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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 

Janet.a.howe@ 
Precisionresources.net 

 
T-L Division 

Amarillo Board Contact 
Linda Dickson CPS/CAP 

Division Secretary 
Phone:  318-678-6112 

 

Newsletter Committee 
 

Chair: 
Janet Howe, CPS/CAP 
Howe2@nts-online.net 

 

NOMINATION AND ELECTION, AND TERM OF OFFICE 
 
Section 1. Officers. Chapter officers shall be a President, a Vice President, a Secretary, a Treas-

urer, and a Director. 
Section 2. Qualifications. 
A. A candidate for office shall have preferably been a Professional member or Professional-

Merited member of this Chapter for at least one year prior to the time of nomination. 
B. A candidate for the office of President or Vice President shall have preferably served as an 

officer of this Chapter at least one full year prior to nomination. 
C. A candidate for the office of Director shall preferably be the immediate past president; how-

ever, if this person is unable to serve, the candidate shall have preferably served as an officer 
of this Chapter at least one full year prior to nomination. 

D. No member shall hold more than one Chapter office at a time. 
E. No member shall hold a Division office while serving as a Chapter officer, except to com-

plete the current fiscal year. 
Section 3. Nomination and Election. 
A. At least three weeks prior to the Annual Meeting, the Nominating Committee shall submit to 

the membership a slate of one or more candidates for each office, giving the qualifications of 
each candidate. 

B. Nominations may also be made from the floor prior to the election and such nominees shall 
be entered on the slate provided their qualifications are given at the time of nomination and 
provided they have consented to the nomination. Nominations from the floor must receive 
two seconds. 

C. A majority vote of the members present and voting at the Annual Meeting shall be required 
for election, which shall be by ballot, except that if there is but one candidate for each office, 
the ballot may be dispensed with and the officers elected viva voce (voice vote). 

D. In the event that no candidate receives a majority vote on the first ballot all but the two high-
est for such office shall be eliminated and the balloting continued. If the vote remains a tie 
after the second ballot, the election shall be decided by lot. 

Section 4. Term of Office. 
A. Officers shall assume office the first day of July following their election and shall serve for a 

term of one year, or until their successors are elected and take office. 
B. No officer shall serve more than two consecutive terms in the same office. Six months or 

more in an office shall be considered one term. 
Section 5. Duties. Chapter officers shall be obligated to uphold and represent the interests of 

IAAP and the profession as a whole. 
(Please note that the Bylaws Committee is in the process of revising the bylaws; however, pend-
ing those changes, the above text is the current version of the bylaws.) 

www.iaap-amarillo.org 

In ternat iona l  Assoc ia t ion  o f  Admin is t ra t ive  Pro fess iona ls -Amar i l lo  Chapter  

The Amarillo Chapter 
Newsletter 

PO Box 52226, Amarillo TX  79159 

Conflict Resolution in a Multi-Generational Workplace 
By Joan Burge 

 
No doubt you’ve heard that, for the first time in history, we have four generations working side 
by side – whether they’re in offices or machine shops. There are the World War-era 
“Traditionalists” or “Matures,” who are hard-working and loyal; their affluent, influential children, 
the “Baby Boomers,” who value work as the stepping stone to greater comfort and success; the 

(Continued on page 3) 
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Professional Development 
Start a “Victory Journal” 

 
Each person should have a Victory Journal – a place to record successes, achievements, and goals, and a place to collect samples 
of your work. Here’s how to get started. 
 
In a 3-ring binder, make 5 sections: 

1. Daily successes – everyday write down 3-5 things you did well today. 
2. Ideas – strategic planning for your job, or ideas you have to address an issue at work. This helps you formulate your 

ideas, and becomes a record of authorship in case you work with someone who likes to claim other’s ideas as his/
her own. 

3. Kudos – certificates of achievement, thank you notes, emails, awards (place plaques on the copier to make a copy). 
4. Professional Development – a list of classes/workshops/seminars you attend; be sure to list the date, number of 

hours attended and CEU points awarded. Also list books read that relate to your profession. 
5. Samples of work – shows how your skills develop over time, and is a great tool to use when looking for a new job. 

 
From Leadership & Supervisory Skills for Women workshop presented by National Seminars Group, January 8, 2007 

Grammar School 
 

EMPATHY  or SYMPATHY Both nouns are to do with feeling, and probably because they describe 
somewhat amorphous reactions tend to blur into each other. However they have fairly different applications 
which are worth preserving. 
 
Empathy is ‘imaginative identification with someone else’ and his or her situation, whether that situation is 
a good or bad one: He [John Edwards] has shown a real flair for the ‘I feel your pain’ empathy that Bill 
Clinton made his own. (The Times) 
 
Sympathy also involves the attempt to see things from the perspective of another person and carries the additional sense of 
‘compassion’: As we’d only recently been burgled ourselves I had sympathy for the neighbors when their house was bro-
ken into. 
 
The related verbs are empathize and sympathize. 
 
How to avoid: Sympathy is the more familiar and somehow the ‘warmer’ term—tea and sympathy, anyone? - while empa-
thy seems less spontaneous. Indeed, much education and training now involves ‘empathy exercises’, suggesting a slightly 
artificial quality to the feeling. 
From Who’s Whose A No-Nonsense Guide to Easily Confused Words, Philip Gooden 

COMPUTER CORNER 
 
If you frequently work with people from other countries or time zones, you might 
want to view a second time zone in your Outlook Calendar. To show a second time 
zone in your Calendar, in Outlook: 
 
1. On the Tools menu, click Options. 
2. On the Preferences tab, click the Calendar Options button. 
3. In the Calendar Options dialog box, click the Time Zone button. 
4. Select the Show an additional time zone check box. 
5. Click in the Label box, and type the label you want for this time zone. (For ex-

ample, if you are adding the Eastern Time Zone, you would type EST.) 
6. Click the down arrow to the right of the Time Zone box, click the time zone you 

want, and click OK three times to close all the dialog boxes. 
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A Self-Directed Teams 1 Individuals who help keep the team-contributions gate open to team members. 

B Cross-Functional Teams 2 An incentive plan designed to provide for the sharing of incentives and recognition 
with team members. 

C Venture Groups 3 Organizations in which individuals are continually involved in identifying and re-
solving issues; they are designed to adapt and change on an ongoing basis. 

D Learning Organizations 4 Functional groups in which the manager shares various responsibilities with team 
members through participative management. 

E Reasons Why Individuals Join 
Groups 

5 Teams designed to plan entry into new service or entry areas. 

F Team Development Stages 6 · Orientation 
· Dissatisfaction 
· Resolution 
· Production 
· Termination 

G Gainsharing Plan 7 A person who helps facilitate change in organizations (can be found within the 
organization or external to the organization). 

H Jay Hall and “Competence” 8 Power based on a person’s referring to or identifying with another individual. 

I Change Agent 9 Power based on a person’s role, position, or other attributes which give legitimacy 
to the power holder. 

J Gatekeeper 10 The “competence” theory states that the majority of workers in organizations need 
to be able to show their competence in work. 

K Legitimate Power 11 · Attraction 
· Affiliation 
· Activity 
· Proximity 
· Help 

L Referent Power 12 Made up of team members representing various functional areas and organizational 
levels. 

CPS/CAP EXAM REVIEW  

The following terms are taken from the study materials for the Certified Administrative Professional® (CAP®), “Organizational 
Planning”. Match the term to it’s definition. 

Answers: 1 J; 2 G; 3 D; 4 A; 5 C; 6 F; 7 I; 8 L; 9 K; 10 H; 11 E; 12 B 

restless, questioning “Generation X,” who yearn to make a difference and distinguish themselves in the world; and the youngest group which, I 
think, has yet to be definitively labeled. I’ve heard them called the “Millennials” or “Generation Now,” referring to their desire to experience life 
fully, with no restrictions, right now. 
Because each generation has a different view of the value of work in their lives, conflict is bound to happen from time to time. Let’s look at two 
examples that illustrate my point (and I’ll bet they’ll sound familiar): 
Traditionalist Jim cannot understand why Gen Now Kylie won’t go the extra mile when work calls for it. In fact, it often seems that Kylie is more 
interested in socializing and in what the job is offering her than whether she is pulling her weight. 
Baby Boomer Kathy gets annoyed whenever Xer Josh challenges her ideas. After all, she’s got considerable experience to back up her sug-
gestions! Still, Josh often insists on trying an unproven, different way. 
So how can you keep multigenerational conflict to a minimum – and effectively motivate people to work toward a common goal, even if they 
don’t always agree on how to achieve it? Here are a few suggestions: 
· Communicate, communicate, communicate! Once you’ve spent a little time learning what motivates the different generations (see 

(Continued from page 1) 

(Continued on page 4) 
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Monthly Networking & Education Session 

Date:   Thursday, March 8, 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:  Heritage Room, 9th Floor 
  Chase Tower 
  6th & Tyler (park in the garage or at 6th & Harrison) 

Program:  Katharyn Weigand 
  Amarillo Area Foundation 
 
Menu:   BYOM (Bring your own meal) 
 
Meeting Fee:  $2.00 
 

RSVP:   Please contact Tammy Norton at  806-358-2936 or  
  Tammy_norton58@hotmail.com for more information 

Information Center 
On Your Calendar 

 
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: 
 
March—Janet Howe CPS/CAP 
April—Barbara Barber CPLS 
May—Chris Lyles CPS 
June—Tammy Norton 

Upcoming Programs 
 
April—Beth Duke, Executive Director, 
Center City of Amarillo 
May—Elaine Krazor, Pentri Training 
Center 
June—TBD 
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February Membership: 21 

article link below), try to relate to peo-
ple by communicating from their per-
spectives and using their “language.”  

· Be aware of the generation gaps. 
Knowing these kinds of conflicts are 
on the rise – and keeping your eye out 
for them – can be half the battle won.  

· Encourage dialogue on the issue. 
For example, get your team together 
and discuss the different work views 
and expectations of all four genera-
tions. This can help curb conflicts 
before they even start.  

To help you, here’s a great article I found 
on the topic: CNN’s “Workplace generation 
gap: Understand differences among col-
leagues” ~ http://www.cnn.com/HEALTH/
library/WL/00045.html. 
 
Joan Burge is one of North America’s foremost au-
thorities 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 Perform-
ance” philosophy have been embraced and endorsed 
by some of the world’s leading businesses and organi-
zations. Learn more at OfficeDynamics.com, or call 
800-STAR-139. 

(Continued from page 3) 

People who are cocky and arro-
gant say, “I know that”, and move 
along. People who are confident 
and positive ask themselves, 
“How good am I at that?” and 
seek to improve. 
Jeffrey Gitomer from The Little Gold Book of 
YES! Attitude 

Needed for the 2007 Seminar 
 

Gift bag items for ~ 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 the March meeting. 


