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Do you remember 19767 Here’s a refresher for you...

Ootnlos

My, How Time Flies! 076 2006

Americans celebrate our Bi-Centennial. Happy 2@tthday, USA!
Jimmy Carter was elected President defeating Géaid.

Apple Computer introduced the Apple Il personal pater. Apple 1l was the first
serious home computer, and would result in a dessbonputer revolution through-
out the world.

Pulitzer Prizes: Fictiortlumbolt’s Gift,Saul Bellow; MusicAir Music, Ned
Rorem; DramaA Chorus Linegconceived by Michael Bennett.

Nobel Prize for Literature: Saul Bellow
Miss America: Tawney Godin (NY)

Grammy Awards: Record of the Year: “Love Will Kegp Together,” Captain and
Tennille; Album of the YearStill Crazy After All These YealBaul Simon
(Columbia); Song of the Year: “Send in the Clowrst¢phen Sondheim, song-
writer.

Academy Awards: Best Pictur@ne Flew Over the Cuckoo’s NeSgul Zaentz and
Michael Douglas, producers (United Artists). Bestdk: Jack Nicholsor©One Flew
Over the Cuckoo’s NedBest Actress: Louise Fletch&@ne Flew Over the Cuckoo’
Nest.Best Supporting Actor: George Burii$ie Sunshine BoyBest Supporting
Actress: Lee Gran§hampoo.

Emmy Awards: Outstanding Drama Serieslice Story(NBC). Outstanding Lead
Actor—Drama: Peter FallyBC Sunday Mystery Movie: Columlifautstanding
Lead Actress—Drama: Michael Learn&dhe WaltonsOutstanding Supporting Ac-
tor—Drama: Anthony Zerbdjarry O. Outstanding Supporting Actress—Drama:
Ellen Corby,The WaltonsOutstanding Comedy Seriehe Mary Tyler Moore
Show(CBS). Outstanding Lead Actor—Comedy: Jack Allmi€hico and the
Man. Outstanding Lead Actress—Comedy: Mary Tyler Moditee Mary Tyler
Moore ShowOQutstanding Supporting Actor—Comedy: Ted Knidfiie Mary Tyler
Moore ShowOutstanding Supporting Actress—Comedy: Betty WHitee Mary
Tyler Moore ShowOutstanding Comedy-Variety or Music Serilg8C’s Saturday
Night Live.

Born in 1976: Candace Camerdiull House;Jennifer Capriati, pro tennis player;
Sarah ChalkeScrubs;Soleil Moon FryePunky Brewstert.ukus HaasWitness,
Melissa Joan HarGabrina, the Teenage Witchpey LawrenceBlossom;Peyton
Manning, Indianapolis Colts QB; Freddie Prinze,She’s All ThatBuddy Rice,
winner of 2004’s Indy 50CPat Tillman, NFL player turned Army Ranger, died
April 22, 2004, Jaleel Whitd)rkel; Reese Witherspoohggally Blonde.
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Spring cleaning: Take time to spruce up career

Joan Lloyd
[Editor's Note: | know it is Fall, but the advice isntely any time of year.]

Does your job need some spring cleaning? Are you feelireglbfrustrated or stressed? Does the change of seasq
makes you restless -- itching to clean up the garden, cléanabaset or organize your work space? Why not channed som
spring energy into sprucing up your career?

Polish your results: Identify what you love best about your job, and talkour manager about doing more of it. Of
ten we only talk to our manager when things go wronduoing planned performance reviews. Why not think backndutie
past six months or so and ask yourself, what did | resljgy? What was motivating about that work? Why was ihach fun
for me? Then, set an appointment with your manager to gharghoughts. Ask, "How can | do more of that kindvafrk? Do
you see any opportunities for me to expand my skillkigarea?"

Some people carry their bitterness and anger like thick obptnt. Each negative experience seems to cling to th
until their friendliness and cooperation are deeply buReninoving the layers takes a lot of elbow grease and deteroninati

Identify your damaged relationships and make a promigeurself to extend a helping hand to at least regain a pr
sional relationship. If an old issue is the problem, seiapff and resolve to put it behind you. If you digepthat the bitternes
is too deep, consider starting over with a new job.

Buff your relationships: Most people don't think about networking until theydie hunting but that's a poor time to
be scratching together a contact list. Relationships dank like that. The people | know who have successful cahears
made it a regular practice to keep their network alive. Theylwith colleagues in other companies to keep in touchy aks®
attend conferences, in part, to meet new people. They aiegvidl help people who seek them out for informatiortuin, peo-
ple are quick to help them when they want a new career move.

Recycle your skills: If you've been on the job more than three years, it'sttirask yourself if it's time to move on.
Most jobs can be mastered in a three-year time span. It'gletime to learn the job and achieve some significant residis,
I'm not advocating you jump ship just because you're ahthe-year mark. But don't make the mistake of stayingoan jpb
out of complacency or desperation. Every three years, askelbwhether you still enjoy your work. Does it satisu® Do
you enjoy the people? Are you good at what you do@, I§tay -- but do it on purpose.

Dust off your resume: When was the last time you pulled out your resume and doakit? Probably when you got
the job you have now, | suspect. Why not update it? Yamemnknow when a good opportunity will arise, and you riedsk
ready. Dig through your accolades file. (You DO have a patside which contains thank-you letters, accomplishmeatsrds
and complimentary letters from customers, don't you?) @pgair resume with the experiences and results you've garnerg
during the past few years. The longer you wait to dg thismore you're likely to forget. If you end up laukifor a new job
five years from now, how on earth will you ever rememblesfafour accomplishments?

Clean out the clutter: Talk to your manager about delegating some of your routork&. These tasks used to be int
esting -- and will be to someone new -- but you are buaréehrs with them. Perhaps you can redesign your jdiesgdu will
have more time to focus on more challenging projects.

@Work Joan Lloyd & Associates specialize in lealigrslevelopment, organizational change and teamtingil This includes executive coaching, 360-defgedback processes,
customized keynote presentations & leadershipitrgjrconflict resolution and retreat facilitatidReach her at (800) 348-1944, info@joanlloyd.conisit Joan's website,
www.JoanLloyd.com.
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Use ‘Branding’ to Market Yourself

Ensure that your ideas are more memorable by “lmghthem. Use these three tips so your thouglaisdsbut from

the crowd:

1. Brand yourself with a signature phrase. Your phrase or word nigha positive attribute that defines you or
point of view that people associate with you orryorganizationExample:Employees at Ritz Carlton are
known for saying “My pleasure,” a signature phriss links them with good service.

2. Brand your ideasby naming them. A name will help people visuabze understand your idea or the point

at lunchtime to share knowledge becomes more cdimgp&hen you call it a “Lunch ‘n’ Learn.”

strange word “boundarylessness” for the idea ofleyaes finding good ideas everywhere and shariamth
throughout the company. Welch could simply have Saiea sharing,” but it wouldn’t have had the same

pact.
From Administrative PROFESSIONAIOctober 2006

you're making. Plus, a name gives your idea themt@l to be a “big ideaExample:The idea to gather a grolip

3. Brand with stickiness. Use quirky words that will stay in people’s minBsample:At GE, Jack Welch used the
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problems with this pair.

He told the dog to lie down at once.

eggs.)

was elsewhere at the time.

Lay or Lie: There aren’t that many English confusables which one canthookesm as nightmarish, but this is one pf
them. Not only do these basic words relate to the samefsatian—being put down/putting oneself down—but the paste
form of one is the same as the present tense form oftiee dhe confusion is build in and even careful userfikaly to have

Tolay is to ‘put down’ and is a transitive verb (i.e. oneethis generally followed by an objecbay your sleeping
head, my love. {first line of poem by W. H. Auden).
Tolie is to ‘be at rest on a horizontal surface’ and is an isitiaa verb (one which is not followed by a direct objec):

Tolie in the sense of ‘not tell the truth’ takes a differenti(e@gular) past tense/past participte lied in claiming he

How to avoid: Before usindie orlay, ask yourself which of the two you mean. Then work outtivbr it refers to an
action in the present or past, and follow lieday-lain or lay-laid pattern. This is also one of those differences where aisengi

ear to the sound of a sentence can help.
From Who's Whose A No-Nonsense Guide to Easily @sed WordsPhilip Gooden

Grammar School

Confusion mostly arises from the fact that the past teéeie lay: The dog lay down and went to sleep straightaway.
While the past tens ddiy is laid: They laid the picnic food out on the ruiche past participle form (i.e. the one used after ‘has
or ‘had’) islain for lie: The farmhouse has lain empty for almost two yeavg. and laid for lay: The soldiers had laid thou-
sands of mines in the course of the war.

Mistakes like those in the following examples are quite frefgUére coffin had laid in the chapel overnight...
(Independent) (should Béhe coffin had lain... because after ‘has’ or ‘hatié changes tdain.). Take a rug to lay on and a
sheet to shield you from prying ey&un) (should ba rug to lie on—unless you’re a chicken contemplating the production| of

=3

Excel Tips

You can change the defaults in Excel
for the number of sheets that appear in
a new workbook (document). In an
Excel workbook choose Tools, Op-
tions, find the General tab, and in the
bottom half of the dialog box you find
“Sheets in new workbook” with the
selection 3; you can change that num-
ber to be whatever you would like.
You can also change your default font
in this dialog box.

Some versions of Excel have a Loan
Amortization template as a default
template. To access, open an Excel
workbook then follow these steps:
Choose:

“File”

“New”

A “New Workbook” dialog box opens
on the right side of your screen.

“On My Computer” (lower part of the
dialog box)

On the Templates dialog box choose
the “Spreadsheet Solutions™ tab.
“Loan Amortization”

Fill in the blanks and watch the magic
happen

7 Rules for PowerPoint Simplicity

Using PowerPoint visuals that only Einstein could deciplogssn’'t make the pre-
senter look smarter. Complicated visuals will cause an audiericeus less on
what the presenter is saying and more on trying to figutéhe images. So, when
creating a PowerPoint presentation follow these seven rul&sdping visuals
clear and powerfull. Follow the “Six-by-Six rule”: Use no more than six words
per line and no more than six lines per vis@apply the “billboard” test to each
slide or transparency: “Could people read and understandftreation while
driving?” 3. Realizethat people may forget lists, but they’ll recall images. dastt
overdo the graphic4. Avoid using “chart junk,” fancy shading and patterns in
most drawing software. You'll create the “Two C” effect—comical aadfusing—|
by trying too hard to jazz up a chat.Think “thin” when deciding on line thick-
ness and “discreet” when picking coloReason:Thick lines and garish colors wil
distract reader$. Use the “one” principle: Limit each visual to one idea, one cgn-
cept or one poinfZ. Put it to the 1-minute test:If the audience will need more than

60 seconds to figure it out, it's too complex.
From AdministrativePROFESSIONAIOctober 2006

How to Build Rapport with Almost Anyone

You'll encounter three types of people: visual, auditarg kinesthetic. If you can
figure out which of those categories a person falls yda,can deliberately build
rapport with her, says master mediator Jeffrey Krivise these tacticSpeak

their language, by using the same words and phrases theyExsanplesVisual
people say things like, “I'm getting a clearer picture now,™@an we look into
this further?” Auditory people might say, “I hear youdoand clear.” And a kines-
thetic person might say, “That feels right to n@&et out propsto break the ice ang
bond with people. In his conference room, Krivis haglantric guitar signed by

(Continued on page 4)
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2006 NATIONAL BOSS DAY LUNCHEON
MONDAY, OCTOBER 16, 2006
11:45 TO 1:15
THE AMARILLO CLUB
CHASE BUILDING
30TH FLOOR

MEMBERS & GUESTS: $25/PERSON
NON-MEMBERS & GUESTS: $30/PERSON

RSVP BY FRIDAY, OCTOBER 13, 2006 TO
TAMMY NORTON
806-358-2936 OR
TAMMY_NORTON58@HOTMAIL.COM
(NO REGULAR MONTHLY MEETING)

(Continued from page 3)

Bob Dylan. When a person wants to
talk about it, Krivis knows he’s an
auditory person. Visual people are
drawn to his crystal ball, and kinesthget-
ics seem to be snared by his touching
photo of a black person and a white
person holding hands at the funeral ¢f

the Rev. Martin Luther King Jr.
From AdministrativePROFESSIONAIOctober,
2006

Be a trouble-shooter. When you run
into a problem, try to think of at least
two solutions before you take that
problem to your boss. It shows that
you're a thinker and problem-solver,

well as a doer.
Source: You Can find More Time for Yourself
Every Day by Stephanie Culp, Betterway Boo

as
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Volunteer for the tough jobs that no
one else wants. It may be risky, but if
you do them well, you'll become

known as a “can-do” person.
Source: The Wall Street Journal

From_Communication Briefingd/olume XXII,
Number |

OCTOBER
Happy Birthday to:
5 Kayla Batenhorst
25 Barbara Messer CPS

No October Anniversaries

vappy
R\rthdeoy
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MEETING FEE

Effective immediately the chapter wil
collect a $2 meeting fee from IAAP
members in attendance for all regulayr
chapter meetings.

September Membership: 22 &

October 2006
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On Your Calendar

October 16
National Boss Day

November 3 & 4
CPS/CAP Exams

November 7
Election Day

December 2
Christmas Party

2007
March 4—7

Professional Education Conference

San Diego CA

May 18—20
T-L Division Annual Meeting
Crowne Plaza Hotel
Houston

17

Door prizes for the following months
will be provided by:

October—N/A

November—Emily Garner CPS/CAP
December—N/A

January 2007—Barbara Burris
February—Nancy Howard
March—Janet Howe CPS/CAP
April—Barbara Barber PLS/CPS
May—Chris Lyles

June—TBD

Upcoming Programs

October—Boss Day Luncheon
November—TBA
December—Christmas Party
January—Janie Braddock, Christial
Women’s Job Corps of Amarillo,
facility tour

ood luck to our members who
will be sitting for the CPS or
CAP exam in November.

YAH-— Alitumn. is-{ifially"bere!

Page 4




