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April 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 

Howe2@suddenlink.net 
 

Gina Garrett PLS 
rrgarrett@actx.edu 

 

IMPACT Your Career 
 

The Amarillo Chapter of IAAP held a recruiting event, IMPACT Your Career, on Thursday, 
March 12. Approximately 35 attended the meeting, held at the WTAMU Enterprise Center. Chris 
Lyles, CPS/CAP, Chapter President, welcomed our guests and gave a brief overview of IAAP. 
Roxy Williams presented the benefits of membership to employers and Carla Banks CPS/CAP 
explained the benefits of membership to admins. Banks, a newer member, also gave a testimonial 
of how being a member has impacted her career. Jo Ann Haddock, a long-term member presented 
the benefits she has received from membership. Buzz David, President of the Amarillo Economic 
Development Corporation expressed an employer’s point of view and described the benefits he 
has received from his admin’s (Chris Lyles) membership. He spoke of the professional develop-
ment and personal growth he has witnessed in Lyles and encouraged bosses to contact him for 
further information. Announcements regarding the upcoming seminar and the 2010 T-L Division 
Annual Meeting were made before the group was dismissed. Catering was provided by Donna 
Pope. Door prize was provided by Gina Garrett PLS. Special thanks to WTAMU Enterprise Cen-
ter for the use of their meeting room. 

www.iaap-amarillo.org 
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Jo Ann Haddock 
Carla Banks CPS/CAP 

Chris Lyles CPS/CAP 
Roxy Williams Buzz David 

Spoke-and-Wheel Goal Setting 
 
· Break down a big goal into smaller pieces by envisioning a wheel and spokes. 
· At the hub is your long-term goal. The spokes radiating from the hub are what determine your 

daily actions. 
· Example: Your long-term goal might be to improve your health. One spoke that 

flows from that goal might be to lose 15 pounds. So the daily activities attached to 
that particular spoke might include visiting a gym, waking up 30 minutes early 
for a walk, making an appointment with your doctor, or bringing healthy snacks to work. 

· Tip: Every day, make a list of the six most important things you can do to move forward on 
your spokes. No more than six. Schedule time into your calendar every day to make progress. If 
you don’t finish, roll the items over to the next day and finish the holdovers first. 

· Bonus: You’ll have a written record of tangible steps you’ve taken toward your big goals. 
From Administrative Professional Today, March 2009 



April 2009                                                                                                                       �����������		
�
��
�����������		
�
��
�����������		
�
��
�����������		
�
��
                                                                                                                                Page 2�

����������	�
������
������������

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

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 

Did you know the proper placement of a name tag is on the right, not the left? This is so the person you are 
shaking hands with can easily read your name as they extend their hand for the hand shake. And do you know 
which bread plate and which drinking glass is yours at the table, when the table is set according to protocol? 
With your left hand, touch your fore finger and thumb together, forming a lower case “b”. With your right 
hand, touch your fore finger and thumb together, forming the lower case “d”. Your bread plate is on the left 
and your drinking glass is on the right! 
 
Just a sampling of the bits of business etiquette we learned at the Professional Education Conference in Nash-
ville. We also learned about goal setting and how to achieve them. We even received an “Achievement Jour-
nal” to write our goals and desires in as well as paste pictures of our goals and desires. Judi Moreo said seeing 
the pictures will help keep us on track. 
 

We learned how to state our name when introducing ourselves. In the James Bond movies, James always introduces himself as 
“Bond, James Bond”. Using similar styling, state your name this way “Chris…….Lyles”. Okay, don’t use my name, use yours. 
But insert a slight pause between your first and last name and if your last name is more than one syllable, don’t add a lilt at the 
end but instead drop down in tone. And include no more than three shakes of the hand. It will all become very natural after prac-
tice. 
 
This was all very interesting to me. The theme of the PEC was “Fitting In, Standing Out”. The three speakers were Debra Fine, 
Roz Usheroff and Judi Moreo. They all shared valuable information from “The Fine Art of Small Talk”, “The Fine Art of Big 
Talk”, “The Power of Distinction”, “High Impact Professionalism” and “You Are More Than Enough”. We also laughed, which 
is one of my favorite activities. 
 
There is always something new to learn. We will never, ever know everything (though being a good admin gives others the idea 
that we do!). I can’t wait until our seminar on April 16. We will learn a great deal there, too. 
 
Have a blessed Easter. 
Chris 
 

Chris Lyles CPS/CAP 

An Easter thought…He humbled himself and was fully obedient to God, even when that caused his death—death on a 
cross. Philippians 2: 8 When human hands fastened the divine hands to a cross with spikes, it wasn’t the soldiers 
who held the hands of Jesus steady. It was God who held them steady. Take a stroll out to the hill. Out to Calvary. 
Out to the cross where, with holy blood, the hand that placed you on the planet wrote the promise, “God would give 
up his only Son before he’d give up on you.” From Six Hours One Friday by Max Lucado 

Book Club—well somehow I got my months mixed up 
and read the March book for February and haven’t had a 
chance to read the February book in March. However, it 
was good to read The Radical Leap by Steve Farber 
again (the March selection). I’d forgotten about his OS!M 
and how that can be a jumping-off point for radical 
change or the kick in the pants we need to go that one 
more step to finding and fulfilling our purpose here on 
earth. 
 
The selection for April is Go Put Your Strengths to Work 
by Marcus Buckingham. 

Grow your leadership skills by volunteering for a task 
you’ve never done before in a community or professional 
organization, suggests an article in Harvard Management 
Update. From Administrative Professional Today, March 2009 
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QUESTION OF THE MONTH 
 
How do I teach my employer about IAAP and the benefits he gets from my membership? 
 
1. Use the materials provided at the IMPACT meeting. Worked for me! 
2. I usually tell him some bit of information I learned at the monthly meeting, i.e., 

Power Point for 2007. When I attend a seminar I also try to incorporate something I 
learned into my regular daily routine and find an opportunity to let him know where I learned about the 
new idea. It doesn't matter if the change is small or large, I want him to know that the money he is 
spending for me to further my education is not being wasted. The more I inform him of what I am 
learning the easier it is for him to agree to send me to other seminars and conferences. It's a win-win 
situation for him, for me, the department, and the company. 

3. Try to keep a list of every time you use your knowledge, skills and abilities as well as benefits of IAAP 
to help you on the job. Keep the list for however long it takes to compile enough evidence to show him. 

4. First, International has brochures on this topic to give to employers. Second, show them the iaap-
amarillo.org website. Third, point out the professional certifications that IAAP promotes/supports 
(CPS, CAP, MOS). Lastly, I think we worry too much about a negative response that it cripples us for 
asking for support in the first place. Remember timing plays a big part in getting a positive response. 

5. One way is to have them visit with an employer that is supportive of membership. 

� � � � � � � � � 	 	 
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Ten Good Reasons to Attend Chapter Functions— 
Even When You Might Have Something Else to Do 

 
1. You are important to the chapter; your absence will be felt. 
2. It's vital to support your teammates. You might need them to support your ventures in the future. 
3. You never know when and where opportunity will be knocking. Don't ever assume, "There's nothing in 

this for me." You'll be wrong more often than you'll be right. 
4. Like weddings and funerals, there are times when your presence is essential for relationship building. 

It's almost guaranteed—you will be glad you made the effort! 
5. You'll never convince potential members of the value of IAAP membership if your own chapter mem-

bers don't value IAAP activities. 
6. Like nuclear energy, the maximum production of energy requires a certain critical mass. We owe it to 

our fellow members to participate. 
7. Joining IAAP at the chapter level is a commitment to the group. The more chapter members you have 

who show this commitment, the less chance any one person will be shouldering an unfair or unreason-
able burden of this involvement. 

8. If your employer is supporting your membership, you owe it to him/her to get a full return on the in-
vestment. Your employer will see the difference when you're active and involved. 

9. Even the same seminar topic or chapter committee project will be "new" when presented with another 
viewpoint or while working with a different team. Also, you may be primed for a new epiphany be-
cause of your new life experiences or enhanced receptivity. 

10. If the chapter event or meeting is not fun or beneficial, why is your chapter doing it anyway? Voice 
your concerns and give good suggestions before the chapter is committed to a course of action. Cre-
ate — don't just critique. 

From the IAAP International Website 
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Information Center 
On Your Calendar 

 
April 13 

Deadline to register for seminar 
Members must register! 

 
April 16 
Seminar 

“Stepping Stones Along the 
Pathway to Excellence” 

Amarillo College Business & 
Industry Center 

 
May 1 & 2 

CPS & CAP Exams 
 

May 8 & 9 
Mother’s Day 

Flower Delivery Fundraiser 
 

July 26—29 
International Convention and 

Education Forum 
Minneapolis 

 
August 15 

Deadline to register for 
November CPS and CAP exams 

 
May 14—16, 2010 

T-L Division Annual Meeting 
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Invocation 
April—Emily Garner CPS/CAP 
May—Roxy Williams 
June—Chris Lyles CPS/CAP 
 

Inspiration 
April—Lisa Thomas 
May—Patsy Wells CPS/CAP 
June—Chris Lyles CPS/CAP 
 

Door Prizes 
April—Emily Garner CPS/CAP 
May—Patsy Wells CPS/CAP 
June—Ann Stanford 

The slate of candidates for the 2009—
2010 Board of Directors will be pre-
sented at the April chapter meeting. 
Nominations may be made from the 
floor as long as the criteria stated in 
our chapter bylaws has been met. The 
candidate nominated from the floor 
must agree in advance to the nomina-
tion and the nominator must be pre-
pared to give the qualifications of the 
nominee. Election of officers will be 
held at the May meeting, installation 
at the June meeting and the new board 
assumes their duties on July 1. 

Seminar Workday—April 4 at 10:00 
at Masterson Management 3601 28th 
St. (Emily’s office). We’ll stuff gift 
bags and prepare packets for the semi-
nar, so if you have items for the bags, 
be sure to bring them then. Afterward, 
we will prepare the 2010 T-L Division 
Conference Save the Date invitations 
for our group to take to Shreveport. 
 
If you have a door prize for the semi-
nar, you may bring it to this meeting or 
bring it the day of the seminar. 

2008-2009 Membership
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March membership: 29 

�  elcome to our new member, 
Paula Badger of Amarillo 
College. Paula is sponsored 

by Gay Mills and will be installed at an 
upcoming meeting. 
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If you were an entry in the diction-
ary, under which word would peo-
ple find you? 

New location! 


