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Teresa Waugh

Teresa Waugh began her career with First
Citizens Bank in 1968. Throughout her 42
years of employment with the Bank, she
has held the positions of Teller, Loan
Clerk, Secretary, Administrative Assistant
III and currently is the Area Operations
Specialist.

Teresa was born and raised in Jacksonville, N.C. She feels her greatest
accomplishment in life is her son, Matthew, who is a 4th grade teacher in
the Pitt County School System in Greenville, N.C.

She loves to travel. After going on her first cruise last year to celebrate
her “60t” birthday with friends, she has decided that “cruising” is the
only way to go. She also enjoys scrapbooking, card making, her “red
hat” group and spending time with her closest friends.
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Points of Interest

+ The JOL Chapter meets the
second Thursday of each month,
5:30 — 7 PM, Marine Federal
Credit Union (MFCU), 4180
Western Blvd Ext (use rear en-
trance)

October 201 1
+ Thurs, October |3th, JOL Chap-
ter Meeting 5:30 PM

+ No Board Meeting in October

November 201 |
+ Thurs, November 3rd, JOL Chap-
ter Meeting, 5:30 PM

+ Thurs, November 30th, JOL
Board Meeting, 5:30 PM

JOL Mission

To be the acknowledged, recognized leader of administrative professionals
and to enhance their individual and collective value, image, competence,
and influence.

e
wmas Chapter
of Excellence

IAAP Mission

Enhancing the success of career-minded
administrative professionals by providing opportunities
for growth through education, community building, and

leadership development.
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Greetings from your JOL Chapter President

Janet Tucker

As T write this, today is officially the first day of fall, it happened at approximately
5:04am on this 234 day of September 2011. Oh how I hate to see summer fade away,
I'll so miss boating and hanging out at the beach, already my toes are aching to feel
the warm sand between them. Darkness begins to take over earlier and earlier every
evening. Goodbye to the smell of sunscreen and hello hot apple cider and pumpkin pie now that is
something I like about fall!

Your Board of Directors has been working diligently on making sure all IAAP Pathways to Excellence
(P2E) requirements are being fulfilled. These include: Member of Excellence, Chapter of Excellence
and Division of Excellence. As members fulfill their requirements, we then as a Chapter can fulfill
ours and in turn the North Carolina Division fulfills theirs. And of course this all leads us to
“Making the Leap to Remarkable.”

I received word about the 2012 North Carolina Division Annual Meeting, it will be held in Asheville
hosted by the Land of the Sky Chapter June 15-17, 2012. This is an absolutely fantastic event for
JOL members to attend. Imagine being able to meet all the members of IAAP chapters from
throughout our state of North Carolina. It’s also a great opportunity to bond with your fellow JOL
members. Now is the time to mark your calendar and make plans to attend this event. I can’t wait!!

Speaking of 2012, this is also the time to think about getting certified as a Certified Administrative
Professional (CAP). The next CAP exam is in May 2012, deadline to apply is February 15, 2012.

On the heels of our September guest speaker, Ron Bower, I hope you are all ready to take the chal-
lenge and give a five minute presentation during one of our JOL meetings. We already have had a
member sign up for October!

September Guest Speaker

Mr. Ron Bower (pictured at right) spoke to the JOL Chapter on
“Confidence - The Voice of Leadership” at the 8 September chap-
ter meeting.

Thank you, Ron, for your support of our professional careers by
showing us how to clearly & effectively communicate and gain
confidence during through speaking.
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October
Birthdays/ Anld

mﬁ Upcoming
‘L 0L ehapfer Heelig

Thursday, Octob

Birthdays

Jul12  Aug9 Sep13
Oct11  Nov8 DeC13  imerations A

Administrative Professionals®

JOL Chapter

5:-30 PM Chris Shallcross - 10/1 b
' Debra Mouisset, CPS - 10/2 .
Marine Feder al Cr Sandra Jimenez, CPS - 10/14 " ‘
“S 0 C | a | » M e d | a Miriam Appleton, CPS/CAP - 10/16 R
Jenny Lemasters - 10/18
Presented by Kim Gail Watson - 10/21
Sherry MclIntosh - 10/22
JOL Meeting Dates: 2 =
Member ship Anni v
Oct 13 Nov3 Dec8 o
Jan12 Feb9 Mar 2 Chris Shallcross - 10/2009
N Evelyn Ackerman, CPS - 10/2009
Apr 12 May 10 Jun 14 Carrmen Weathers - 10/2009 .“#

The Chapter will be collecting donations for Toys for
Tots and nonperishable food for Christmas Cheerja
our December meeting.

JOL Member Sheila McAllister was officially installed
into the JOL Chapter at the 8 September meeting.
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Miriam C. Appleton, CPS/CAP

On September 8, 2011, Ron Bower of Toastmasters, Inc. presented the JOL Chapter program on “Confidence
the Voice of Leadership”. I had heard Mr. Bower speak to the Chapter back in February of 2008. His presenta-
tion impressed me; and gave me food for thought as I hope his recent presentation did to all the members of
JOL.

Mr. Bower had said in his presentation, that the best way to gain confidence and become a better speaker was
to have stage time. Take every opportunity to get up and practice speaking. After his first presentation, the
Chapter decided that we would allow 5 minutes during the meeting for a member to come to the podium and
speak on any subject of their choice. What better place to practice than before those who are in the same posi-
tion as you. Your fellow members will not judge you, and if they have any comments, those comments would be
ones that would either boost your confidence or be kind, helpful ones.

In 2008, I was still relatively new to JOL. I think I was the second member to do my five minutes. I was sure
my voice shook, and my heart felt like it was beating like a big bass drum and going to pop out of my chest. I
was sure the members could hear it. I survived and there were no unkind words. That year I was asked to
chair the CPS/CAP and Education Committee. Part of my responsibilities was to give a presentation on “Why
Certify”. This presentation not only required me to stand up and talk to the membership, it also included a
power point presentation, which I had never done before. Once again the nerves started, voice shaking, and
heart pounding. I made it through with minor upsets. Either in 2008 or 2009, I was asked to be the guest
speaker at the Education Forum luncheon honoring the new Certified Professional Secretaries and Certified
Administrative Assistants. I was to speak on why I certified, and my experience studying for the exam, and
how I felt taking the exam. Well, you can imagine how nervous I was about this presentation. My emotions
were on a roller coaster. I was going to speak in front of chapters from all over North Carolina. These ladies
were assistants to big corporate bosses, while I felt I was a little fish in a pond. Our membership was very
strongly represented and my best supporters. I tried to remember everything Mr. Bower had talked about in
preparing my presentation; and everything he said to do during the presentation. I tried to span the audience,
take my time, breathe, put emphasis where needed, and not to “um” my way through. When I felt that heart of
mine was going to jump out of my chest, I just looked at our table of fellow members, got a nod and smile from
all and just continued. I ended to a room of applause; and was told that I had them laughing, crying, and relat-
ing to my experience.

If I can do this, so can you. Get up and start practicing! I don’t think the nervousness ever goes away, but you
do gain confidence and improve with each presentation.

- - - - - - - - - - - - - - -

Miriam is an IAAP Member of Excellence
B o |
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JOL COMMITTEE SPOTLIGHT

Membership Committee:

(from left to right) Annie Chivers;
Deb Forney, CPS; Norma Bain,
CPS/CAP, Chair; Chris Shallcross,
Tamela Davis; and Pat Banks.

Ways & Means Committee:

(from left to right) Karen Beblo;
Tamela Davis; Valerie Cox, Chair;
Pam McIntosh, CPS; and Dee
Johnson.
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Update to the

2011-2012 Chapter Educational Programs

2011

October 13

November 3

December 8

2012

January 12
February 9
March 2
April 12
May 10
June 14
July 12
August 9

September 13

October 11
November 8

December 13

“Social Media”

“Parliamentary Procedures” & JOL’s 7th
Anniversary

“Habitat for Humanity” & Holiday Party

“Why Certify”
“Customer Service”
“Computer Shortecuts”
“The Virtual Assistant”
“Dressing for Success”

b

“Effective Communication Skills
JOL Social

“Microsoft Office 20107

“Time Management”

“Identity Theft”

“Workplace Violence”

Ornament Exchange

* Programs are subject to change based on availability of presenter
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A reminder to update the
Chapter President on your
status in achieving  Member
of Excellence

Donot

The Chapter continues to collect

; i to collect
items for the Onslow Com.murnty The JOL Chapter e
Outreach Shelter. Just bring in is credited with your box
your donated items to the meetings. - Tops for the
1,900 points for IAAP/Avery
The Chapter point of contact is box tops - keep c_ollectmg; Box To
you can turn them in at o

Kathy Zerba at (910) 449 -6307.

S

each meeting. Challenge

— | | (R
- ) L"; S )
Ul SUNC s
&
JOL is selling Attractions Dining & Value Guide Books w/coupons for
many local businesses good through December 2012.

Books are $20.00 each.

== Jpcoming Events

-
ll.}' _

-

NCD Annual Meeting

10 =1y d e i Administrative Professional’s Day

Ashville, NC Luncheon

/ 95 April 2012

& 4

Marine Corps Base Camp Lejeune

f
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Certificati Why wait? %@]
ertrication - j 2 ’
Do something for yourself , %“f

and your career today.

IAAP is moving from a two rating system to a one rating system, with areas of specialty.
The base rating will be Certified Administrative Professional (CAP). The specialty presently
being offered is Organizational Management (OM). The new CAP exam will become a one-
part exam. The OM exam will also be a one-part exam. The list for study materials is avail-
able on the IAAP website. www.iaap-hq.org/sites/default/files/pdf/certification/
CAPExamGuide.pdf

The first of the new exams will take place on November 4th and 5th, 2011. Friday, No-
vember 4th will be the specialty exam (OM). November 5th will be the CAP exam.  The
deadline for the application is August 15th, 2011.

Questions and answers about the certification exam can be found at www.iaap-hqg/sites/
default/files/pdf/certification

R&E Offering New Scholarship

dittp://www.iaap-hg.org/eblast/REF/grow.jpg The Research and Educational Founda
tion wants to help you grow your career!

We're going to do that with the R&E's new 2012 EFAM Scholarship Prodmepm/k
www.iaap-hqg.org/about/refoundation . The program helps cover the cost of attendancg

part of the foundation's commitment to helping admins reach and maintain their profefs-

for temporarily unemployed admins or those who have never been to EFAM before.%s

sional edge. Scholarship applications will be accepted starting Oct. 1, 2011 through
2012.

Visit the updated R&E Web pagétp://www.iaap-hqg.org/about/refoundation to learn
more about the EFAM scholarships, the foundation and how to help the R&E reach it
goals. The page includes an FAQ about the R&E, PowerPoint presentation and scrip
scholarship information and donation forms. It's thetgsource for the R&E.

V7

Please join the R&E as we advance the careers of administrative professionals.
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Member of Excellence Ways to Achieve Member of
Excellence Part 1

(An explanation for 3 of the 11 criteria: Must achieve 8 to qualify including MoE #6 below)

** Only Mandatory Requirement MO E Cat-édor i scal Responsibilit
Criteria-Pay membership dues on or before anniversa

How to qualify
Pay membership dues on or before anniversary date

Evidence to submit
Copy of receipt showing payment date
HQ to confirm

MoE Cat-egtdor Certification
Criteria-Be a current CPS and/ or CAP

How to qualify
Earn your Certified Professional Secretary® designation and/or your Certified Administrative Pro-
fessional® designation
If you have already earned your CPS/CAP, ensure you recertify regularly so your designations
remain valid
Once you have earned your designation and provided you keep it current, you may claim this
point annually

Evidence to submit (any one of the following)
Copy of certification certificate or plaque
Copy of letter of congratulation for passing exam
Copy of letter of congratulation for recertifying
Copy of recertification certificate
Copy of Active Members List showing designation

Mo E Cat-¢eor YCommi t ment
Criteria-Si gn t he onl i ne Member of Excell ence Commi

How to qualify
Simply sign the Commitment form and then save it so it is available in the event of an audit. A
copy of the form is available at all Chapter meetings or go to:
http://pathways.iaap-hq.org/pathways/programs/memberofexcellence/memberofexcellenceinfo/

Evidence to submit
Copy of signed/dated Commitment Form
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Wh at Your

By Julie Perrine, CPSCAP, MBTI Certified
Thursday,September15th,2011

o , | | unova[Thon

oughout my career, I’ve supported supervisors, managers, vice presi-

dents, and presidents in companies with 5 employees up to 2,500. Some SUCCI|ESS

had previous experience in working with an administrative professional, EVALUAITION

others didn’t. There were challenges associated with both. PEVELOPMENT
GROWTH

The executives who were used to outstanding administrative support SIOILVUTION

were typically the easiest for me...as long as they didn’t expect me to be PROGIRESS

exactly like the person who had been supporting them before I arrived.

MA

g

I’m sure you can relate. The executives who had never had an admin —
or worse yet...had a bad admin — were typically the most challenging.
But with a careful assessment of each situation, listening for clues,
watching for opportunities, and learning as much as I could about their
previous experiences and their current expectations, I was almost always
able to win them over.

?T ING
I felt an enormous sense of accomplishment and undeniable pride in my

profession when I converted an executive over to not being able to live without his or her admin. To get them to this
point, it was my job to continually train and educate them over time on the immense value a super competent, value
added, actively engaged administrative professional could add to their life. This is your job, too.

Now the tables have turned, and I’ve become the “executive in training”. I have started building a support team around
me. I can tell you it’s the most amazing experience of my professional career. It’s not that I can’t do for myself the
things they are doing for me...it’s the simple fact that there are 100s of things that need to be done every week. I only
have so much time. They only have so much time. So we divide and conquer. I need their help to keep me on track and
fill in the gaps as we move forward.

In some cases, they are much better at the given task or have more training on it, so they are much more efficient than I
could ever hope to be. As a result, [ am learning to delegate as many of the other 100s of things as I can to my team.
But it has required training and patience from my team as I learn to adapt to this new model of support and working.
Your executive is likely in a similar place no matter how long they’ve had admin support.

I’d like to share with you what I need and expect from my team (and what your executive likely needs and expects

from you) as they support me in my executive role:

f Ineedthemtopol i tely remind,
ture of the beast.

1 Ineedthemtot e | Ilwhemley see me doing something that they know they could just as easily be doing for me
instead. They’re training me to delegate.

f Ineedthemtos end me i nf or ma trelatedio thaprofbcts wers worlking ©retlmt they identify as
key to the decisions we are making.

1 Ineedthemtoi dent i fy
more smoothly.

1 Ineedthemtof ast tr ack mybyshagang what thay’ge learned witteme and the rest of the
team about various software, social media, or technology based tools.

7 Ineedthemtopoi nt out when they see

the rut of “this is how I’ve always done it”.

n ud g eto fallowdup @ somethings.dt% jusotie aal |

new t e cthatwe dhauld lbok & to make ous progedts andhlsusiness run

rbeausd I0m simply stsick im e
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http://www.allthingsadmin.com/author/admin-jp/
http://www.allthingsadmin.com/atawp/wp-content/uploads/2011/09/teamwork.jpg

1 Incedthemtobe power users of dmecirtieystphcad i ve soft ware
1 Ineedthemtobe wi | | i megthihgo | ear n
f Ineedthemtodi g i n and f éntheiroven whehwe dogftshavecamektablished project plan or prece-

dent to follow.

I Inecedthemtoguesti on me on t hi n @procedores shat dbrot makd anyuensel ke magbic ajn d

an opportunity to make things run more smoothly.

f Ineedthemtos har e their i deas awnfwbare®tiablesotinplentrs cacwdnd ebery me
idea they present. This openly collaborative environment becomes electric over time.

1 Ineedthemtot e | lif oneod the tasks or projects they are working on is something they absolutely hate doing. I
want every member of my team working in their areas of strength the majority of the time so I get their BEST eve-
ry time they touch my projects and as a result they love what they are working on for me, too.

I Ineedthemtobe f ul | y a wa-rmg strengths, wishpersonalityaype, my communication styles, my
passions, my interests — so they fully understand how and why I work and communicate the way I do.

I Ineedthemtos har e wh owithiml @sy...their personality types, interests, strengths, etc. so I can fully

appreciate who they are.

Ineedthemtobe probl em sol vers

Ineedthemtot ak e t he i ni t thathey seemecedfiving.f.andto khotv whenghsy need to ask and

when they should just take care of it.

I Inecedthemtoeducabae mbaei r ¢ o0 mmuandpreferantes sowe commuyitate & effectively as
possible.

T Ineedthemtos har e t heir pr of eslsanhsoppodt them@rotheit careeroiureshjustnsehey

support me on mine.

Inecedthemtoh ol d me a 6ocdoing whatd shylI’m going to do.

Ineedthemtoc apt ur e t he fatwe tald throughithgs and thert treckntbem to make sure we get

them done.

T Ineedthemtoi ni t i at e tahlsand dmailk dn theAfto dogy we are working on so I don’t have to remem-
ber yet another series of details.

T Ineedthemtounder st and h o wsotheufslly understaidasd participate in what we are doing each
and every day.

I Ineedthemtopr of es si onal hnymyrcompaiyénaletheytdo. me

T Ineedthemtob e pat i e becaussjusttlife evem@ne else...I’'m still a work in progress.

This may seem like a lot. It is. But running a department, managing a team, and leading a company is a lot...a lot of

details, a lot of moving parts, a lot of responsibility. That'swhys uc cessf ul executives need

ti ve pr alfweulddbei thatyaut esecutive may need many of these same things, too...even if they have never
articulated it to you in these exact words. Even if you’ve worked together for several years, there are always things you
can do to build upon the foundation you’ve laid and improve the working relationship...to become even more indispen-
sable.

Depending upon the working relationship you have with your executive, some of these things may be easier than oth-
ers. You may already be doing many of them. What else could you do? Where can you enhance or up level what you’re
currently doing? Next week, I’1l share some of the specific strategies you can use to confidently take action in some of
these areassoyoubecome t he admin your executive candét i ma

We’d love to hear from you! If you already are doing some of these things...share your strategies with us here by com-
menting on this blog post.

© 2011 Julie Perrine International, LLC

7z
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Julie Perrine, CPS/CAP, is a personality strategist, personal brand analyst, and administrative mentor who teaches adminis-
trative professionals and entrepreneurs how to increase their professional opportunities and achieve more productive and
meaningful relationships by utilizing innovative technology, ideas, and people. Learn more and request your FREE copy of ou
r special report "Creating Your Strategic Administrative Career Plan" at www.AllThingsAdmin.com <http://

www.allthingsadmin.com/,

loi
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BENEFIT of IAAP MEMBERSHIP:

created, reviewed and/or selected especially for admins (also shows what
skills you ought to be mastering to keep up-to-date as a professional and o
the sequence of skills required to move up the career ladder).

You will receive discounts on educational products and resources that have been

‘“WW

essionals®

]OL Chapter

Tips for the Workplac

Technology Tip:

Locking columns and rows in Excel

Freezing highlighted panes in the spreadsheet so that
they remain visible while you enter data fu r_ler down
the page can be handy when you need to o'mpare

facts and figures. You can also split panesli tq"multlple
worksheets so that you to scroll in one pane whlle in-

formation displayed within the other remains static. To
keep column titles and info in sight while scrolling, just
follow these instructions for Microsoft Excel 20100r

Microsoft Excel 2007.

"For each of us, isn't life
about determining your
own finish line?"

~Diana Nyad~

Marine Feder al
v Ma , notj u avhilable to the military. MFCU also partners
ederal Crec

Cr emkmbersHipnsi ¢

t Union with local businesses and organizations to offer member-
PO Box 1551 jacksonvile NC 28541-1551 ship to individuals living and working in our local commu-
nities. JOL Chapter of the IAAP is a business partner of MFCU and as members
of JOL you and your family members are eligible for membership. MFCU offers a
full range of services and benefits including auto loans, mortgages, financial plan-
ning, credit cards, electronic financial services as well as several checking and
savings options. Feel free to stop by any MFCU branch for more information or
toopenyouraccount. Thanks to Marine Federal f
their headquarters facility.

(0]
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http://office.microsoft.com/en-us/excel-help/keep-column-titles-in-sight-as-you-scroll-RZ101773335.aspx?CTT=1&lc=en-us&section=7
http://office.microsoft.com/en-us/excel-help/freeze-or-lock-rows-and-columns-HP010342542.aspx?CTT=1
http://office.microsoft.com/en-us/excel-help/freeze-or-lock-rows-and-columns-HP001217048.aspx?CTT=1
http://www.AllThingsAdmin.com
http://www.allthingsadmin.com/training/webinars/outlook/

(I ef t )tJanetrTuckeh Kathy Zerba, CPS; Pam
Mclntosh, CPS; and Sandra Jimenez, CPS

Of ficer-202a10

President

Janet Tucker
Marine Federal
jtucker@marinefederal.org

Credit

Vi ePr esi dent
Kathy Zerba, CPS
Marine Corps
kathy.zerba@usmc.mil

New River

Secretary
Pam Mclintosh, CPS
City of Jacksonvill
pmcintosh@ci.jacksonvi

Treasurer

Sandra Jimenez, CPS
Law Of fices of John Dre
Sandra@warlicklaw. co

Commi ttee

cP&% cRBervice and
Miriam Appleton,
Campbell

Medi a/ Website

Deb Forney, CPS

City of Jacksonvi |l
df orney @ci

Newsletter
Kathy Zerba,
Marine Corps Air

CPS

Membership
Nor ma Bai n, CPS/ CAP
Jones Onsl ow EMC
nbain@ec.rr.com

Program Committee

Deb Forney, CPS

City of Jacksonvill
df orney @ci

Byl aws & Standing
Pam Mclntosh, CPS
City of Jacksonvill
pmcintosh@ci.jacksonvi

Val erie Cox

Naval Hospital Camp

val erie.cox@med. navy.
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Chairperson

Educa
CPS/
University
appleton@campbell . ed

.jacksonvillfle. nc. us

Statio

Commi ttee

.jacksonvil If§le. n

Rulfle s

1 www.iaap-jol.org

MeetSecond ThEaeHbHaMd@nt h
Marine Feder al
4180 Western BI
(Rear Entrance)
Jacksonvi
5:30-pm4d5 pm ( Ne
:45-pm00 pm (Education/
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International Association of
Administrative Professionals®

JOL Chapter

The Jacksonville-Onslow-Lejeune (JOL) Chapter was
chartered in November 2004 and promotes professional-
ism through continuing education, chapter programs, and
networking for administrative assistants.

The chapter is one of 18 chapters of the North Carolina
Bavisionk . P. A.

If you would like to join us at our next meeting, please con-

itact the Membership Committee by e-mail at member-

‘ship@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.

Annual Member shi p Du
TOTAL
$108

$62.50

Int’l
$83
$50

Chapter Division
$15 $10
$7.50 $5

Dues
Wembeg?
Student

*New members also pay a one-time processing fee of $15.
This is waived for students.

Certify Your Credibility
Future CAP® Exam

Exam Datlepspl i cat.
May 5, 2012 Feb 15, 2012

on

' “www.iaap-hq.org
Ways and Means Commit tMee WWW_iaap_nc_org

For May 2012, both the CAP and the
Organizational Management Special-
ty (OM) exams will be administered

[ on Saturday.




