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February 2007 

2006-2007 Officers 
 

President: 
Lisa Thomas 

Phone:  806-356-9182 
Lisa@nikoli.net 

 
Vice President: 
Chris Lyles CPS 

Phone:  806-379-6411 
Chris@amarilloedc.com 

 
Treasurer: 

Tammy Norton 
Phone:  806-358-2936 

Tammy_norton58 
@hotmail.com 

 
Director: 

Janet Howe CPS/CAP 
Phone:  806-468-2575 
Howe2@nts-online.net 

 
T-L Division 

Amarillo Board Contact 
Linda Dickson CPS/CAP 

Division Secretary 
Phone:  318-678-6112 

Newsletter Committee 
 

Chair: 
Janet Howe, CPS/CAP 

Janet.A.Howe@ 
Precisionresources.net 

 
Your Name Here?? 

Contact me if you would like to 
be on the Newsletter Committee 

 

IAAP CHAPTER TOURS CHRISTIAN WOMEN’S JOB CORP FACIL ITY 
 

The January monthly meeting of IAAP was held at the Christian Women’s Job Corp of 
Amarillo facility at 1515 South Buchanan. Janie Braddock, Direc-
tor of the program, gave an overview of the programs available, 
eligibility requirements and needs the facility has. Donna Alward, 
a recent program graduate and current Director of the Mentor Pro-
gram, explained how the mentor program worked. We then toured 
the computer lab. The program offers classes to women who are 

entering or re-entering the job force. All participants must be at least 18 
years of age, drug and alcohol free and be without substantial support and/
or receiving public assistance. Classes include Bible study, self improvement, career training, 
money management, communication, Microsoft Word, Microsoft Excel, resume writing, typing 
and ten-key. All participants who do not own a computer are given refurbished 
computers so they can keep their newly-learned skills sharp. 
Classes begin on March 19th and run for nine weeks. 
 
The center is manned by volunteers—from teachers to men-
tors. Other needs include computers and peripherals, office 
supplies, office chairs, business professional clothing and 
accessories, and monetary contributions. To contribute any 
items or to volunteer, please contact Janie Braddock at 806-
374-1252 or cwjc@arn.net. 

How Are You Perceived at Work? Keep This Rule in Mind 
By Joan Burge 

 
“How do you think other people perceive your level of professionalism in the office? How about 
when you first meet a VIP or new colleague? Over the years, I have found that people often forget 
that they “market” themselves to others in everything they do, every minute of the workday: the 
way they speak, walk, talk, behave, etc. How others perceive your professionalism – based on this 
kind of “indirect marketing,” as I like to call it – is critical to your overall success. That’s why I 
want to share with you the “Rule of 12,” which can help remind you to make positive impressions 
as often and consistently as possible. 
 
If you’ve never heard of the “Rule of 12” before, here is what it means: 

· Generally, people notice and begin to “size up” others at a distance of 12 feet. A good 
example of this is when someone enters a room… or you’re mingling at a business func-
tion, but are only aware of those in your immediate vicinity.  

· Once you’ve made an initial impact on people, they’ll start focusing on the top 12 inches 
of your body – specifically your face and facial expressions.  

· Then, whatever perception you’ve given them is reinforced or diminished by the first 12 
words you speak. At this point, you’ve made your crucial first impression, and people 
will decide whether to get to know you better or not.  

 

(Continued on page 3) 
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To give you an idea of the depth of the exams for the Certified Professional Secretary® (CPS®) and the Certified 
Administrative Professional® (CAP®) ratings I’ve started a new column for the newsletter that will give you 
sample questions from the areas included on the exams. Study materials are available for purchase from Prentice 
Hall (http://www.prenhall.com). The chapter also has two sets of the study materials (2000 version) that can be 
checked out by chapter members planning to sit for the exams. See how you do on the following questions. 
 
Finance & Business Law 
1. The distinguishing characteristic of an economic good is that 
 a. it is scarce. 
 b. it is sold in the marketplace. 
 c. it possesses utility. 
 d. the consumer derives utility from owning it. 
 
2. The law of demand implies that people would 
 a. never choose work over leisure. 
 b. buy less gas if the gasoline tax were raised 6 cents. 
 c. buy as much milk at 90 cents per half gallon as at 75 cents per half gallon. 
 d. eat more beef if the price of beef were increased. 
 
3. Current assets are listed on the balance sheet according to 
 a. liquidity. 
 b. alphabetical order. 
 c. order of acquisition. 
 d. size of dollar amount. 
 
Office Systems & Administration 
4. Telephoning, receiving visitors, handling mail, and managing records are referred to as 
 a. administrative support. 
 b. centralized services. 
 c. document management. 
 d. work flow. 
 
5. In conducting meaningful research, an administrative assistant must first know 
 a. all possible sources of information. 
 b. the purpose of the research. 
 c. the names of individuals you want to contact for interviews. 
 d. the types of records you should access. 
 
6. Which one of the following is a correctly typed second-page heading for a two-page letter addressed to Mr. 

James P. Smith, Jr., prepared in blocked style? 
 a. Mr. James P. Smith, Jr.—Finance Department—Page 2 
 b. Mr. James P. Smith, Jr. 
      January 21, 200X 
      Page 2 
 c. Mr. James P. Smith, Jr. 
      Page 2 
      January 21, 200X 
 d. Smith—Finance—January 
 

(Continued on page 3) 
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Management 
7. A method used to set fair compensation rates for specific positions within an organization is called a 
 a. job description. 
 b. job specification. 
 c. job analysis. 
 d. job evaluation. 
 
8. The Americans with Disabilities Act of 1990 requires that 

a. a business must make reasonable accommodations for a disabled person to have access to the facilities. 
 b. discrimination in salary based on gender cannot exist in an employment situation. 
 c. discrimination in employment testing to evaluate skills cannot exist. 
 d. discrimination in an employment situation based on a physical handicap cannot exist. 
 
9. The scalar chain is defined as 
 a. the optimum degree of centralization for an organization. 
 b. equity throughout all levels of an organization. 
 c. the alignment of superiors from those of ultimate authority to those of the lowest rank. 
 d. receiving orders from one superior only. 
 
10. McGregor’s Theory X assumptions about workers are the basis for 
 a. classical management theory. 
 b. human relations theory. 
 c. the law of the situation. 
 d. unity of command. 

(Continued from page 2) 
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Answers:  1. a; 2. b; 3. a; 4. a; 5. b; 6. c; 7. d; 8. a; 9. c; 10. a. 
GETTING TO KNOW … TAMMY NORTON 

 
Tammy Norton joined IAAP in October 1999 in the Dallas area. Her number one reason for 
joining was to be a more “professional” admin. When she and her husband Gary moved to 
Amarillo last year, she transferred her membership to the Amarillo chapter. Since that time 
she has been active on many committees and is currently the chapter treasurer. 
 
Tammy has a BBA in Office Management and graduated from TAMU-C where she was a 
member of Alpha Chi. 
 
Tammy likes to crochet, put puzzles together, do crafts and socialize with family and friends. Her favorite 
things include the color purple, the television program “Lost”, the movie “Cars” and her all-time favorite 
thing - her home. She is an animal lover and her menagerie includes a dog, Nina, four Goldfish and two 
Tetras. She thinks bats are very cool mammals and her other favorite animals include elephants and dol-
phins. If she could volunteer for a living, she would love to train seeing-eye dogs. Something that would 
surprise you about her (besides the bat thing) is that she wants a motorcycle.  

People’s perceptions of you can be changed, of course – but we all know it’s harder to do that than making a great impression 
from the start of your work relationship! So remember the Rule of 12 – and consider sharing it with your colleagues. Profession-
alism is contagious; pass it along in 2007!” 
 
Joan Burge is one of North America’s foremost authorities on workplace excellence and administrative effectiveness, and the CEO and founder of Office Dynamics – a premier 
training and development provider since 1990. Her programs and “Star Performance” philosophy have been embraced and endorsed by some of the world’s leading businesses and 

organizations. Learn more at OfficeDynamics.com, or call 800-STAR-139. 

(Continued from page 1) 
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Monthly Networking & Education Session 

Date:   Thursday, February 8th, 2007 

Time:   5:30 p.m. Networking 
  6:00 p.m. Dinner 
  6:30 p.m. Program 
  7:00 p.m. Business Meeting 
  7:30 p.m. Adjourn 
 
Location:  Pacific Rim 
  2061 Paramount 

Program:  Elaine Krazor 
  Pentri Learning Center 
  Overview of facilities and programs 
 
Menu:   Order from Menu 
  (Pay Pacific Rim directly) 
 
Meeting Fee:  $2.00 for all IAAP members 
  (I had erroneously listed the meeting fee as $3 for the  
  January meeting. After reviewing the September chapte r 
  meeting minutes I realized the error. My apologies t o the 
  members. Janet Howe CPS/CAP) 

Information Center 
On Your Calendar 

 
February 15 

Deadline to register for 
CPS/CAP Exam 

 
March 4—7 

Professional Education Conference 
San Diego CA 

 
April 18 
Seminar 

“Shaping Your Future” 
 

April 22-28 
Administrative Professionals Week 

April 25 
Administrative Professionals Day 

 
May 4 & 5 

CPS/CAP Exams 
 

May 12 
Mother’s Day Flower Delivery 

Fundraiser 
 

May 18—20 
T-L Division Annual Meeting 

Crowne Plaza Hotel 
Houston 

Door prizes for the following months 
will be provided by: 
 
February—Nancy Howard 
March—Janet Howe CPS/CAP 
April—Barbara Barber PLS/CPS 
May—Chris Lyles CPS 
June—Tammy Norton 

��������������������������������� ���
����

	
�����
����
����	
�����
����
����	
�����
����
����	
�����
����
������
��� �
��
�

��
�����

�
	
������������
����
������	
������������
����
������	
������������
����
������	
������������
����
������� ���

 ����
������ �!!"�
 

January membership:  21 

Upcoming Programs 
 
March—TBD 
April—Beth Duke, Executive Director, 
Center City of Amarillo 
May—TBD 
June—TBD 

Needed for the 2007 Seminar 
 

Gift bag items—a great chance to pro-
mote your company (~ 50 bags) (bring 
to the April chapter meeting). 
Door prizes—notify the committee by 
April 1st if your company can contrib-
ute—bring to the seminar. 
Postage—if your company can donate 
the postage to mail out the registration 
brochures, please let the committee 
know by March 1st. 
Attendees—start thinking of people 
you would like to invite to the seminar. 
 
Committee members: 
Barbara Burris 
Emily Garner CPS/CAP 
Tammy Norton 
Patsy Wells CPS/CAP 
Janet Howe CPS/CAP, Chair 

Welcome to Linda Whipple and 
Ann Stanford who attended the 
January meeting. Linda’s member-
ship paperwork has been completed 
and Ann is in the process of com-
pleting her paperwork. 

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


