target for criminal
behavior.

Perfect Your Business Handshake
by Beverly West
Monster Contributing Writer

Communicating confidence and reliability is essential to the
success of any business. And since administrative assistants
are often on the front lines of a company's
public image, knowing how to make a good
first impression is one of the unspoken but
fundamental parts of their jobs.

Whether you're interacting with a customer, your boss or a
colleague in another company, a confident, well-executed
handshake is one of the best business skills you can cultivate to
ensure that each new encounter gets off on the right foot -- and
that you are representing yourself and your company positively.

Anatomy of a Perfect Handshake. A handshake is an
opportunity to establish rapport and positive chemistry. An
immediate bond develops from the touch of a hand that sets the
tone for conversation and future business association.

While a handshake might seem a fairly simple and
straightforward gesture, there are nuances involved with this
highly psychological social ritual. These expert tips will help you
ensure that your handshake is communicating what you want it
to.

Get the Timing Right. Shake hands whenever you are
introduced to someone, whenever you introduce yourself to
someone, and whenever you say goodbye.

Speak Up. Say something when you shake hands. You can
acknowledge the person's name and say, ‘It's very nice to meet
you, Mr. Jones' or ‘Good to see you again.©"

Get a Grip. Your grip speaks volumes. A limp one suggests
hesitance or mousiness, while a bone cruncher can seem
overly enthusiastic or domineering. A medium-firm grip conveys
confidence and authority.

Dry Your Palms. Nobody likes clammy hands. Sweaty
palms communicate nervousness, which can subconsciously
make people feel like you©ve got something to hide. Carry
Kleenex or liquid baby powder to rub on your palms before
shaking hands.

Shake Palm to Palm. Make sure you shake palm to palm,
and keep your hand perpendicular to the ground. An upturned

(Handshake continued on page 5)
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(Handshake continued from page 4)

palm may subconsciously signal submissiveness. While a
downward palm signals dominance. And while grasping the
top of the person©s hand with your other hand while shaking
can often be a signal of warmth and affection, be cautious for
this forward of a greeting might seem presumptuous or
insincere when used in a first meeting.

Mind Your Audience. Be observant, and follow the cues
of those around you. Respond with pressure that meets the
pressure you receive. Don't try to overpower the other person
if their grasp is more timid. And be aware that different social
boundaries prevail in different cultures. In North America and
Europe, a firm handshake is an appropriate form of greeting.
In Asia and the Middle East, where handshaking is still
relatively new, the grip is gentler; a too hearty grip could be
interpreted as aggressive.

Know When to Let Go. The ideal handshake lasts
approximately three seconds. The hands can be gently
pumped once or twice, and then it's time to pull back your

JOL Offers Newsletter
Advertising Space
for a Mere Pittance

Your Camera Ready
Business Card Ad,
Logo or Artwork

Business Card Sized
$25 per month

Quarter Page Sized
$50 per month

hand, even if you are still conversing.

Half Page Sized

Top Six Written Resources for Admins $75 per month

by Anya MartinMonster
Contributing Writer

Any Administrative Professional who
takes his/her responsibilities seriously
knows that there are several resources
that should be indispensable in an
admin's job:

OfficePRO. Published by the Inter-
national Association of Administrative
Professionals (IAAP), the field's largest
professional organization, this periodi-
cal is packed full with great articles on
virtually every topic concerning an
admin's career + from entry-level work to the highest of execu-
tive support work and into management.

The Gregg Reference Manual. Considered an administra-
tive bible this manual is thought of as the final word for gram-
mar and punctuation rules among administrative professionals.

A Good Dictionary. If your computer is like mine its spell-
checker regularly misses words or even offers incorrect inter-

Full Page Sized
$100 per month

Your Organization Needs...

“Joining together is a beginning, staying together is progress,
working together is success!”

What's on your shelf?

- Henry Ford

The JOL chapter currently has ten committees however
not all are contiguously active. Each committee has a chair-
person or co-chairpersons. For continuity purposes mem-
bers are expected to serve at least a year from July to June.
JOL's current committees are:

. Bylaws and Standing Rules

) . - - Nomination
pretations. There are also helpful legal and medical dictionar- . Installation
I€s. , . . ) . Media/Newsletter/Website
Roget's Thesaurus. Tried of using the same words? Using . Membership
a thesaurus will help all of your documents sound more profes- . Program

sional.

Complete Office Handboo k: The Essential Reference for
Today's Office. This is the only office handbook endorsed by
IAAP and contains a wealth of practical step-by-step advice on _
how to succeed in today's fast-paced electronic office, offering c
everything from sample office documents to career-ladder
guidance.

How to Say It: Choice Words, Phrases, Sentences &
Paragraphs for Every Situation. This book has proven very
helpful to avoid saying the same old thing over and over when
creating letters.

- Ways and Means

. CPS®ICAP® Service and Education

. Community Services and Social

Budget

PS®/CAP® Service and Education Committee. This
committee is charged with encouraging administrative pro-
fessionals - IAAP members or not - to participate in the CPS
& CAP programs, keep Chapter members up-to-date on the
latest secretarial techniques, and encourage and arrange
educational study sessions and programs for the member-
ship.
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Officers 2005 - 2006

President
Sholanthé Gordon
City of Jacksonville

President-Elect
Cynthia Burley
Onslow County Planning & Development

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
Onslow County Planning & Development

Ways and Means
Donna J. 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 (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: jolchapter@yahoo.com

Certify Your Credibility

Future CPS /CAP Exam
Application Deadlines
and
Exam Dates

Deadline Exam

8/15/05 11/4-5/05
2/15/06 5/5-6/06

Www.iaap-hg.org 8/15/06 11/3-4/06

www.iaap-nc.org
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