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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). 

 

 

JOL Chapter welcomes all administrative 
professionals to Chapter meetings 

 
 
 

November 2007 
��JOL Anniversary Celebration, Featured 
Speaker: Melissa Mincey CPS/CAP, 
North Carolina Division, IAAP 

 

December 2007  

�  Massage Therapy Presentation,  
  Associates of Massage, Jennifer Channel,    
  LMBT 
 

 

For more meeting dates and Chapter information, 
visit our website:   www.JOL-IAAP.org 

INSIDE THIS ISSUE:  
  
Microsoft Office 2007 2 

Racing Against Time 3 
Hip Email Addresses 4 
Write Your Own Performance Review 5 
JOL Chapter Officers 6 
  
  

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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HAPPY 
BIRTHDAY 

  
 

 DONNA WEST 
  NOV 15 

 
 
 

Daylight Savings Time ends  
on November 4th 

Community Involvement for Citizens  
and Organizations 

 
 
 

Sandra Wyrick 

JOL hosted a presentation entitled  “Community 
Involvement for Citizens and Organizations: by 
Sandra Wyrick of the Onslow County Ministries  
 
 

The Genesis for Onslow Community Ministries 
came from the heart of the people of Onslow 
County.  It is a story of the compassion of our 
community, the abundance of our giving people 
and a vision to help those in need. 

 
 
 

Many years ago the ministers of our community 
wanted to find a way to avoid duplication of 
efforts at Christmas. The idea was simple, get 
someone to keep a list of people in need, and let 
the various congregations select from that list the 
families they will help. The idea was Christmas 
Cheer, and today, more than thirty-five years 
after it began, it still flourishes as a testament to 
our community’s desire to help the less fortu-
nate. 
 
 
 

Today, Onslow Community Ministries serves 
about 93,000 meals every year, drives 32,000 
miles to deploy the soup kitchen trucks in areas 
of poverty and need, provides emergency shelter 
for about 275 people every year, ensures that 
1400 people get the medical help they need and 
matches hundreds of jobs that must be done to 
help others with volunteers who want to help. 
 
 
 

And Christmas Cheer, the program that birthed 
Onslow Community Ministries, helps approxi-

mately 4000 people a year and is now a part 
of Onslow Community Ministries. 
 

The Onslow County Ministries provides the 
opportunity for people to help themselves.  
They also work with the Salvation Army to 
provide (3) changes of clothes.  This is the 
36th year in operation and the deadline for 
applications for Christmas Cheer is Novem-
ber 10.   
 
 

The Ministry is in need of volunteers.  The 
JOL Chapter will be donating data entry  
services.  Members will donate time to take 
applications for Christmas Cheer and to enter 
those applications in to the data base.  In 
2006, Christmas Cheer served over 1300 
families in the Onslow County area.    100% 
of donations made in Onslow County, stay in 
Onslow County. 
 
 

If you would like to donate your time to this 
worthy cause, please contact Sandra or Susan 
at 455-5733. 
 
 

If you are unable to volunteer, the Ministry 
also takes donations payable to Christmas 
Cheer.   
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Racing Against Time . . . and Winning 
 
How often do you wake up to the piercing blare of your alarm 
and then spend the day feeling as panicked and disoriented as 
when you were first roused? Here are some strategies to help 
you feel more calm and in control of your day and your 
meetings. 
 

Usually when people are faced with a time crunch, they think 
of ways to multitask, such as brushing their teeth in the 
shower, reading their e-mail while 
having their morning coffee instead of 
bantering with colleagues or review-
ing documents while waiting for a 
meeting to begin. These might buy 
you a few minutes but they can’t be 
applied to the multitude of time-
stressed situations that arise through-
out the day. The following strategies can. 
 

Mind the Clock 
The most important thing to realize is that in order to beat the 
clock, you need to mind the clock. Be conscious of the 
amount of time you spend on activities, especially on day-to-
day tasks since we often underestimate how long it actually 
takes to accomplish these. For example, if you don’t account 
for the time it takes to read and respond to the overnight 
build-up of e-mail, you’ll feel behind schedule every morning 
before you’ve even started working on your projects! 
 

Make Time Count 
Planning is key. You must allocate your time in order to save 
time. One simple rule is to spend at least five minutes each 
and every day planning your day. Write a list of all the activi-
ties you want to accomplish and estimate the time it will take 
to perform each. Then, prioritize them in order of importance. 
Begin by applying your efforts to the top item and work to 
your time deadline. If you have not finished the activity when 
the allocated time is up, continue until it is done before you 
move on to the next task. 
 

For meetings, the agenda is your most critical ally against the 
loss of productive work time. Your agenda should itemize 
every topic to be discussed, list the participant(s) to lead that 
topic and set a specific amount of time for each one. 
Participants should be required to read the agenda well in ad-
vance of the actual meeting, to think about what they will be 
asked to comment on and prepare their contribution. 
 

Keep on Track 
It may be difficult at first to estimate the amount of time it 
takes to accomplish an activity. Start to track how much  
time it actually takes to do what you’ve intended by creating 
a simple table and logging how many minutes you spend on 
each task. 
 

You may be surprised to see how many times you’re disrupted 
and how much time you spend re-orienting yourself to the task 
at hand. 
 

Limit Distractions 
You can save a lot of time simply by limiting distractions. 
Evaluate whether it’s more important to attend to the new mat-
ter or your current activity. It’s critical to monitor progress and 
manage disruptions during a meeting. You need to keep an eye 
on the clock and stop discussions that you know are unproduc-
tive or better handled outside the meeting. 
 

Since you already know how much work time you have, you’ll 
have more productive and stress-free days when you make a 
plan and can realistically predict how much time it takes to 
accomplish your tasks. Now, you can stop the clock before the 
alarm goes off. 
 
Reprinted from EffectiveMeetings.com, Your Meeting Re-
source Center 
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If you're looking for a quick and easy way to attach 
documents in an email, you can do it in a few simple steps.  
 
    * Open the folder containing the file you want to attach 
        in Windows Explorer. 
 
    * Make sure your Inbox is open in Outlook. 
 
    * Grab the file from Windows Explorer with your  mouse 
        and drop it on your open Inbox. 
 
Microsoft Outlook automatically starts a new email message 
with the file attached. 

 
 

MEMBER NEWS 
 
 

CONGRATULATIONS TO  
 

Alana Daniels  
 

on her new position as  
Human Resources Coordinator 

 

Alana recently accepted this “telecommuter” position 
with National Electronics Warranty Company. 
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Each JOL member is encouraged to bring a guest to this very impor-
tant meeting 
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Hip E-mail Addresses Bad for Resumes  
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Finding that perfect 
snarky, witty, oh-so-cool 
nickname to attach to your 
e-mail address, the one 
that fits you like your fave 
jeans, can be a creative 
coup. But alas, for job-
seeking, the hip moniker 
might be a career killer.  
 
A new study finds that electronic resumes linked to job can-
didates with quirky and “unprofessional” e-mail names are 
rated lower by potential employers than those with profes-
sional names.  
 
“People want to be creative, but that urge to be creative can 
be a hindrance if you’re looking for jobs,” said study author 
Kevin Tamanini, a doctoral candidate in industrial and organ-
izational psychology at Ohio University.  
 
Cyber Highway 
As is the trend throughout information commerce, millions of 
job applications that once traveled in hard copy through snail 
mail now get sent via the Internet. An estimated 90 percent of 
Fortune 500 companies have career-focused web pages and 
accept applications online.  
 
With the increasing use of online screening, an applicant’s e-
mail address could influence whether a resume gets tossed 
into the cyber-trash or makes it to human resources, Taman-
ini found. 
 
Studies have shown that gender, race, physical attractiveness 
and religion can impact evaluations of potential employees, 
said Tamanini. As a result, some applicants who possess the 
necessary abilities and applications are not being considered 
for jobs, he explained. E-mail addresses are another source of 
information that can turn subjective, he said. “A person has 
no control over gender, race or physical attractiveness, but 
can determine an e-mail name,” Tamanini said. 
 
Name Ties 
Tamanini collected 200 e-mail monikers from various 
sources, including university professors. He showed 20 of the 
e-mail names to each of 200 college students and asked them 
to rate the names on five criteria—success, ethical caring, 
popular fun, degree of masculinity and degree of profession-
alism.  
 

E-mail names deemed unprofessional included: alliecat@, 
bacardigirl@, bighotdaddy@, drunkensquirl@, foxylady@, 
gigglez217@. 
 
Those e-mails considered professional received higher rat-
ings of success than unprofessional names, which correlated 
better with  ethical caring, popular fun and masculinity. 
Tamanini chose two more professional e-mail names— 
mharmon@, jsmith8888@—and two less professional e-
mails—drunkensquirl@, HtoTHEhizzy03@—from this 
study and paired each with a resume, chosen from two high-
quality and two low-quality resumes.  
 
Then he asked a group of 90 students to act as if they were 
entry-level employees who were screening applicants for a 
managerial job.  
 
The students ranked each applicant on eight criteria—effort, 
personal discipline, management skills, cognitive ability, 
conscientiousness, success, social skills and motivation— 
and decided whether each applicant should get an interview.  
Students gave applicants with more professional e-mail 
names higher rankings for effort, personal responsibility, 
management skills, success and more motivation than indi-
viduals with less professional e-mail names, regardless of 
whether their resume was of high- or low-quality. 
 
E-mail vs. Credentials 
Perhaps reassuringly, e-mail type didn’t impact whether the 
applicant scored an interview; instead students were more 
likely to choose those with stellar resumes for interviews.  
 
“Even if you get people who have very unprofessional e-mail 
names and they get through that initial screening, if it comes 
down to them and somebody else and credentials are the 
same, you look at other things,” Tamanini told LiveScience. 
“This person’s e-mail is 'john smith at yahoo,' and this per-
son’s was 'drunken squirrel.' Which one am I more likely to 
pick?”  
 
Tamanini suspects the students gave individuals with quirky 
monikers and great resumes the benefit of the doubt, particu-
larly because the students were just initial screeners. “I 
would think that people in the actual business arena would 
have an even stronger reaction to unprofessional e-mail 
names,” Tamanini said. 
 
He will present the study results at the annual conference of 
the Society for Industrial and Organizational Psychology in 
New York at the end of April. 
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North Carolina Division IAAP 

High Performance Meeting 

 

Six members of the JOL Chapter traveled to Wilson 
early Saturday morning on September 22nd to attend 
an area leadership workshop  
presented by the North Carolina Division IAAP.   
 
Attendees gained valuable knowledge that can be 
used both on the job and in operating chapter meet-
ings.    
 
 

 
 
The speakers were all members of the NCD Board and their presentations covered: 
 

· Becoming a Leader 

· Basic Principles of Parliamentary Procedure 

· How to Properly Introduce a Speaker 

· The Purpose of an Agenda and How to Effectively Use One 

· Holding an Effective Meeting 

· Public Speaking 

· How to access the Online Reports 

 

All those who attended not only gained insight into what makes a good leader, but also learned about the 
tools available and most importantly the networking system of IAAP and the NC Division.  It was great 
trip and everyone enjoyed “getting to know” one another at little better while traveling to and from  
Wilson.  So, if you want a first hand report, talk to Donna West, Janet Bowen, Miriam Appleton CPS, 
Pam McIntosh, Norma Bain CPS/CAP or Deb Forney and they will give you the inside scoop.  We may 
just have some JOL cheerleaders trying out for the Dallas Cowboys some day!   
 
 
Be sure to mark your calendars to attend the 2007-2008 Leadership and Education Forum on February 29 
– March 1, 2008 at the High Point Radisson Hotel.  I’m sure we can get a “car-pool” arranged for that trip 
also.  
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FROM THE JOL FAMILY TO YOURS 

How to Write Your Own Performance  
Review  
 
As human resources professionals search for novel ways to evaluate 
employee performance, employee self-reviews are becoming more 
and more commonplace. Completing a self-assessment may sound 
easier than it really is, however. Knowing what to say and how to 
say it can make the difference between a meaningful review and 
one that fails to enhance your career.  
 
Here are some ways to write a performance self-review that will 
make a difference: 
 

· Highlight the highlights. Don't be shy about letting your 
boss know how you have shone during the review period. 
This is the place to boast with grace and diplomacy and, 
naturally, without putting any of your colleagues down. 
Don't worry about modesty here; this is your opportunity 
to toot your own horn—and loudly. 

· Don't forget about achievements made early on in the 
performance review period. Your boss cannot possibly 
remember all of your projects and your participation. Go 
back over documents and e-mails to help you remember 
your earlier accomplishments. 

· Don't be stuffy. One of the benefits of a self-review is its 
tendency to lead to constructive dialogue between you and 
your supervisor. Try to write in a conversational style—
one that is as natural as the verbal back-and-forth that will 
hopefully follow the completion of the self-review. 

· Solicit feedback from coworkers. Consider asking your 
colleagues what they think of your performance. Be care-
ful, of course, to avoid platitudes, overly critical com-
ments, and any other remarks that could take away from, 
rather than enhance, your self-review. 

· Be objective. It's awfully tempting to give yourself high 
marks across the board, but it's a little unlikely that you've 
done everything absolutely right. Instead of evaluating 
yourself based on how you would have liked to perform, 
quantify results as much as possible by using facts, figures, 
and specific dates. The more you can point to the tangible 
benefits you offer the company, the more invaluable you 
will appear. Ask yourself some specific questions: What 
difference did my efforts make to the bottom line? What 
did I do to contribute to excellent customer service? Did 
my efforts make a dent toward furthering the company's 
goals? Did I take a leadership role when the opportunity 
arose? 

· Don't use the self-review as a bargaining chip. This is 
the time to show, not tell. And it's certainly not the time to 
pick a fight about your compensation. Be clear about your 
accomplishments and save salary discussions for another 
time. 

· Use appropriate language. Choose words that demon-
strate some objectivity and distance. Yes, you're writing 
about yourself, but you can still stand back and offer a 
little perspective. For example, instead of mentioning 
your sparkling personality, comment on your ability to 
get along well with others. Rather than saying how 
much you like your job, include the ways that you have 
grown and improved during the review period. 

· Suggest specific improvements. The self-review is a 
good opportunity to raise specific ways to improve your 
performance. Don't be afraid to come up with ideas to 
help you do your job more effectively. Making sugges-
tions like this is not the same as holding something up as 
a weakness. Indeed, it is a mark of strength and profes-
sional maturity for employees to identify ways they can 
improve. 

· Include task-related action plans. Again, you want to 
be as specific as possible, which will help you focus on 
your development. 

· Write more than one draft. The self-review will be-
come part of your permanent employment record. Make 
certain you are thorough and professional in your ap-
proach and language.  

 
               This article originally appeared on allbusiness.com  
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MEMBER INCENTIVE  
 
 

 
 

It is time to reward you for all you’ve given to the JOL Chapter 
 
 
 
Incentive: 
 
Conference registration fee for one attendee to the Spring Conference and registration fee one attendee to 
the Fall Conference paid for by JOL Chapter 
 
 
Guidelines: 
 
�   Must be a member in good standing (all dues paid up to date) 
�   Must attend at least 7 meetings a year 
�   Chapter will hold two drawings a year:  
     
    1. for one qualifying member to attend the Spring conference and,  
    2. for one qualifying member to attend the Fall conference 
 
�    If  chosen member is unavailable to attend the conference they need to notify the President at least 1 
month prior to the event and another drawing will be held to determine another winner. 
 
�    Failure to attend the conference once the chapter has paid the registration fee will result in the member 
being responsible for reimbursing the chapter for the cost of the registration fee.  Exceptions will only be 
made by the President. 

 
 
 
 
 
 
Signature:  ___________________________Date:_____________ 
  President 
 
 
Signature: ___________________________Date:______________ 
  Member 



 
 

 
 
 

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 

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 


