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IMPACT Your Career...

Through a membership in the
International Association of
Administrative Professiondis
a professional organization
created just for YOU!

Learn:

The benefits of IAAP Membership:
WIIFM (what's in it for me)
How your employer will benefit

from your membership

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 Admission - 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
Please reference IMPACT in the subject line of yemail.
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While visiting with a business associate and asKingy contact information for his administrativeséstant is
correct, he said something that | think we all krenmne people believe. Receptionists are not awvigahber
of any office team! They are “just a receptionistNow let me clarify that he doe®t think this way. He ab-
solutely realizes how valuable his administratigsistant is to his company. Sadly not every comubnas,
nor does every receptionist.

In my “previous life”, | was the receptionist atamge corporate office, over 200 employees. | ansd/a

chis Lyles cpsicap MUlti-line telephone system, directed calls, greefisitors and guests and assisted employees \iieemeted
arose. | cannot tell you how many times people cented “I don’'t know how you do this job. | wouldn't
want it.” To me, that indicated the importancelwdttposition and how valuable that employee felas in
that position.

Receptionist must be able to multi-task. And thahe least they should know. They must be frienaliganized, punctual, reli
able, accountable, and continuously striving faf@ssional and personal growth. Actually, everymnevery field should be
striving for growth.

| challenge you to let your office receptionist knbow valuable you feel they are. Unfortunatelizihk this kindness is share
too seldom. But | guarantee it will be greatly sgapated. Remember when you were in that position?

And not to forget the importance of what is upon Wappy St. Patrick’s Day. And unless you enjoy giimched (do they
still do that?) you'd best wear some green!

Chris ;ﬁ«'
G -
IMPACT Lubbock
An IMPACT meeting was held at TTUHSC in Lub-
bock on February 25 as part of their Administrative
Professionals Team meeting. There were 19 ladeg
sent, including our own Melanie Clevenger and il
Ballejo. Roxy Williams, Carla Banks CPS/CAP and
Janet Howe CPS/CAP, MOS presented information ‘\
about IAAP and briefly described the steps to forgn -
a Lubbock IAAP Chapter. g
~2008—2009 CPS/CAP Summary as
International Board of Directors pcia“st of November 2008
President ««ovorrerererrrrmii Barb Horton CAP If ou UrChased
President Elect -------eoeeveveeeeeneeene. Susan K. Shamali CPS/CAP thg Migrosoft Of- CPS . .
ViCe President e, MaryRamsay-Drow CPS/CAR | ©. e Number taking exam: 956
SECIetary ««re  erremrerrmminnniiannns nida Joy Riemersma CPS/CAF fice SpeC|al|St Number certified: 618
TrEASUIES «++reeseesesissisisisisisisissisinnnas Karlena Rannals CPS/CAH (MOS), Certified ||Total CPS holders: 27,948
Southwest District Director «-««««--«xees Amteite Smith CPS/CAR | by Summer State ranking:
L Division Board of Direct vouchers offered #1 Tennessee 2,981
-L Division Board of Directors by Certiprep last #2 Texas 2,378
President ««ocorvererrerirmie Suzanne Dunbar CPS/CAH ye(;:ll', yOUrI; time t(;1 CAP
President Elect -+« e onba M. Shotwell CPS/CAR | redeem the VOUuCHH ni, i ; :
Vice President - ooeeereemmimnniniinnn, Vade A. Sprad|ey CPS/CAP ers and take the mﬂmgg: E:ael’?tl;‘]f?egxall%? 463
Secretary ................................................ Traci L. Mcintosh CP$ exams |S gettlng Total CAP hold . - 4600
TrEASUIES +vvvrrrrrrrrarrrraranrsitnrierraeanaas Carla S. Flowers CPS/CAP ota . olders: '
short. State ranking: #1 Texas 4
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Question of the Month

My boss and | are close to the same age and hlav®fthings in common, so we tend
to get along very well. Lately, she has been comjlg a LOT about a couple of my
coworkers' attendance and attitudes. The probleshdsseems to have a hard time
reprimanding them as she should. She's just tao Riow can | help her understand this
issue so that she will act on it?

Has she ever reprimanded someone before? If notnaly not know how to do it. Perhaps visiting witr
about how you would want to be approached if it yas or roll playing the conversation would help he
proceed with disciplinary action. Or maybe she diéstend to do anything and is simply ventingthiéit is the
case, | would consistently reply with, "So what go& going to do about it?" She'll either do sormeglor quit
whining to you.

This is an opportunity for your boss to grow asipesvisor and to demonstrate leadership. Firshskees to
clearly understand why attendance and attitudesrgrertant to meeting your company's business tibgs
Then she needs to understand why her direct repaysbe having trouble meeting expectations around
attendance and attitudes. This can be a wondedahing experience for your boss and your co-watkeather
than blaming and punishing them for their attendaarod attitudes this can be a chance for everygoar-boss,
your coworkers and even you - to figure out whadsworking and to find an approach that will wolEkien
employees with attendance and attitude problertdatie important things to contribute to the comypayour
boss can demonstrate genuine leadership by hetlpémg to figure out what they have to offer and mgjpghem
to overcome their attendance and attitude probl®¥vien she helps her direct reports succeed, sltests as a
supervisor.

You could make up a fake scenario that you haveead and ask her advice on how to handle it. & dbesn't
have any ideas try and brainstorm. You never krun&, might stick.

COMPUTER CORNER

Submitted by Janet Howe CPS/CAP, MOS {

If you create the same report or budget workshaet areek or each month
and type the same data each time, such as deparengioyee, or product
names, you can save time by typing common datajust in one worksheet,
instead of retyping the same data over and ovenaganultiple worksheets.

You do this by first grouping together as many vetiets as you want to create. How you
group the worksheets depends on how many sheetwaoito group together. To group:

Two or more adjacentsheets Click the tab for the first sheet, and then hiddvn SHIFT and click the
tab for the last sheet.

Two or more nonadjacentsheets Click the tab for the first sheet, and then haddvn CTRL and click
the tabs for the other sheets.

All sheets in a workbook- Right-click a sheet tab, and then clB&lect All Sheeton the shortcut menu.
[Group] will appear in the title bar at the toptbé worksheet to let you know that you have grouperksheets.

Then enter all the data on the first sheet thdtheilcommon to all the sheets. While the sheetgrangped, you can
also apply all the formatting that will be the sanmmsert the same number of cells, rows, columnd,vaorksheets;
or set up the same headers and footers.

When you are through doing all the work that isghme, ungroup the sheets by clicking any unselestteet. If no
unselected sheet is visible, right-click the talasklected sheet, and then clithgroup Sheetson the shortcut
menu.
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Information Center

Invocation
April—Emily Garner CPS/CAP
May—Roxy Williams
June—Chris Lyles CPS/CAP

P ##H$

Inspiration %N I & H#H#S
April—Lisa Thomas
May—~Patsy Wells CPS/CAP {
June—cChris Lyles CPS/CAP SN

. " ) (

Door Prizes ) //
April—Emily Garner CPS/CAP By
May—Patsy Wells CPS/CAP ] oo /

June—Ann Stanford

Question of the Month Continued

In these tough economic times, our training budigstbeen severely cut.
Any suggestions of great, on-line training sitestézhnology and soft
skills?

One of the best ways to learn any software is tthgmgh each menu
item to see, first of all, the available optionartRer information and
examples can usually be accessed through the sefsatdelp tab. Of-
ten a tutorial is provided as well. Setting asidéhaur or two per week
for just this purpose can ultimately boost produittiat very little cost.
| think www.janeboucher.org. is a great websitedoft skills. www.
slipstick.com is the ultimate Outlook resource. Mgoft's Crabby Of-
fice Lady (http://office.microsoft.com/en-us/helpF01679371033.
aspx) offers "solid advice with an attitude." Cralibinformative and
entertaining. Certiprep/Certiport offers good tiagnfor anyone work-
ing toward an MOS.

None that aren't within our business.

IAAP online University

On Your Calendar

March 9—11
Professional Education Conferencg
Nashville

March 12
IMPACT Your Career

April 16
“Stepping Stones on the
Pathway to Excellence”

May 1 & 2
CPS & CAP Exams

May 15—17
T-L Division Annual Meeting
Shreveport LA

July 26—29
International Conference and
Education Forum

Minneapolis

September 26
IAAP University
Las Colinas

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

2008-2009 Membership
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NEW IAAP Mission Statement

Enhancing the success of career-minded adminigrptiofessionals
by providing opportunities for growth through edtica, community
building and leadership development.
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Reminders...

CMOTY applications are due by
March 31. All members are eligible
with the exception of the last three
recipients.

Scholarship applications are due
April 1.

Both applications are available on
our website www.iaap-amarillo.org
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