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IMPACT Your Career

Through membership in
International Association of
Administrative Professionals®,
a professional organization
created just for YOU!

Learn the benefits of IAAP® Membership:
*WIFFM*
and
How your membership
can benefit your employer

Thursday, March 12
11:45 a.m. to 1:00 p.m.
West Texas A&M University
Enterprise Center
2300 N. Western

Across from Tascosa Country Club

Free lunch provided
Reservations required
Please RSVP by March 5 to
Chris Lyles CPS/CAP at chris@amarilloedc.com
Janet Howe CPS/CAP, MOS at jhowe@proag.com
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A Note From Our President. ..

“People who need people, are the luckiest people in the world”. Or so says Barbara Streisand. With this in mind,

endeavor we volunteered for.

Forum!

Chris Lyles CPS/CAP

and visit us in 2010.

Chris

the Amarillo Chapter of IAAP is one lucky chapter! Because we need anyone and everyone as we take on the

What, you say, did we volunteer for? Why the 2010 Texas-Louisiana Division Annual Meeting and Education

The committees are being formed and everyone is brainstorming for how best to share the Amarillo area with
the division. One of the biggest “problems” I have seen is that there is so much to share with everyone, how do
we narrow it down? We’ll have to do that to make our presentation/invitation to the 2009 T-L Division in
Shreveport, LA in May, 2009. We will only have about 10 minutes to present our best and entice many of the members to come

I am hoping the Amarillo Chapter will make a good membership showing at the 2009 meeting, but sometimes that simply isn’t
possible. No matter how many of us are there, we will be “Loud and Proud™!

Book Club Update

Okay, | admit it, I’ve really gotten bogged down with January’s
book, The Leadership Challenge by James M. Kouzes and Barry
Posner—haven’t made it to page 50 yet, so | don’t have a review
for you. The information so far has been good, and seems to follow
very closely the information in last month’s book, Encouraging the
Heart by the same authors. Thankfully, | read the February selec-
tion, The Radical Leap by Steve Farber several years ago after he
was the keynote speaker at the International Conference. It is a
quick read and his theories are delivered via an autobiographical
story. Farber is also the author of the March selection, The Excep-
tional Presenter.

Anyway, | hope to be finished with the January selection and to
have revisited the February selection by the end of the month so
that | can give you a summary of both in the March newsletter.
Happy reading!!

GRAMMAR SCHOOL

PURPOSELY or PURPOSEFULLY

These adverbs both describe a style of doing
something. Though related, they’re not identical.

2008—2009
International Board of Directors
President oo Barb Horton CAP
President EleCt -+ oo, Susan K. Shamali CPS/CAP
Vice President: v Mary A. Ramsay-Drow CPS/CAP
SECretary - v Janine Joy Riemersma CPS/CAP
TrRASUNEN v eeeeesesrs Karlena Rannals CPS/CAP
Southwest District Director oo Antoinette Smith CPS/CAP

T-L Division Board of Directors

President oo Suzanne Dunbar CPS/CAP
President EleCt -+ oo Donna M. Shotwell CPS/CAP
Vice President: v Michelle A. Spradley CPS/CAP
SECIELArY v v Traci L. MclIntosh CPS
TrRASUNEN -+ v veeeesesrnss Carla S. Flowers CPS/CAP

Purposely means ‘by intention’, ‘deliberately’:
He purposely left the door open so that he could lis-
ten to them.

Purposefully describes a purposeful way of doing
anything, i.e. ‘in a decided fashion’, ‘with a sense of
purpose’:

Suspecting he was listening, she crossed the room
and purposefully closed the door.

How to avoid: The form of
purposefully suggests its
meaning, ‘full’ of purpose. It Tl
is a more intense and energetic
expression than purposely.

N
I,meml oo

From Who’s Whose A No-Nonsense
Guide to Easily Confused Words by Philip Gooden

Time is too slow for those who wait,
Too swift for those who fear,

Too long for those who grieve,

Too short for those who rejoice.

But for those who love,

Time is eternity.
~Henry Van Dyke~

February 2009
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Question of the Month

My employer has been late with my paycheck three times this year. Should I be worried? ?

What are my options short of finding another job?

g
®

Yes you should be worried. It certainly wouldn't hurt to inquire as to why. o
Run! And don't look back.

My suggestion is to stress again the bind it tends to put you in when it's late. You might @
suggest taking on some of the payroll process yourself.

I would be extremely concerned. | feel that you should find another job.

Personally, it indicates to me that your employer does not respect you and your private financial commit-
ments. If | were you, | would be looking for a job.

Oh my! I would visit with him about why the check is late. If it is because of limited funds, then yes, defi-
nitely be worried. If it is from lack of organization, | would ask what I could do to help prevent it from hap-
pening again, such as adding a repeat reminder to his calendar, a note on his desk a day or two before pay-
roll is due, etc. Either way | would explain that it cannot happen again. If it does, I'd start job hunting!

The next time your boss is late with your check casually ask him or her if there was a error on your time
sheet that needed corrected before you can get your check. Maybe this will instill the hint needed to start
producing your paycheck on time.

With the economic situation this could be very tricky. Do you walk away from a job with moderate stability
in search of a job with unknown stability? First | would contact the Texas Department of Labor to see what
your options are. If finding another job seems to be the best solution, | would be working on updating my
skills and my resume. Good luck to you!

How late? Is it just yours or everyone's? Are you seeing other signs that the company may be in trouble? Is
this a "branch"”, with someone elsewhere dictating procedures? What does the whole picture tell you, and
what does your gut tell you? | would keep my eyes and ears open for another position, but don't leave until
you have one. Your employer may simply be going through a rough patch, but may weather through it well.

Feeling “zapped”? Hydrate every hour with a glass of water to boost your energy.

Sticking with this habit for a day or two will make your energy levels skyrocket. rrom
Administrative Professional Today, October 2008

Make a good impression by
copycatting

Count your rainbows, not =
your thunderstorms.
~Alyssa, age 12

You’ve probably heard of mirroring,
subtly copying someone else’s manner-
isms to win the person over. When you
want to make a good impression—
fast—try these.

Words of Wisdom Stopping Junk Mail

and Catalogs

Junk mail fills up your mailbox and
squanders tremendous amounts of pa-

If you’re feeling blue, try painting
yourself color. ~Hannah,

age 8
:& v

L ]

Sometimes you just need
to take a nap and get over
it. ~Maura, age 8

% m Don’t look back because
l A .. you might fall over what is

= in front of you. ~Kaye,
B age 7

per. It also wastes your time. Stop un-
wanted junk mail and catalogs by reg-
istering with the Direct Marketing As-
sociation’s Mail Preference Service.
Go to dmachoice.org, click on
“Remove My Name from Those Lists,”
and do exactly that! (While you’re on
the site, learn how to get off of e-mail
and telemarketing lists as well.)

From Organize magazine, May, June 2008

If a person seems all business, don’t
attempt to loosen him up with a joke or
story. Be succinct.

If someone is personable, try discuss-
ing his interests. Often the items on
display in his office space can be a
clue.

If a person asks you a direct ques-
tion, answer directly.

When you allow the other person to set
the tone, and you mirror his style, your
chances of making a favorable impres-

sion improve.
From Administrative Professional Today, Octo-
ber 2008

February 2009
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Information Center

Monthly Networking & Education Session

Rece':tion
poin rded

Date: Thursday, February 12, 2009
Time: 5:30 p.m. Networking
6:00 p.m. Dinner & Business Meeting
6:30 p.m. Program
7:15 p.m. Announcements
7:30 p.m. Adjourn
Location: Country Barn
8200 West 1-40
Program: Power Point 2007
Shelley Jones
ProAg Management
Meeting Fee: $2.00 for all members
RSVP:

Please contact Chris Lyles CPS/CAP at 806-379-6411 or
chris@amarilloedc.com for more information.

Invocation

February—Lisa Thomas
March—Gina Garrett PLS
April—Emily Garner CPS/CAP
May—Roxy Williams
June—Chris Lyles CPS/CAP

Inspiration

February—Cindy Rios

March—Janet Howe CPS/CAP, MOS
April—Lisa Thomas

May—Patsy Wells CPS/CAP
June—Chris Lyles CPS/CAP

Door Prizes

February—L.iz Creel
March—Gina Garrett PLS
April—Emily Garner CPS/CAP
May—Patsy Wells CPS/CAP
June—Ann Stanford

February
No Birthdays or IAAP
Anniversaries this month.

February 2009

Still a Basket Case

Our Christmas season community ser-
vice project, “Be a Basket Case” was
such a hit we’ve decided to continue it
through the entire year. Bring your
cleaning or toiletry items to any chap-

ter meeting and we will
make sure they get to
the Depart- ment of Ag-
ing and Dis- abled. You don’t

have to bring something to every meet-
ing and you don’t have to bring more
than one of anything unless you want
to.

Items to donate: laundry basket, toilet
tissue, Kleenex, laundry detergent,
bleach, fabric softener, dish soap, any
cleaning products, paper towels, bath
soap, shampoo, deodorant, body pow-
der, body lotion, toothpaste, note cards,
stamps. Just about anything you can
think of that is non-perishable is appre-
ciated.

Especially in these tough economic
times, even the smallest gift can mean
a great deal to someone who is strug-
gling, and picking up one or two items
as you do your shopping is an easy
thing to do.

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
Nashville

April 16
“Stepping Stones Along the
Pathway to Excellence”

May 1 & 2
CPS & CAP Exams

May 15—19
T-L Division Annual Meeting
Shreveport LA

July 26—29
International Convention and
Education Forum
Minneapolis

September 26
IAAP University
Las Colinas

May 14—16, 2010
T-L Division Annual Meeting

2008-2009 Membership

er
er
er
er
May
June

=======

January
February
March
April

Au
Septeml

Octot
Novem|
Decem|

January Membership: 28

On sale now—the 2009 Administra-

tive Professionals Week pin. Cost is $5
each plus postage. The
chapter will send in our
order in February. Pre-
paid orders should be

submitted to Roxy Williams.

ADMINISTRATIVE
PROFESSIONALS
WEEK
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