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Points of Interests 
The JOL Chapter meets the first Thursday 
of each month, 5:30 pm -7:00 pm, Marine 
Federal Credit Union (MFCU), 4180 West-
ern Blvd. Extension (rear entrance). 

JOL Chapter welcomes all administrative 
professionals to Chapter meetings 

November 2006 

· Thursday, November 9, 2006, JOL Chapter 
meeting.  JOL Chapter meeting agenda to 
include a program entitled “What IMPACT 
does IAAP have for your Professional Devel-
opment?", presented by Tina Parker CPS/
CAP, N.C. Division 2006/2007 President. 

· Celebrate the JOL Chapter’s 2nd anniversary 
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What is the 

one thing that 
helps people 
climb up that lad-
der of success 
more predictably 
than anything 
else?  Aggres-
siveness?  Nope.  
Putting in the 

most hours?  Guess again.  It’s the ability to 
say the right thing, and say it well, even un-
der difficult circumstances. 

A company’s success depends in large 
part on how well its employees communi-
cate—with each other as well as with cus-
tomers.  The effects of a poorly run meeting 
or an ineffective sales presentation are last 
and expensive.  How well do your employee 
convey their expertise to potential custom-
ers?  Can they lead meetings efficiently?  
Can they offer constructive feedback and 
diplomatically deal with a wide range of peo-
ple? 

Good communicators tend to be good 
leaders, and chances are your company 
needs employees with leadership potential.   

If you are like most people, public speaking 
is not your favorite pastime. Many people 
would prefer to die than to get up in front of a 
room to speak.  Yet survey after survey shows 
that presentation skills are crucial to success 
in the work place. The person with strong 
communication skills has a clear advantage 
over tongue-tied colleagues – especially in a 
competitive job market 

If it were as easy as sprinkling someone 
with magical pixie dust everyone would be 
great public speakers, according to Mr. 
Bower, a member of Toastmaster Club for 
sixteen years.  Unfortunately, it is not that 
easy nor is it that hard.   

Public speaking is a learned skill.  What it 
does take to become a good even great pub-

lic speaker is practice, practice, prac-
tice.  Mr. Bower admits that even he still 
gets butterflies before getting up to 
speak.  But the trick is to control them.  
Get the butterflies to fly in formation. 

Feeling some nervousness before 
giving a speech is natural and even 
beneficial.  But too much nervousness 
can be detrimental. 

Tips for Successful  
Public Speaking 

 
Know your material.  Pick a topic 

you are interested in.  Know more about 
it than you include in your speech.  
Search the internet.  Use personal sto-
ries and conversational language—that 
way you won’t easily forget what to say.  
Great speakers are great readers.  
Read periodicals.  Know the pros and 
cons of the material. 

Practice.  Practice. Practice!  Re-
hearse out loud with all equipment you 
plan on using.  Revise as necessary. 

Know the audience.  Greet some of 
the audience members as they arrive.  
It’s easier to speak to a group of friends 
than to strangers. 
 Know the room.   Arrive early, walk 
around the speaking area and practice 
using the microphone and any visual 
aids.  Be aware of how much walking 
space you have on the stage.  Avoid 
turning your back on the audience by 
maneuvering the stage in a “V” or “W” 
pattern.   

 
(Public Speaking continued on page 2) 

Public Speaking 
An Essential Career Investment  
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“When employees are confident 
and competent communicators, 

everyone wins.” 
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Is there a spot on the stage that you should avoid standing or 
placing a prop where an audience member’s view of you or you of 
them may be obstructed? 

Perhaps easier said than done however Relax.   Ease tension by 
doing exercises.  Take several deep cleansing breathes.  Trans-
form nervous energy into enthusiasm.  Accept nervousness as an 
energizer that helps keep you on your toes and performing at your 
best. 

Visualize yourself giving your speech.  Imagine yourself 
speaking, your voice loud and clear.  Visualize the audience clap-
ping - it will boost your confidence. 

Posture/Movement .  Be aware of the tendency to slump in both 
upper and lower body posture.  When communicating it is more 
effective to be fluid rather than locked into positions.  Good pos-
ture helps with breathing. 

Realize that people want you to succeed .  Audiences want 
you to be interesting, stimulating, informative and entertaining.  
They don’t want you to fail.  Focus on friendly faces. 

Don’t apologize for any nervous-
ness or problem - the audience 
probably never noticed it. 

Concentrate on the message - 
not the medium .  Focus your atten-
tion away from your own anxieties 
and concentrate on your message 
and your audience. 

Dress to impress ; you will feel 
more confident.  Your appearance 
communicates how you feel about 
yourself. 

Humor .  Use humor to create a 
bond between yourself and your lis-
teners.  It will enable them to enjoy 
listening to you more.  However, only 
use humor if you can tell a joke.  if you 
are no Chris Rock then don’t go there. 

Gestures/Facial Expressions .  Practice being relaxed and 
natural when you speak.  Gesture naturally when animated and 
enthusiastic. Have your hands and arms relaxed and natural at 
your sides.  Be aware of these hand positions: 

 
�� hands in pockets 
�� clenched fists 
�� pointing 
�� hands on hips 
�� praying hands 
�� hands behind the back 
�� he infamous leaf position where you your hands are crossed in 

front of your groin  
 
Gain experience.  Experience builds confidence, which is the 

key to effective speaking.  Be willing to take a chance. 

(Public Speaking continued from page 1) 
 

Over the past two years JOL’s 2006/07 President, 
Cynthia Burley, has sacrificed numerous weekends to 
study, take building code classes and sit for  
examinations.  All of Cynthia’s hard work has paid off.  
Cynthia is Onslow County’s newest Code Enforce-
ment Officer and the first female. 

In an effort to help members and guests strike a bal-
ance between home, work, and participation in profes-
sional organizations such as JOL, the monthly Chapter 
meeting dates have been changed. 

Effective October 2006 the JOL Chapter monthly 
meetings  will take place on the 2nd Thursday  of each 
month. 

The meeting place and time remains unchanged: 
 

 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) 

Maneuver the stage in a 
“V” or “W” formation 

· Monday, November 13, 2006, JOL Chapter’s 2nd anniversary. 

· Saturday, November 18, 2006, NCD Focus Group, City Hotel & Bistro 
Greenville, NC, 11 am to 3 pm.  Cost is $15.00 each.  To obtain a 
registration form email NCD President, Tina Parker CPS/CAP, at 
tina.parker@nmhg.com 

December 2006 

· Thursday, December 14, 2006, JOL Chapter meeting.  JOL Chapter 
meeting agenda to include a program entitled “Business Solutions for 
Greater Productivity”, presented by Karen Thomas, Avery Dennison. 

January 2007 

· Thursday, January 11, 2007, JOL Chapter meeting.  JOL Chapter 
Business and Planning meeting. 

February 2007 

· Thursday, February 8, 2007, JOL Chapter meeting.  JOL Chapter 
meeting agenda to include a program entitled “Ergonomics”, pre-
sented by Donna J. West, , Administrative Secretary, Onslow county 
Health Department. 

· Friday-Saturday, February 23-24, 2007, NCD Leadership and Devel-
opment Conference, Embassy Suites, Concord, NC.  Additional infor-
mation to come. 

(Points continued from page 1) 
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Keep Your Cool in a Heated Resignation  
by Susan Bryant 

Monster Contributing Writer 

It's the day you've been waiting for -- the day you quit the 
job you really hate.  Whether you loathe your boss, the work 
or the whole package, you may be tempted to put into play 
that resignation fantasy you've been perfecting during your 
miserable hours on the job:  Giving your boss a PowerPoint 
presentation detailing his incompetence, telling coworkers 
who's been gossiping about them or emptying the stockroom 
of Post-it notes and computer paper to take home.  After all, 
you're out of there, right? 

Wrong. How you resign 
will invariably influence 
your career in the future. 
Don't get mad. Don't get 
even. Just get out with 
your hard-earned profes-
sionalism still intact. Here's 
how: 

Think Long Term.   It's 
the oldest saying in the 
book:  Don't burn bridges.  
While trashing your boss 
or coworkers may feel 
gratifying at the moment, once you speak the incriminating 
words, you can never take them back -- yet people will al-
ways remember them.  Not only do you need your former 
employer as a reference, but it is very possible you will run 
into someone connected with your old job in the future -- 
either as a coworker, client or supervisor. 

One caveat: If you have a formal exit interview, you can 
share appropriate grievances with HR. Make sure the inter-
view is truly formal in nature.  Venting your frustrations in a 
quick conversation with someone before you head out the 
door is unwise. 

Think Rationally.   Leaving a job can be an emotional ex-
perience for you and your boss. When you tell your supervi-
sor you're quitting, you are essentially stating that you are 
firing him as your boss. He may feel shocked, angry or de-
fensive.  He may have to answer to a superior about why 
you decided to leave.  Don't get into an emotional inter-
change with your boss. Although tensions may rise, keep 
yourself in check and remain professional.  By quitting, 
you've already gotten your revenge.  Your boss will have to 
find someone to fill your position, train the new hire and wait 
for him to overcome any learning curve before being truly 
productive.  You've already got the boss where it hurts. 

Think Positive.   If your job was truly a horrifying experi-
ence, it can be hard to let it go.  But bringing your old bag-
gage to a new job is a surefire way to start building an un-
flattering reputation.  Your new boss and coworkers don't 
want to hear complaints about your old job no matter how 
justified you feel they are.  Griping makes you look bad, not 
your employer. Besides, you've got reason to celebrate.  
You've got a new job.  Get through your resignation as pro-
fessionally as possible and move on to the greener pastures 
awaiting you. 

Leave on a Positive Note  
How to Write a Letter of Resignation  

by Kim Isaacs 
Monster Resume Expert 

 
Whether you're on your way to a great new position or un-

happily leaving your employer for personal or career-related 
reasons, you need to write a resignation letter.  

The main goal of your letter is to inform your employer 
about the details of your resignation, but the underlying 
benefit is a chance for you to strengthen your relationship 
with your supervisor/colleagues and leave on a positive 
note. Approach the letter as if you're writing a thank-you 
note and you'll be on the right track. The following tips will 
help: 

The Introduction.   Your letter's introduction should indi-
cate that you are resigning and should provide your last day 
of employment.  For example: “Please accept this letter as 
notice of my resignation from my position as [position].  My 
last day of employment will be [date].”  

The Body .  The body of your letter should mention your 
reason for leaving and show your gratitude for the experi-
ence the job has given you. Here are a few ways to state 
that you are leaving, based on your situation:  

Found a new job:  “I have accepted a position as [job title] 
in [location], which will give me the supervisory responsi-
bilities I have been eager to assume."  

Starting school:  “I regret having to leave [employer 
name], but I am strongly committed to earning my 
[degree type] and have been accepted to [school name] 
for the fall term."  

Medical reasons:  “I regret having to leave, but I am cur-
rently experiencing medical issues that prevent me from 
continuing in this position."  

Partner relocation:  “My wife/husband has been offered 
an excellent job opportunity in [location], and we have 
decided to move there so that she/he can accept it."  

Relocation refusal:  “The company's restructure has left 
many of my colleagues looking for new positions, so I 
am grateful for your offer of reassignment to the office.  
However, my family and I have decided that relocation is 
not feasible for us right now." 

Bad experience:  “My decision to leave is based on both 
personal and professional reasons, but please under-
stand that I have thoroughly enjoyed my association with 
[company name].  I have learned a great deal from you, 
and I look forward to applying this knowledge in my next 
position."  

You may also mention that you appreciate the opportunity 
to work with your supervisor and other team members. If you 
name-drop, be careful not to exclude anyone.  Remember 
that your letter may make the office rounds. If appropriate, 
state your willingness to help with the transition; for exam-
ple, you might offer to train your replacement.  

The Closing .  End your letter with an expression of kind 
wishes and interest in keeping in touch.  For example: “I 
hope that we can continue our professional relationship and 
that we meet again in the future. Best wishes to you and to 
the rest of the staff.”  
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JOL Chapter Fee Waived 
 

Submit your IAAP membership application by December 31, 2006, and have the 
JOL Chapter fee waived for your 1st year’s membership.  Simply clip out and present 
this coupon with your membership application at an upcoming JOL Chapter meeting.  
The application is available at www.iaap-jol.org.  For additional information please con-
tact the Membership Committee at membership@iaap-jol.org. 
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READY OR NOT…….IE7 IS ON THE WAY! 
 

By Alana Daniels, Vice-President, JOL 
www.TheAdminOffice.com 

   
Have you heard?  IE7 is coming to a computer near you 

soon.  That’s right; Microsoft is scheduled to release Internet 
Explorer 7 later this year. 

This version of Internet Explorer touts new features such 
as a new look, tabbed browsing, improved printing, instant 
search box and improved security features.  This will be the 
first update to Internet Explorer in five years.  On the Micro-
soft Website, they announced the release as a “high-priority 
update via Automatic Update.”  In layman’s terms, that 
means that one night you’ll go to bed using IE6 and the next 
morning after your automatic update you’ll be using IE7.     

What does this mean to you?  Well, the morning after the 
update you are either going to be pleased with Microsoft or 
you may not be.  There are bound to be some bugs, some 
browser crashes and some problems with the new browser.  
Even though Microsoft takes many precautions to try and 
make the updates as compatible as possible, there are mil-
lions of configurations and settings not to mention non-
compatible programs on individual PC’s that make it quite 
impossible to anticipate and foresee all problems.  For busi-
nesses with networks big or small, hopefully your IT people 
are busy doing a whole lot of testing. 

IE7 will only work for users of Windows XP and will not 
work on Windows 2000 or earlier.  So that will leave millions 
of people relegated to using IE6 or earlier and all of the se-
curity flaws that have been discovered and not yet patched 
by Microsoft.   Also, IE7 will only install on machines running 
a copy of Windows XP validated as genuine by Windows 
Genuine Advantage Validation (WGA), which was “pushed” 
as a high priority update.   IE7 will perform this validation as 
part of the install process and notify a user if their copy of 
Windows fails the validation check.   There is much debate 
across the web about this little stipulation.  Some see it as a 
way Microsoft is trying to get people to pay for “pirated” cop-
ies of Windows and to ensure that they don’t shell out mega 
bucks for support for people who didn’t purchase their oper-
ating system. 

Already, the beta version of IE7 has been known to clash 
with some of the security programs that we all use, McAfee 
being one of the biggest.  According to a February 2006 
CNET article, “Users reported that after they had 
downloaded and installed the beta version, McAfee security 
software failed to display any text or graphics in their Win-
dows when opened.”  Microsoft says that they are aware of 
the program and it will be addressed before the release of 
the final version.  When Microsoft announces some new pro-
gram that I can’t live without, personally I wait until it has 
been around for a while so that they can work out a lot of the 
bugs, compatibility and security issues  

Installing IE7 will not change your choice of default 
browser - this is important because for people who don’t 
want to use Internet Explorer, but who run Windows based 
machines, IE6 still has many security issues which are ad-

dressed by IE7.  Installing IE7 should address these issues 
but not force you to use IE7, which is great because my 
browser of choice is Firefox but I have IE6 installed. 

Either way, something tells me that toward the end of the 
year, Support lines everywhere will be lit up just like 
a….Christmas Tree. 
 
 
 
 

 
The Few, The Proud, The Certified 

 
Be a part of the distinguished first group to test at the  

newest IAAP CPS/CAP certification exam site at Coastal 
Carolina Community College, Jacksonville, N.C., in May 
2007.  The application deadline to sit for the May 2007 exam 
is February 15, 2007. 

For additional information on who may sit for the CPS/CAP 
certification visit: www.iaap-jol.org or www.iaap-hq.org .  
You may also e-mail JOL’s CPS/CAP Certification Committee 
at:   

 
certification@iaap-jol.org  

 
Take a tour of IE7 at: 

http://www.microsoft.com/windows/ie/default.mspx 
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http://www.iaap-hq.org/Cert/examctrs.pdf 
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The Top 10  
Written Resources for Admins 

by Anya Martin 
Monster Contributing Writer 

Monster asked approximately 100 admin pros which books, 
magazines and newsletters they found indispensable in their 
jobs.  Here are the most popular selections:  
 

OfficePRO .  Published by the International Association of 
Administrative Professionals (IAAP), the field's largest profes-
sional organization, "this periodical has so many terrific articles 
that I can't begin to describe them all," says Debi Cain-Rivord 
CPS/CAP, executive assistant, sales, at Minneapolis-based 
Urologix Inc. "Trust me when I say that OfficePro truly keeps 
me updated on virtually every topic concerning an admin's 
career -- from entry-level work to the highest of executive sup-
port work and into management." 

The Gregg Reference Manual by William Sabin.   Widely 
considered to be the final word for grammar and punctuation 
rules among admins, this is "the one book that I absolutely 
can't do without," says Rhonda Strong, an administrative as-
sistant at Eastman Chemical Co. in Kingsport, Tennessee.  
Strong gets the updated version of the manual every few 
years to stay on top of changing styles in business writing and 
grammar.  

A Good Dictionary.   "I have found that my computer's spell-
checker regularly misses words or even offers incorrect inter-
pretations," says Vera Regelbrugge, owner of Mountain Valley 
Virtual Office Services in Oakdale, California. Moreover, legal 
and medical dictionaries help not just with spelling, but also 
with understanding specialty languages.  

Roget's Thesaurus edited by Barbara Ann Kipfer.   "Using 
the thesaurus wisely helps all of my documents sound more 
professional," Strong says.  

Complete Office Handbook: The Essential Reference f or 
Today's Office edited by Susan Fenner.   The only office 
handbook endorsed by IAAP, Complete Office Handbook is a 
treasure trove of step-by-step advice on how to succeed in 
today's fast-paced electronic office, offering everything from 
sample office documents to career-ladder guidance.  

How to Say It: Choice Words, Phrases, Sentences & 
Paragraphs for Every Situation by Rosalie Maggio   
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(place your organization’s order today) 

http://www.iaap-hq.org/APW/APW_2007_Pin_Info.htm 



 
 

Officers 2006 - 2007 
 

President 
Cynthia Burley 

AdminSupport ® 
Administrative Support & Consultation  

 
Vice-President 
Alana Daniels 

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

 
 

Treasurer 
Donna J. West 

Onslow County Health Department 
 
 

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  
Tina Glover 

Marine Federal Credit Union 
 

Program  
Cynthia Burley 

AdminSupport ® 
Administrative Support & Consultation  

 
 
 

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

 
Exam Dates Application Deadline 

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


