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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

October 2006

- Thursday, October 12, 2006, JOL Chapter

Points continued on page 2

If you're like most
folks, you probably
find yourself pro-
crastinating more
than you'd like to
admit. And when it
comes to things you
don’t want to think
about, you procrasti-
nate even more. But
some things are just
too important to let
slide. Creating a will might just be one of
those things.

A common mistake made by many is the
idea that you have to be rich to make a will.
Even if you don’t have millions to leave be-
hind, a will is an important document that
helps those you leave behind settle your af-
fairs. If you die without a will, your affairs will
be settled by a state court. And if you do
have property to leave to others, a will is an
important tool for making your intentions
known. Even though it's called a “last will
and testament ,” making your will is too cru-
cial to be the last thing you do.

If you die without arranging for the disposi-
tion of your property , you are intestate, and
state law dictates how your property is trans-
ferred. Of course, you don’t have to use a
will to distribute your property, you can use a
trust or other conveyances, but any property
not so transferred will be subject to the laws

Robert Switzer
Department Head &
Law Instructor
Coastal Carolina
Community College

of intestacy. Who would you rather see direct

how your property is distributed after your
death—a trusted acquaintance or family
member, or the supreme court of the state in
which you live?

In addition to property, there may also be
issues regarding guardianship of minor
children . Unlike with property, you cannot
assign your children to a trust. Careful
thought needs to be given as to who will take
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Protecting Your Legacy

responsibility of your minor children
should both parents have an untimely
death. After discussing this with your
spouse and potential guardians, you
can name in your will those whom you
would like to take legal guardianship for
your children should the need arise.

Even if you have property in a trust or
in joint ownership with survivorship
rights, a will is important as a catch-all
for any property that might not have
been transferred in time. A will could
add assets to a new or existing trust if
those assets weren'’t transferred before
your death. And just because it says,
“last will,” that doesn’t mean you can’t
change it again and again as circum-
stances require . However, once you
die, the last will you have is in fact your
“last will and testament.” Without one,
transfer of your property becomes sub-
ject to state law.

Even if you have a will, it could be
judged invalid if it doesn’t conform to the
laws of your state of legal residence
when you die (it's a good idea to have
an existing will reviewed by an attorney
in a new state of residence if you
move). While a will should always be in
writing, some states allow oral wills for
very limited purposes. While videotap-
ing is a good idea to demonstrate the
testator’s state of mind, a written docu-
ment must still be used. A will should
be witnessed; but avoid having a benefi-
ciary of the will as a witness, which
might invalidate the will. Some states
also allow holographic (handwritten)
wills, however other states do not. Un-
fortunately, you won't be around to dis-
cover your mistakes. It's better to pre-

(Too Important continued on page 2)



(Too Important continued from page 1)

pare your will earlier
and revise it several
times than to wait too
long and die intestate
without a valid will.
Waiting too long
could pose additional
problems. In order to
make a valid will, you
must be of sound
mind. Putting off mak-
ing a will until you are
suffering from senile
dementia might not
have the intended re-

sults and is not a good
idea. However, it may not be to easy convincing your elderly loved
ones to allow his/his adult child make decisions on the behalf of
the parent.

There are other issues you need to consider, including whether
or not you are in a community property state and how you want to
leave investments to minor children, if applicable. As you can see,
these are important issues that exist all throughout your lifetime,
but may also change with time. It is likely that you will need a will
that changes with time too, but not to have a will is unwise.

You should have a will if you have (or might have) assets you
want distributed in a certain way, you have minor children, you are
concerned about estate taxes, or if you want to facilitate settlement
of your affairs without overburdening those you leave behind.

Creating a valid will is too important to procrastinate in doing.
And if you have a will, you should have it reviewed whenever there
is a change in your circumstances, such as a marriage, divorce,
birth, death, relocation to another state, or change in finances. And
while you're at it, consider creating a living will and organ dona-
tion requests. Who will have the say about your healthcare, if you
become unable to make those decisions on your own. These de-
cisions will help facilitate things when you are gone, and give you

peace of mind in the now.
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meeting. JOL Chapter meeting agenda to include a program entitled
“10 Tips for Successful Public Speaking" and "Public Speaking Skills
Aren't Debatable" presented by Distinguished Toastmaster Ronald J.
Bower, Immediate Past District Governor, District-37 Toastmasters
International. (Recertification points available to active CPS and CAP holders
for attendance to this entire program)

- Monday, October 16, 2006, National Boss’s Day
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 Development?", presented by Tina
Parker CPS/CAP, N.C. Division 2006/2007 President.

Celebrate the JOL Chapter’'s 2nd anniversary
-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

c“a“ge’ ﬁ“a“ges

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 times remain
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)

Membership Growth
Recognition

Congratulations to the JOL Chapter
for the highest percentage of growth
SES—— and winning the August 2006 Member-
/ ship Growth award within the N.C. Divi-
sion of IAAP. Kudos to Norma Bain CPS,
for her recruitment efforts.

Remaining true to her commitment to the growth of
the N.C. Division and IAAP, Tina Parker CPS/CAP,
2006/07 NCD President, donated $25 of her personal
income to the JOL Chapter’s treasury.

Lighthouse News October 2006



Earning Your CPS ®/CAP® Certification
Just Became Cheaper!
When JOL member Brenda Brown CAP sat
for the (Certified Administrative Professional
(CAP)) exam in May 2005 it cost more than

$700:
Application Fee (IAAP Member Fee)  $250
Study Materials $195
Lodging (CAP exams on Fri-Sat) $167
Meals $ 20
Travel to/from Durham (262 miles)  $106
Approximate Total $738

On July 27, 2006, JOL members Norma Bain CPS,
Debbie Earley CPS and Alana Daniels met with Coastal
Carolina Community College (CCCC) representatives Janice
Holtsford, Department Head, Office Systems Technology
(OST) and Medical Office Administration (MOA); Judy
Anderson, Instructor; and Ginger Tuton, Division Chair,
Business Technology Legal Services. The purpose of this
meeting was to pitch the idea of CCCC becoming a CPS®/
CAP® examination center.

On August 29th upon her return from vacation Norma Bain
CPS found exciting news waiting in her e-mail. Ginger
Tuton had secured permission to work toward the implemen-
tation of CCCC serving as a CPS/CAP examination center.
Also to be commended is Paula McElheney, Director of
CCCC's Basic Skills Program and Academic Center, for
submitting the paperwork to IAAP to expedite the appoint-
ment.

It is now officiall Any qualified administrative professional
who desires to sit for the May 2007 exam will be able to list
Jacksonville, North Carolina, as one of their three preferred
exam site choices.

JOL Lighthouses Installed

If the cost involved in sitting for the CPS/CAP
certification exam has been a hindrance then
having a local examination center will prove to
be a tremendous saving for those in the
Onslow County and surrounding areas - no
overnight lodging, and very little travel and
meal expenses. An additional savings to JOL
Chapter members is the use of study materials
purchased by the JOL Chapter.

There is only one other thing that would
make this even better - more employers en-
couraging and paying for their valued qualified
administrative professionals to sit for the exam.
Professional certification:

shows employers, clients and associates that you are
committed as a professional

is a mark of excellence that you carry with you every-
where you go

To be a part of the distinguished first group to test at the
CCCC site in May 2007, the application deadline 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 Commit-
tee at: certification@iaap-jol.org

Results by Location - May 2006 Exam

(Results as of July 2006)

CPS

Active CPS Active CAP  Active CPS/
LOCATION May-06 Holders May-06 Holders CAP Holders
North
Carolina 7 674 2 17 57

Cynthia, Burley, JOL
President (center) presents
certificate of membership to
JOL’s newest Lighthouses.

(left to right)
Linder Morton, Administrative Assistant
Jones-Onslow Electric Membership Corp.

Miriam Appleton, Administrative Assistant
Campbell University

(Not pictured)
Nancy Ortiz, City of Jacksonville
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http://www.iaap-hg.org/Cert/summarybylocation.htm
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: Z 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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Skills Everyone Needs Today
Susan Aaron, The Learning Coach
learning.monster.com

In order to become an expert, you must first master the ba-
sics. So what are the basic skills in today's workplace?

Write Away. The need for good writing skills is paramount.
The ability to write well is important at every stage of employ-
ment. Being able to write well is the only way you're going to
get yourself in front of an interviewer. As you get higher in the
food chain, (writing) becomes a discriminator.

But how do you know if your writing skills need work? Try
sending a short report to trusted friends and ask for their candid
opinion. Did you get the point across? Was it easy to under-
stand? Did they find any grammatical or spelling errors? If your
writing skills need help, take a course. Try a local community
college.

You can also use reference guides such as the classic Ele-
ments of Style and The Gregg Reference Manual to brush up
on your skills.

Assist Yourself. Once upon a time, people had personal
secretaries and then office assistants; now there's typically one
assistant providing support for many people. "The days of hav-
ing your own secretary are long gone," says Matuson. Older
workers especially "need to be able to show employers that
they're not afraid to get their hands dirty" with office tasks. This
means learning how to type quickly and well, how to use the fax
machine and copier, and understanding how office computer
components fit together.

Be Software Savvy. The programs ("applications” in soft-
ware parlance) in Microsoft Office are nearly ubiquitous. Learn
how to turn Word from a typewriter with a screen into a time-
saving tool with a little training. Matuson advises simply explor-
ing the software. How-to manuals and classes for basic soft-
ware are easy to find. One inexpensive option: Night classes
with a local continuing-education provider. Try to understand
the program's usage style or menu. A lot of (programs) build
on each other. If you know one, it's easy to learn another.

Find Your Way Around. Workplaces rearrange themselves
around technologies. For jobs that deal with information, em-
ployers expect employees will be able to find information online
quickly and easily. Get started by going to a search site such
as Google and practice searching. Then explore the advanced
search options.

Say What You Mean. Whether in an interview, a meeting or
simply working with colleagues, you will improve your prospects
if you can present yourself effectively. According to Mullin,
presentation is "a skill that people generally don't think about or
worry about. But then, when they get up to do a presentation
or run a meeting, they're horrible."

Mullin suggests joining Toastmasters International. This
group's experts, in addition to assessing your overall communi-
cation style, will count your "ums" and time how quickly you can
get your point across.

Knowing these essentials won't land you in the corner office,
but a grasp of the basics will help you get in the door, get hired
and succeed on the job.

Page 5

Strategies That Help You Move Ahead

Are you ready to take on more re-
sponsibility? Take these steps to let
your boss know you are ready for
promaotion.

Go back to basics. Simply pro-
jecting a positive attitude will make a
difference. People with negative atti-
tudes win few friends. Workers with
positive attitudes, on the other hand,
draw positive attention-and plum as-
signments.

Update your skills.  Stay current to stay competitive.
Enroll in a program for additional or renewed certification,
take a course or attend a seminar or workshop.

Build your team. Develop an internal network of sup-
porters by sharing your knowledge and skills with more
junior co-workers. Encourage them to give you feedback
and support as well.

Share your ambitions. Do you know the criteria for
promotion to the next level? Ask your boss to tell you -
and expect to hear that you need to earn the opportunity.
Then look for ways to gain the skills and experience you
need.

Emulate your organization’s most successful work-
ers. Take cues from them on how to increase your visibil-
ity and project a more capable and professional image.

Advancing Your Career

Communications Briefings
September 2006
www.briefings.com
800.722.9221

e & Wark

Cindi Cunio
Onslow County Guardian
Ad Litem Child Advocates

Al

(left to right) Tammy Owens,
Joy Thomas, & Marsha Gwynn,
Onslow County Central Permitting
Technicians
Review the inspection process
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Workplace Privacy? Forget It! o ) ]
cent of employers who participated in the survey have fired

workers for workplace offenses related to the Internet, while
25 percent of employers have fired employees for misuse of
e-mail. While many employers monitor employees' Web surf-
ing, a slightly smaller number -- 65 percent of those surveyed
-- actually use software to block workers' access to inappro-
priate Web sites.

Many employers are concerned about their employees'
connecting to inappropriate Web sites, such as those with
pornographic content or that allow employees to gamble
online, Flynn says. Productivity suffers when employees
spend too much time online surfing, attending to personal
business or e-mailing friends. Employers also worry about
workers' disclosing trade secrets or proprie-
tary information over the Internet.
According to a 2004 ePolicy survey, instant
messaging is one of the least-monitored
computer activities -- only 6 percent of em-
ployers surveyed at that time retained or
archived instant messages, while 58 per-
cent of employees surveyed use instant
messaging for personal online conversa-
tions. "Most instant messaging takes place
via free software tools that employees
download and thus is outside employer fire-
walls," says Flynn. "We tell employers that if
your employees are doing this, you are
handing information over to outsiders."
Keyboard keystroke monitoring can track
key words typed on a keyboard and can
also track how fast employees are typing.

By Amy B. Crane
Bankrate.com

Many Americans take their right to privacy for
granted. But most don't realize that this right doesn't
extend into the place where they spend most of their
waking hours: their workplace.

"There is very little, if any, privacy in the work-
place, particularly in the private sector," says Jeremy
Gruber, legal director of the National Workrights Insti-
tute, an advocacy group for human rights in the work-
place. "Privacy is one of the most-violated princi-
ples in the American workplace.

People are aware to a degree how
much monitoring goes on in the
workplace, but most individuals are
unaware of how pervasive the lack
of privacy is."

Monitoring employees electroni-
cally and in other ways is a growing
part of the way American compa-

nies do business, according to the

2005 Electronic Monitoring and Sur-

veillance Survey, conducted by the

American Management Association

and the ePolicy Institute. According

to the survey, which was released in

May 2005, 76 percent of employers

monitor workers' Web connections, /

while 50 percent store and monitor

employees' computer files. Other Workp':;:s ‘;"r?('jlsegzy have "There is a problem with worker monitoring
types of monitoring at work can include: when it leads to an oppressive \_N0fk environ-
keyboard keystroke monitoring ment,_" says.J.ay _Stan_ley, cqmmumcauons d|rectolr for the
reviewing and storing employee e-mails and American Civil Liberties Union Technology and Liberty Pro-
instant messages ject. "That can happen when employers can monitor things
monitoring time spent on the phone, numbers like keystrokes."
called and actual taping of conversations In such a situation, Stanley notes, employees can feel
video surveillance subtle or overt pressure to speed up the pace of their work,
drug testing leading to morale problems.
satellite technology to monitor use of company Phone and Video Surveillance includes:
cars, cell phones and pagers monitoring and taping employee phone conversations
"There are three main reasons employers monitor blocking certain numbers such as 900 numbers
employees: legal liability issues, employee productivity monitoring time spent on the phone
and security breaches,"” says Nancy Flynn, executive tracking numbers dialed .
director of the ePolicy Institute. "For example, e-mail taping and reviewing voice mail
creates a written business record, and employers are monitoring conversations between workers
becoming increasingly aware that e-mail and Internet According to the 2005 surveillance survey, 57 percent of
activity is the electronic equivalent of DNA evidence. employers surveyed block unauthorized phone numbers, and
If a company is sued or investigated by a regulatory 51 percent monitor the amount of time spent on the phone
agency, you can take it to the bank that e-mail will be and the numbers dialed. More than 80 percent of the em-
investigated and subpoenaed." ployers who monitor these activities notify employees about
Computer-related Monitoring.  Employers are what they are doing.

most concerned about employee use of company
computers. This includes e-malil, instant messaging,
Web surfing and files stored on company computers.
According to the Electronic Monitoring Survey, 26 per-
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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®

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

Ways and Means
Daisy Kiley
2nd Marine Division, Camp Lejeune
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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

11/3-4/06
5/4-5/07
11/2-3/07
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.

8/15/06
2/15/07
8/15/07

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