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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 
 
 
 

October 2007  
��Sandra Wyrick, Onslow Community 
Ministries, “Community Involvement for 
Citizens and Organizations” 

 
 

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

 
For more meeting dates and Chapter information, 

visit our website:   www.JOL-IAAP.org 

INSIDE THIS ISSUE:  
  
Microsoft Office 2007 2 
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Handling a Dysfunction Office 4 
William & Mary Findings 5 
Back Pack Raffle Thank You 6 
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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 
 
                  
          

                    MIRIAM APPLETON 
                     OCT 16 

 
 
 

"Microsoft Office 2007"  
  
JOL recently hosted a program entitled, 
“Microsoft Office 2007 Update”, presented 
by Cristina Kail, IT Specialist, with the City 
of Jacksonville.  According to Kail, Micro-
soft Word 2007's document types, interface, 
and some features -- very nearly every as-
pect of this word processor -- have changed.  
 
 

Pull-down menus 
of fonts, color 
themes, and im-
ages let you pre-
view changes on 
the page before 
making them.  
Keyboard shortcuts remain the same; press-
ing the Alt key displays the corresponding 
quick key for each Ribbon command. A run-
ning word count is always present in the 
lower-left corner, and the new slider bar for 
zooming in and out is a terrific, no-brainer 
improvement. 
 
 

Once you have Word 2007 running, you will 
notice a completely redesigned toolbar, now 
known as the Ribbon, with many familiar 
commands in new places. Instead of the old, 
gray drop-down menus atop the page, Mi-
crosoft's new and very colorful Ribbon 
clumps common features into tabs: Home, 
Insert, Page Layout, References, Mailings, 
Review, and View. Some tabs don't show up 
until you might need them; for example, you 
must select a picture to bring up its format-
ting tab.  
 
 

At first, you'll need to wander around to find 
what's moved from prior versions of Word. 
Clicking the Office 2007 logo in the upper-
left corner drops down a menu of staple 
functions--such as opening, saving, and 
printing files--that were under Word 2003's 
File menu. 
 

Word 2007 looks to have a learning curve, 
even for the more experienced user.  Alas, 
there is no "classic" view to help you make 
the transition to the 2007 version.  Some 
may have a hard time locating commands 
from Word 2003's Editing and Tools menus. 
To insert a comment in Word 2007, for in-
stance, you must look under the Review tab 
instead of the Insert tab.   Aside from the 

inter-
face, 
the 
other 
radical 
change 
in 
Word 

2007 is its new file type, old Word DOC 
files make way for the new DOCX type of 
Word 2007.  The move could create some 
compatibility headaches but Microsoft has 
released a document converter, which will 
extract the text so you can quickly get to the 
contents. 
 
While it's a challenge to upgrade, those 
learning Word for the first time may find its 
features easier to stumble upon than they 
would have with Word 2003.  

 
 
 

YOU ARE ALL INVITED!!!!  
 
 
 

JOL ANNIVERSARY  
CELEBRATION 

 
NOVEMBER 8, 2007 

 
 

JOL IS CELEBRATING  
3 YEARS AS A CHAPTER 
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By Susan Fenner 
 
You’ve heard the expression, “A rose by any other name 
would smell as sweet.” Well, be assured that that isn’t 
true when it comes to job titles. What you are called can 
make a great difference – in terms of compensation, 
prestige, promotional opportunities, and resume punch.  
 
Here are a few things to keep in mind when you are ne-
gotiating for a job in a new company, being asked to 
upgrade your job description in a current position, or 
thinking about changing positions. 
 
· In some companies (usually the larger ones), job ti-
tles are etched in stone. There are well-formulated de-
scriptions of what one does and to whom one reports. 
But in other companies (usually smaller ones), what you 
are called can be worked out between your exec and 
yourself. This gives you leeway to accurately define 
what you do. 
 
· Some job titles may dead-end you. “Secretary” used 
to be that way. Few secretaries made it out of the typing 
pool and into management. Today, titles like clerk, re-
ceptionist, data entry, or transcriptionist are ones that 
you may want to refresh. 
 
· If you are at the top of your pay scale, getting a new 
title may increase your earnings. 
 
· Titles with reference to technology always look 
good. Desktop publisher, graphics designer, multi-media 
specialist, and network administrator are good choices. 
 
· Check industry surveys to see which categories pay 
the most, then adapt your title to match them. According 
to Office Team's 2005 Salary Guide, senior executive  
assistant, medical office administrator, and senior of-
fice/facilities manager pay the best. 
 

Cont’d on Page 5 

 “ A Rose By Any Other Name”  
Does Not Apply To Job Titles  

HAPPY BOSSES DAY - OCT 16 
 
 
 
 

Common observances of National Boss Day (aka "Bosses 
Day") include giving a greeting card, gift, or some other to-
ken of appreciation to the "boss" (managers, supervisors or 
executives). Some organizations hold group activities such as 
executive appreciation events or boss-of-the-year presenta-
tions. 
 
 
 

Although the International Association of Administrative 
Professionals (IAAP) has never been officially involved as a 
sponsor of National Boss Day, some IAAP chapters hold ex-
ecutive appreciation events around this time. Administrative 
professionals participating in IAAP's online discussion fo-
rums cited the following examples of National Boss Day ob-
servances: 
 
 
 

· "At my company we usually have 
a luncheon featuring an educational or 
motivational speaker and we give our 
bosses gifts." 
 

· "I usually give my boss a book 
relating to leadership or a framed moti-
vational message." 
 

· "I give a greeting card or note of 
appreciation to my executive.  We 
work well together as a team, and he 

deserves the recognition." 
 

· "Our IAAP chapter holds an executive appreciation 
breakfast every year. We also award an Executive of the Year 
plaque. The chapter members nominate their executives with 
a letter detailing their background, education, and community 
service activities. The winner is chosen by a committee of the 
assistants of the three previous winners. The winning boss 
really seems to appreciate it." 
 

· "We are planning a National Boss Day event that will 
feature awards for funniest boss, coolest boss, best dressed 
boss and most supportive boss. We received rave reviews for 
this event last year, from both the bosses and staff." 
 

· "I surprised our branch manager with a card signed by 
our office staff. We also pitched in for donuts for the entire 
staff of 60. This is one way we celebrate little successes 
throughout the year -- and it helps to keep morale up. I also 
bought a card for my immediate supervisor." 
 

· "Last year, a local hotel co-sponsored our IAAP chapter 
Bosses Day event. The VP of Human Resources of a large 
hotel company spoke on stellar customer service, and related 
it to how we as admins regularly provide such service to our 
executives and work groups. Our executives were also re-
minded how much they appreciate us." 
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Seven Ways to Handle Your  
Dysfunctional Office 

 
 
 
 

by Margot Carmichael Lester 
Monster Contributing Writer 
 
Workplace dysfunction may be funny when you’re watch-
ing “The Office,” but it’s serious business when you’re try-
ing to cope with it every day.  

 
The good news is that it doesn’t 
have to bring you down. Nobody 
says dealing with dysfunction is 
easy, but if you follow this advice, 
chances are you can at least stay 
above the fray: 
 
· Step Away from the Action: 

Start looking at your office as though it were any dysfunc-
tional organization from movies or TV. “Sit back as an ob-
server and watch,” suggests Donna Flagg, principal of learn-
ing and productivity specialist The Krysalis Group. “Do not 
participate…because the thing that makes dysfunctional be-
havior thrive is the participation of dysfunctional people. If 
you separate yourself, you remain on the ‘functional’ side of 
the line.” 

· Remain in Control: One way to stay functional is to 
avoid returning fire -- no matter under siege you feel. This 
allows you to control the people trying to control you, says 
Joel Epstein, author of The Little Book on Big Ego and CEO 
of Friction Factor. “Most ‘ego monsters’ want you to fight 
with them,” adds Epstein. “It makes them happy.” The solu-
tion? Throw the game and lose on purpose. “Let the ego 
monster think they’ve won,” he advises. 

· Stay Focused: Concentrating on your job performance 
while others are engaged in less-productive activities can be 
an effective way of coping and advancing, says Heather 
Millen, a Boston-based marketing administrator. “Act how 
you think a professional should act, no matter how enticing 
it is to come to their level,” she says. “I once had a boss 
who thought things could only be done his way.  

But by sticking by what I thought was right rather than giv-
ing into his every whim, the working relationship grew 
stronger, and we each had greater respect for the other.” 

· Tune Out: If you’re in a position to close yourself 
off from the insanity and negativity, do it, advises Erik 
Myers, a database administrator. “I wear headphones 
all day every day so that I don't have to listen to the 
insipid ramblings of my coworkers and how much 
they ‘love their fat-free salad dressing’ and ‘have you 
heard about this new diet where if you eat really spicy 
foods you can eat all you want, because it goes 
through your system faster and the heat actually burns 
calories anyway?’” he says.   
 
· Enlist Allies: Sometimes it helps to find what ca-
reer coach Marty Nemko calls “an island of sanity 
amid the maelstrom.” “Find one or two people in the 
workplace whom you like and can commiserate with, 
or even laugh at the others' antics,” Nemko says. 
“Decide among you whether you want it to simply be 
a steam-letting-off group or want to look for smart 
ways to improve things, if only in pockets. And keep 
your group under the radar -- no need for everyone to 
see you as a clearly identified cabal.” 

· Look for Pat-
terns: Studying -- but 
not obsessing over -- 
colleagues’ dysfunc-
tional tendencies can 
give you an edge, 
Flagg says. Common 
patterns are discrepan-
cies between what 
people say and do and inconsistencies in behavior. 
Sure, this familiarity may breed contempt, but it also 
yields a competitive advantage for you as well as a 
coping mechanism. “You can not only anticipate prob-
lems headed your way, but you can also use the in-
sight to navigate the terrain in a positive and effective 
way,” Flagg explains. 

Leave: In the end, the best outcome may be to move 
on. “It's really the only thing that actually works,” 
notes workplace expert Billie Blair, author of All the 
Moving Parts and president/CEO of Leading and 
Learning. “Our research of these situations has shown 
that it's always the good and talented people that the  
organization loses when there is dysfunction, because 
they can go other places. Those who can't simply stay 
and manage to endure.” 

Cont’d on Page 6  
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Cont’d from Page 3 
 

“A Rose By Any Other Name” 
 
 

· If you are stuck with a certain classification, like sec-
retary, then see if you can add a descriptor, like secretary 
II or senior secretary. By creating levels within your clas-
sification, you can justify higher pay. 
 
· Words that enhance administrative work include: co-
ordinator (project coordinator), assistant (sales assistant), 
representative (customer service representative), and 
manager (office manager). 
 
· If you are looking for a promotion in a certain area,  
use that field in your title.  Marketing assistant would be 
stronger than administrative assistant if you wanted to 
rise through the ranks in marketing. 
 
· Be sure that your resume shows a progression in ti-
tles. If you move from adminis-
trative assistant to secretary, 
preface the titles with a word 
choice that indicates the move 
was  
· a promotion. For example, you might state that you 
were the administrative assistant to three sales persons, 
but secretary to the regional sales manager. 
 
· The word manager elevates the title, even when duties 
remain the same. Administrative manager is perceived to 
be higher than administrative assistant. 
 
If one title doesn’t do it, then call yourself something that 
encompasses the total job – like communications special-
ist, information coordinator, or assistant to the editor.  
 
A title may not mean much now...but when you're seek-
ing a new job, competing against other applicants for a 
job, or looking to advance, it can mean the difference  
between moving up or not.   --Susan Fenner, Manager of 
Education and Professional Development Department, 
International Association of Administrative Professionals 
(IAAP). 

National Boss Day, October 16: 
U.S. Bosses Get B+ In Performance,  

Finds School of Business at  
College of William & Mary 

 

 

WILLIAMSBURG, VA -- So. You have the 
boss from hell? Well, you’re in the minority, 
according to a national survey conducted by 
the School of Business at the College of  
William & Mary. 

 

 

As a whole, the United States gives its boss a “B-plus,” 
according to survey results.  Traditionally celebrated on 
October 16, National Boss Day falls on a Sunday this 
year, so many workplaces will celebrate the day on Fri-
day, Oct. 14, or Monday, Oct. 17. 
 

 

National Boss Day was launched in 1958 by Patricia 
Bays Haroski, an Illinois secretary and employee at State 
Farm Insurance Company, who registered it with the U.S. 
Chamber of Commerce. She chose the date because it 
was her father’s birthday – and her father also happened 
to be her boss.  The School of Business at The College of 
William & Mary in Williamsburg, VA., surveyed 1,054 
full-time male and female workers of all ages, educa-
tional backgrounds and experience levels across the na-
tion last week. 
 

 

The survey found that, as a whole, workers rated their 
bosses either the highest or next-to-highest on six compe-
tencies the business school research has shown to be the 
greatest indicators of career success, according to more 
than 100 senior executives. Those competencies are: be-
ing flexible, communicating with impact, solving prob-
lems, demonstrating integrity, building relationships and 
focusing on results. 
 

 

William & Mary’s School of Business has developed a 
two-year “Leadership Advantage” program for its full-
time MBA students in which executives volunteer one-
on-one to coach business students to help them develop 
these so-called “soft” leadership skills. 
 

 

“Through the Leadership Advantage program, we are en-
hancing our students’ abilities to manage their own de-
velopment and also improve how they perform these 
critical skills,” said Lynne Walker, program director.  
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 Cont’d from Page 4 

“Dysfunctional Office” 
 

“They will become more effective bosses.” 
 

Survey participants, who responded via email, were asked 
to rank their bosses from one to five for each of the compe-
tencies, with one (or “F”) being the lowest and five (or 
“A”) being the highest.   Of the six competencies, only one 
scored an “A,” that for “demonstrating integrity” – perhaps 
a comforting outcome in the post-Enron/Sarbanes-Oxley 
era. For all other competencies, “B” was the most fre-
quently selected response. 
 

 

“Survey respondents are appar-
ently telling us that while they 
respect their bosses, they are 
measuring them against higher 
standards on the other critical 
competencies,” said Karen 
Locke, Ph.D., the W. Brooks 
George Associate Professor in 
the School of Business at The 
College of William & Mary. 
Locke has published two books 
and numerous academic articles 
in organizational behavior theory. 
 

 

The survey also asked participants, if they could work for 
someone else, would they? Only 33 percent said “yes,” 
while 42 percent said “no,” and 25 percent said “not sure.”  
Most participants said they did not think they could do 
their bosses’ jobs better than their bosses do. Fifty-two per-
cent said they could not, 25 percent said they could, and 22 
percent were undecided. However, men (33.3 percent) 
were much more likely to say “yes” than women (21.1 per-
cent). 
 

Even more so, participants said they would not like to have 
their bosses’ jobs. Only 21 percent would like them, while 
66 percent gave a resounding “no,” to the question, and 13 
percent were undecided. Men (32 percent) were more than 
twice as likely to say “yes” than women (15.3 percent). 
 

By region, Mid-Atlantic workers expressed the most dis-
content. They were the only participants to say that they 
would, as a whole, choose to work for other bosses (41.4 
percent said, “yes,” vs. 34.3 percent, “no,” and 24.3 per-
cent, “not sure”). Mid-Atlantic respondents were the least 
divided about whether they could or could not do their 

bosses’ jobs as well as their bosses (only 17.1 percent 
more said they could not in the Mid-Atlantic, for exam-
ple, vs. 36.3 percent in the West). 
 

Regardless, and somewhat surprisingly, the Mid-
Atlantic had the fewest percentage of workers that 
would like to have their bosses’ jobs (18.3 percent vs. a 
high of 25 percent in the Southwest). 
 

In spite of the advances made by women in the work-
place, it is still a nation of male bosses. Sixty-one per-
cent of the participants had male bosses and 39 percent 
had female bosses.   When asked if men or women 
make better bosses, 75 percent said that gender isn’t 
relevant. 
 

Participants apparently felt they are being treated pretty 
fairly. Sixty-nine percent said their bosses do not de-
mand more of them than their bosses demand of them-
selves, and 68 percent said their bosses show apprecia-
tion for the work they do. 
 

When it comes down to money-vs.-relationships on the 
job, participants went for the money. When asked if 
they would choose a 10-percent raise or a better rela-
tionship with their bosses, 85 percent went for the raise. 
Men and women chose the raise in nearly equal per-
centages.  The survey results have a margin of error of 
5 percent and a confidence level of 99 percent. 

THANK YOU! 
Our Backpack Raffle was once again a successful fund raiser – 
almost $400.  At $1 per ticket, that’s a lot of tickets sold.  I would 
like to thank Karen Beblo and Alana Daniels who donated the two 
“back to school” backpacks and the Women’s Shelter for only 
charging us half price for their “goodie basket.”   The winners of 
the baskets were:   

         Ron Roy Ron Roy            Horace Mann      Horace Mann            Nancy Mathis Nancy Mathis 
 

Ron’s 11 year old daughter was thrilled with her “back to school 
back” pack.  Horace donated his to Northwoods Elementary 
School to be given to a needy child and Nancy surprised her col-
lege bound freshman son with the goodie basket.  As you can see, 
it was a success for all. 
 

I would also like to thank Donna West and Karen Beblo who 
helped me sell tickets at National Night Out even in the extreme 
heat and all the other members who sold tickets throughout the 
campaign.  It was a great “team” effort and by working together, 
we can make things happen.    

Deb Forney, JOL President 



 
 

 
 
 

Officers 2007 - 2008  
 
 

President 
Debra Forney 

City of Jacksonville 
 
 

Vice-President 
Norma Bain CPS 

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 


