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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 

 
 
 

September 2007 
��Thursday, September 13, 2007, JOL 
Chapter Meeting, Program by Cristina 
Kale, IT Department, City of Jackson-
ville, “Upgrading to Office 2007 and 
Security Presentation “ 

 

October 2007  
��Sandra Wyrick, Onslow Community 
Ministries, “Community Involvement for 
Citizens and Organizations” 
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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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Organization is not a destination.  It requires 
maintenance.  It’s a journey and it takes time 
on a daily basis. 
 
 

Lauren Halagarda, owner of The Organiza-
tion Connections, presented the program 
“Discover the Clear and Simple Method of 
Organizing.”  Lauren says, “Schedule time  
to  organize.  If it is important enough to 
think about, stress about, it is important 
enough to schedule time for it on your  
calendar.” 
 
 

Lauren is a member of the Inaugural Class  
of Certified Professional Organizers and is 
one of the first in the industry and the State 
of North Carolina to earn this distinction.  
She is also  a member of the National Asso-
ciation of Professional Organizers (NAPO).   
 

See It, Map It, S.T.A.C.K.S will get you 
through it! ©  
 
 

S.T.A.C.K.S.  
 

The S.T.A.C.K.S. method uses a 3-step 
foundation to the organizing process.  It 
is vital to your success to take the steps 
in order.  This will save you hours of 
time and tons of money. 
 
 

Sort—Sort into piles of like with like.  Just Sort! 
 
Toss—Decide whether to keep the item or give 
it away. 
 
Assign a Home—Find the best home for your 
item according to the use. 
 
Contain—Choose the best containers for your 
favorite or often used items. 
 
Keep it up— Organizing is a daily practice, not 
a one-time event. 
 
Simplify—Always leave open space in your 
calendar and all areas of your space. 
 
SEE IT - 
�� Take 10—15 minutes to identify where you  
        are at in relation to the project or clutter. 

��  Figure out where you are and then you will 
see where you want to go. 

 
Ask yourself - 

�� What is working? 

�� What is not working? 

�� Where am I stuck?  Why? 

�� What do I most want to accomplish? 
 
MAP IT  
Create a visual, three-dimensional plan.  Once 
you have a “clear "picture of where you are at, it 
is time to map out where you want to go. 
 

�� Create a mind map 

�� Make a list or create a chart. 
Cont’d on Page 3 

Discover the Clear & Simple Method  
of Organizing 

Lauren Halagarda 
“The Organization Connection” 
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Phases of Creativity 
 
 
 
 
 
 

Phase One -  Preparation:   
Laying the groundwork. Gathering, research background  
information, specific data, various opinions. 
 
Phase Two -  Concentration:  
Becoming totally absorbed in the problem or situation. 
 
Phase Three -  Incubation:    
Taking time out, a rest period where the total process is turned 
over to the subconscious mind.  Seeking distractions. 
 
Phase Four  - Illumination:   
The AHA! experience where insights, possibilities and answers 
come.  Getting that great idea! 
 
Phase Five - Evaluation:   
Testing your ideas by taking them through a checklist of criteria 
 for practical application.  Getting feedback, checking assumptions 
through a pilot project, modifying and improving, gathering  
support. 
 
Phase Six  - Application:   
Innovatively applying the solution, Confronting and solving the     
problem by using your creativity. 
 
 
Turning Jobs into Careers—Sandra P. Chandler CPS, 
IAAP International President.  Presented at the 2007 
Leadership Development and Education Forum North 
Carolina Division IAAP  February 23-24, 2007 
in Concord, NC. 

 
 

The Importance of Vacation 
 
 
 
 

by Barbara Reinhold 
Monster Contributing Writer 

 
 

 
So what's your vacation got to do with  
the bottom line? Everything, say indus-
trial psychologists, but that fact doesn't 
seem to have penetrated very well in 
corporate America. The majority of peo-
ple still take work with them on vacation 
in one form or another, and more than 25 

percent of corporate people don't take any absolute downtime 
at all. So what's the problem? 
 
Vacation Is as Important as Sleep 
 
It's a little like sleep deprivation, according to physicians and 
psychotherapists. Just as lack of sleep impedes your ability to 
think clearly and act decisively, lack of playtime keeps you 
from taking in information effectively and seeing the totality of 
a situation. Lack of sleep and play both have a negative impact 
on your reflex time, general resilience and ability to ward off 
infection. Recreation deprivation also makes you cranky, and 
often more than a little critical of the people in your organiza-
tion who do have the good sense to take care of themselves. 
 
Every time I have clients who tell me their direct reports are 
slacking off, I respond with the question, "When did you have 
your last vacation?" Almost always, the answer is some varia-
tion of, "Well, I don't really do vacations that are about relaxing 
and rejuvenating. There's just too much to get done." 
 
You're Hurting More Than Yourself 
 
The bitter irony is that the vacation-deprived usually think 
they're doing everybody a favor by 
continuing to work themselves to the 
brink of exhaustion. But the reality is 
that they're costing everyone -- their 
coworkers, their direct reports, their 
organizations, their families and 
themselves. Work addiction is an in-
sidious thing. Like other addictions, 
you usually have to bottom out before you can summon the 
courage to change. 
 

 

Cont’d from page 2 
 
 
 
 

DO IT  
Just do it!  Set aside time to work your plan.  Nothing is set in stone. 
If the system you create is not working….change it! 
 
A good system is a system that will : 
 

Save 
You 
Stress 
Time 
Energy 
Money 

 
For more organizing tips and ideas, visit Lauren’s website at 
www.2organizeu.com. 
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Manage Your Work Flow to Avoid Admin 
Burnout 
 

by Margot Carmichael Lester 
Monster Contributing Writer 

 
“ I actually resist making lists, 
except when I am absolutely 
and completely overwhelmed, 
because the things that I really 
want to get done -- wake up to my true nature, live in love, ex-
perience the fullness of life -- never seem to make it onto the 
list,” laments comeian/actress/author/writer/artist Beth Lapides, 
who wrote Did I Wake You? “When I have too much to do, I 
remind myself never to do today what I can put off forever.”  
 
 

But seriously, folks: Managing your work effectively as an 
admin really comes down to priorities. We’re all expected to do 
more in less time. And that makes managing work flow more 
important than ever, especially if you don’t want to be so burned 
out from work that you can’t enjoy the other parts of your life.  
 

Without priorities, you can’t make smart decisions about which 
projects to take on and what to do when.  And that is the fast 
track to burnout. Here’s how to make -- and stick to -- priorities 
that work for you.  
 
Set the Right Priorities  
 

Tapping into your gut feelings and judgment is a good place to 
start identifying priorities. Jim Stroup, author of Managing 
Leadership, recommends considering these factors: 
· What is my job description? 
· What are my boss’s responsibilities and deliverables, and  
       how can I help address them? 
· What is my company’s purpose? 
 

For more input, ask your boss to help you develop criteria for 
setting priorities, and review them together periodically.  
 

“If you’ve set the right priorities, decisions about whether to 
take on new projects or initiatives are simple ones, and questions 
about how to allocate or reallocate resources are easily an-
swered,” says Ralph Henderson, senior vice president and group 
executive for Spherion’s Staffing Services.  
 
Put Them to Use  
 

But priorities won’t do you any good if you don’t use them to 
avoid saying yes anytime someone asks you to do something..  
 

“Learn to say, ‘I have a lot on my plate right now,” suggests 
Karen Leland, author of Watercooler Wisdom: How Smart Peo-
ple Prosper in the Face of Conflict, Pressure and Change. 
“Other people don’t know how much you have on your agenda, 
so letting them know is one way to keep your action schedule 
manageable.” 
  

 

Another tactic: Deflect the decision. “Pick the highest pri-
ority activity you have, and if you think it conflicts with a 
new assignment, then say, ‘I'm flat out on X right now; 
would you like me to focus on this new task before X?’” 
offers Rick Brenner, principal of Chaco Canyon Consult-
ing. “You probably won't get an immediate answer either 
way, because most bosses haven't thought about it to the 
necessary level of detail. If you don't get a clear answer, it's 
your cue to probe about priorities. So be prepared for that 
conversation with your list, in priority order, of all tasks.”  
 

What if your boss tells you everything is a priority? “That's 
your cue to replace your boss, which is usually done by 
finding a new position,” Brenner says.  
 

Avoid Burnout  
 

In addition to priority-setting, there are a few other things 
you can do to help you cope with the increasing demands  
of work without feeling fried to a crisp.  Leslie Godwin, 
author of From Burned Out to Fired Up, recommends you: 
 

· Schedule extra help at work and at home for predicta 
      bly hectic times. 
 

· Discipline yourself to use scheduled breaks to rejuve 
      nate and recharge. 
 

· Let family and friends know that work is extra- 
      challenging and ask for help. 
 
And after the hectic time is over? “Do some soul search-
ing,” Godwin advises. “Discover whether you were on a 
mission to do everything yourself, if you didn't get enough 
sleep or if there is anything else you need to do differently 
next time. Then plan to make real changes in your work 
responsibilities or how you respond to them.” 
 

JOL Booth at National Night Out From l-r:  
Pam McIntosh, Karen Bleblo,  

Donna West, Deb Forney 
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Tips for getting the most taste and nutrients from your 
fast food choices:  
 
�   Ask for whole wheat (or whole grain) bread for sand-

wiches 
 

�   Order steamed, grilled (skinless and boneless) or 
broiled sandwich meats instead of those that are fried, 
sautéed, or prepared in sauce. 

 

�    Order vegetable side dishes that are not fried  
       or prepared in sauce. 
 

�   Top your sandwiches 
with extra vegetables 
such as lettuce and to-
mato and hold high-
calorie condiments   

      such as mayonnaise and 
dressing. 

 
 

�� Use mustard instead of 
mayonnaise. 

 
 

�   Top a salad with grilled chicken to get a serving of  
protein when you don’t want a sandwich. 

 
 

�   Drink water, fat-free or low-fat milk, unsweetened  
      tea  or other drinks without added sugars. 
 
 

�   Ask for your salad dressing to be low-fat/low-   
      calorie and separate from the salad. Then use only  
      as much as you need for taste. 
 
 

�   Add little or no butter to your food. 
 
 

�   Choose fruits and/or low-fat yogurt as your  
      dessert. 
 
 

�   Be aware of hidden calories such as ketchup,  
      mayonnaise, mustard, relish. 
 
 
 
 
 
 

  Most fast-food restaurants have lists of their menu items 
and the nutritional content of each including calories, fat 
and other helpful information. Ask for a copy. Reading 
the information can be a real eye-opener. 

 
                      SEPTEMBER DATES 

 
3—Labor Day Holiday 

 

12—Chocolate Milk Shake Day 
 

13—Positive Thinking Day 
 

16—National Women’s Friendship Day 
 

         22—Business Women’s Day 
 
 

www.holidayinsights.com 

Word Trippers 
Barbara McNichol 
 
Moral, morale- "Moral" is concerned with the princi-
ples or rules of right conduct, ethics, distinction be-
tween right and wrong. "Morale" is the emotional or 
mental state of a group indicating high spirits, confi-
dence, zeal, especially in the face of opposition or 
hardship. "The morale of the troops went down when 
they witnessed low moral behavior from their lead-
ers." 
 

Tortuous, torturous- Although both words come 
from the Latin "torquere" (to twist, wind, wrench), 
"tortuous" refers to something that's winding or 
crooked while "torturous" means painfully 
unpleasant. "The tortuous mountain road can be tor-
turous if you have to ride up that road on a bicycle." 
 

Course, coarse- As a noun, "course" means a direc-
tion or route, a path, or channel along which anything 
moves. "He ran on a course that went through the for-
est."  As a verb, it means to go along a path or chan-
nel, to run or move swiftly. "Anger courses through 
his veins." Its homonym "coarse" is an adjective that 
means consisting of large particles (a coarse, sandy 
beach) or lacking in fineness or delicacy (a coarse way 
of speaking). The noun form is coarseness. "The metal 
file had a high grade of coarseness." 

 
 

Interested in becoming a Member?   
Don’t put it off any longer.  Join now and  
save $15 off the cost of your Membership.   

Hurry the deadline is Sep 15! 



 
 

 
 
 

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 
 
 

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 

 
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) 353-0986.   
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 


