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January 2009 

2008-2009 Officers 
 

President: 
Chris Lyles CPS/CAP 
Phone:  806-379-6411 

Chris@amarilloedc.com 
 

Vice President: 
Janet Howe CPS/CAP, MOS 

Phone:  806-372-6785 
Jhowe@proag.com 

 
Secretary: 

Jo Ann Haddock 
Phone:  806-345-7703 
Jhaddock@afiama.com 

 
Treasurer: 

Roxy Williams 
Phone:  806-350-7503 
Rwilliams@proag.com 

 
Director: 

Emily Garner CPS/CAP 
Phone:  806-353-7321 

Mastersonmgmt 
@sbcglobal.net 

 
T-L Division Contact 
Traci McIntosh CPS 

Secretary 
Phone:  817-927-6176 

TraciMc@BaylorHealth.edu 

Newsletter Committee 
 

Chair: 
Janet Howe CPS/CAP, MOS 

Jhowe@proag.com 
 

Gina Garrett PLS 
Garrett-gr@actx.edu 

 

CHAPTER MEMBERS EARN CERTIFICATIONS 
 

Three chapter members recently received word that they had passed their certification 
tests and had earned those coveted letters after their name. Carla Banks CPS of WTAMU 
earned the Certified Administrative Professional® (CAP®) rating and Michelle Tindall 
and Staci Hawkins of Zachry Engineering Corp. have earned the Certified Professional 
Secretary® (CPS®) rating. The ladies took their certification exam in November. 
 
The next certification exams are May 1 and 2. The deadline to register for the exams is 
February 15. The Amarillo Chapter, in conjunction with Amarillo College will be offer-
ing a CPS Certification Review Course beginning in February. For more details on the 
class look on page 36 of the Amarillo College Continuing Education Spring 2009 Class 
Schedule, or call Chris Lyles CPS/CAP at 806-379-6411. 
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L-R Front Row: Carla Banks CPS/CAP, Barbara Burris, Lisa Thomas, 
Roxy Williams. Back Row: Staci Hawkins CPS, Chris Lyles CPS/CAP, 
Emily Garner CPS/CAP, Jo Ann Haddock, Janet Howe CPS/CAP, MOS 

The annual Christmas party was held on December 6 at the home of Janet Howe. 
The ladies attending brought pot luck dishes and ornaments for an ornament ex-
change, which got a little wild. Roxy kept opening all the gifts (out of necessity, 
as her gifts kept being “stolen”). We participated in a community service project, 
“Be a Basket Case” and filled three laundry baskets with household goods. The 
baskets were donated to the Department of Aging and Disabled for distribution. 
The party was planned by the Celebration Committee: Staci Hawkins CPS, Chair, 
Emily Garner CPS/CAP, Roxy Williams and Carla Banks CPS/CAP. 

Putting together 
the baskets for 
“Be a Basket 
Case” 
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Okay, can we slow this year down just a little bit? I didn’t get everything done last year that I wanted. I need 
more time. Or could it be that I actually need to be a bit more organized? Naaaaaaaaaaaaa, that’s not it! 
 
I have realized that I did not set goals for this fiscal year, an error to be sure. When goals are set, we know 
what we have to look forward to and accomplish. And it is never too late to establish goals. 
 
Everyone’s goal should be to increase awareness of IAAP. It is still the “best kept secret”, but everyone strug-
gles with the best way to get the word out. That is one reason we are planning to have an IMPACT meeting in 
the near future, in place of one of our regular chapter meetings. And everyone will be expected to give the 
committees names of those they want to invite. So, put your thinking caps on. 
 

Also, I challenge each of you to invite at least one friend to each chapter meeting. Everyone has at least one friend, or acquaint-
ance. Who do you know that would benefit from all there is to learn through IAAP? Your doctor’s receptionist or office man-
ager? How about the checkout person at the grocery store? Granted, it’s not always easy to strike up a conversation with 
“strangers”, but you don’t know unless you try. Stretch yourself a little. You won’t be successful every time, but I’ll bet at least 
one time, you will be. Don’t let the “no’s” discourage you. 

Remember, the evaluation of Fred Astaire's first screen test: "Can't act. Can't sing. Balding. Can dance a little." Whatever!!!! 

I hope you all have a peaceful New Year and are looking forward to all there is to be offered in 2009. 

Chris 
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2008—2009 
International Board of Directors 

 
President ······························································ Barb Horton CAP 
President Elect ·····································Susan K. Shamali CPS/CAP 
Vice President ·····························Mary A. Ramsay-Drow CPS/CAP 
Secretary ·······································Janine Joy Riemersma CPS/CAP 
Treasurer ················································Karlena Rannals CPS/CAP 
Southwest District Director ··················Antoinette Smith CPS/CAP 

 
T-L Division Board of Directors 

 
President ················································Suzanne Dunbar CPS/CAP 
President Elect ··································Donna M. Shotwell CPS/CAP 
Vice President ································ Michelle A. Spradley CPS/CAP 
Secretary ······················································ Traci L. McIntosh CPS 
Treasurer ················································Carla S. Flowers CPS/CAP 

Chris Lyles CPS/CAP 

Working for a new, younger boss? Anticipate increased communi-
cation. It wouldn’t hurt to brush up on your text-messaging skills 
because your new boss is likely to prefer texting. And don’t get 
tense if that communication is more frequent and less cordial. It’s 
not usually an effort to keep tabs on you, but more the norm among 
younger people. Administrative Professional Today, October 2008 

Book Club Update—are you caught up yet? The No-
vember selection, The Five Dysfunctions of a Team by 
Patrick Lencioni was a quick, easy read and was a unique 
way to describe what makes a good team, and some of the 
roadblocks that teams face. Conflict is a good thing?? 
 
The December selection, Encouraging the Heart by 
James M. Kouzes and Barry Z. Posner has good informa-
tion on recognizing employees in the workplace—and it 
doesn’t have to cost a lot of money. One of my favorite 
suggestion is to walk around your office and notice how 
people decorate their individual space. They will display 
what is important to them, and that gives you clues on 
how to best reward them when the opportunity arises. 
 
“Have you ever asked yourself why people put all these 
things on display? Have you ever asked yourself why you 
put things on public display? … We like to remind our-
selves of what we’ve accomplished, of places we’ve 
been, of people we love. … We want to experience again 
the emotions of joy, wonder, love, inspiration, impor-
tance, success. We want to feel something. Even—or es-
pecially—at work.” From Encouraging the Heart 

 
Encouraging the Heart says the Seven Essentials of Rec-
ognition are: 1. Set clear standards; 2. Expect the best; 3. 
Pay attention; 4. Personalize recognition; 5. Tell the 
story; 6. Celebrate together; and 7. Set the example. 
 
Coming up in January is another book by Kouzes and 
Posner, The Leadership Challenge. 

Become a better conversationalist by using these five steps: 1. 
Ask questions; 2. Understand your audience’s true motiva-
tion; 3. Smile; 4. Let go of some control; and 5. Google the 
person with whom you need to connect. By Sally Hogshead in Adminis-
trative PROFESSIONAL, July 2008 



January 2009                                                                                                                   �����������		
�
��
�����������		
�
��
�����������		
�
��
�����������		
�
��
                                                                                                                                Page 3�

QUESTION OF THE MONTH 
 

1. How do you handle someone who thinks it's their job to track everyone's moves? 
 
· Unless it's my supervisor, I don't pay any attention to them. 
· I think it depends on if it really is part of their job to track where co-workers are if 

they are just being nosy. Sometimes, especially if you are the "gatekeeper" it is im-
portant to your job to know where the other employees are; however, if it is not part 
of the job, you might ask why it is so important to that person. Do they feel left out 
or like they are missing out on important information? Does she need attention from others to maker herself 
feel valuable? There maybe some underlying reasons why she acts this way. 

· Overkill - be sure to inform them of every move you make; after a week or two they won't care. 
· Oh my goodness! That is so annoying! I just ignore them and when they come to me with their "reports" I 

normally tell them that I don't have control over the individual on whom they are reporting and so don't 
really need to know what they are doing. In other words, I just refuse to listen. When I am being told about 
someone under my supervision, I thank the person and then decide whether or not it needs to be addressed. 
Once, it was enough of a problem that I actually asked her what she was SUPPOSED to be doing while she 
was watching others and reporting on their activities. She stopped reporting to me. 

· I think I would ask them if that responsibility has been given to them, and if not, why do they feel it is up to 
them? Why are they collecting the information? If they keep it up I would determine if it is worth my time 
to turn the tables, or simply ignore them. Either would be hard to do. 

· Ask them how they can possibly fit tracking everyone into their busy schedules. Maybe they don't realize 
they're doing it and this will get them to think about their actions. 

· Tell them that I am being spied on by the CIA already so all they really need to do is get security clearance 
and then they too will know where I am at all times. 

 
2. Have the responses to these monthly questions helped you solve a problem or issue in your workplace? 
 
· They've validated approaches I've used in the past. 
· Yes! Even though I have not submitted my own question as yet, I have gleaned a lot of valuable information 

from the answers. 
· They have been insightful. They help you calm down enough to handle the situation in a more tactful 

manor. 
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Nitty-Gritty Minute Taking  “I hate taking minutes. What do I write down? How do I know what’s important?” 
Streamline your minute-taking by recording notes as bullet points. Distill any conversation down to what is essen-
tials. 
· What are the pros and cons being pointed out? 
· What decision was made? 
· Who is responsible for the next steps? 
· When should the next steps be completed? 
Usually there’s no need to record a discussion word for word. And you don’t need to attach names to specific com-
ments, unless someone asks to “let the minutes show” that they raised a particular concern. 
Example: 
Topic: Company Picnic 
· Event date: October 15 
· Discussion: Should we hold the event at Central Park again? Pros: Park is conveniently located. Cons: Some 

think it’s too crowded. 
· The committee will handle food again. Carson volunteered to chair. 
· Action: Tom will look into other venues and book the park if nothing else is available. Tom will update the 

group at our next meeting. Administrative Professional Today, October 2008 
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Information Center 
On Your Calendar 

 
February 14 

Valentine’s Day 
Flower Delivery Fundraiser 

 
February 15 

Deadline to register for 
May CPS/CAP Exams 

 
March 9—11 

Professional Education Conference 
Gaylord Opryland Resort 

Nashville 
 

April 16 
Seminar 

“Stepping Stones Along the 
Pathway to Excellence” 

Amarillo College Business & 
Industry Center 

 
May 1 & 2 

CPS & CAP Exams 
 

July 26—29 
International Convention and 

Education Forum 
Minneapolis 

 
May 14—16, 2010 

T-L Division Annual Meeting 

Invocation 
 
January—Janet Howe CPS/CAP, MOS 
February—Lisa Thomas 
March—Gina Garrett PLS 
April—Emily Garner CPS/CAP 
May—Roxy Williams 
June—Chris Lyles CPS/CAP 
 

Inspiration 
 

January—Janet Howe CPS/CAP, MOS 
February—Cindy Rios 
March—Janet Howe CPS/CAP, MOS 
April—Lisa Thomas 
May—Patsy Wells CPS/CAP 
June—Chris Lyles CPS/CAP 
 

Door Prizes 
 
January—Roxy Williams 
February—Liz Creel 
March—Gina Garrett PLS 
April—Emily Garner CPS/CAP 
May—Patsy Wells CPS/CAP 
June—Ann Stanford 
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� elcome to our 
newest member, 
Silvia Ballejo of 
Texas Tech Uni-
versity Health Sci-
ences Center in 
Lubbock. Silvia 
was sponsored by 
Melanie Clevenger, and was installed 
at our November meeting. 

L-R: Melanie 
Clevenger, Silvia 
Ballejo and Janet Howe 
CPS/CAP, MOS 

2008-2009 Membership
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December Membership:  28 
On sale now—the 
2009 Administrative 
Professionals Week 
pin. Cost is $5 each 
plus postage. The chapter will send in 
our order in February. Prepaid orders 
should be submitted to Roxy Williams. 
The order form can be found at: 
http://www.iaap-hq.org/
apw/2009apwpinorderformpdf.pdf 

January 31: Deadline to enter the 
“Administrative Excellence Award” 
www.officeteamaward.com 


