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Danielle Malone Awarded Scholarship

Whitney Danielle Malone of Shamrock Texas was awdrithe 2009
IAAP Amarillo Chapter scholarship in the amount@50. Danielle pla
to attend Texas Tech University in the Fall to pera degree in Busines
and Finance. While in high school she has beenmbeeof the Sham-
rock High School band and was drum major her s
year. She was a varsity cheerleader for three yaats
was captain her senior year. She was inductedtfieto,
National Honor Society during her junior year. $las
participated in UIL One Act Play for three yearslan
received Honorable Mention All-Star Cast for two o.
those years. As a junior she was chosen to patijp a leadership program
and was chosen Who's Who of High School Studerits.a8so drives for

Lee Ann, Danielle and Meals on Wheels. Danielle and her parents, Martylaae Ann attended the
Marty Malone May chapter meeting for the scholarship presentatio

Danielle Malone

Board of Directors for 2009—2010 Elected

The Amarillo Chapter Board of Directors for 2009—2P0was elected at the May chapter meet-
ing. Serving as president will be Janet Howe CP®(MOS, Administrative Assistant 1l for
ProAg Management. Vice president will be Carla Ba@leS/CAP, Administrative Secretary at
WTAMU Police Department. Michelle Tindall CPS, Adistrative Assistant for Zachry Engi-
neering Corp will serve as secretary. TreasurdrbgilStaci Hawkins CPS, Executive Assistant at
Zachry Engineering Corp. Chris Lyles CPS/CAP wélhve as director. Chris is Administrative
Support at Amarillo Economic Development Corponatibhe new officers will be installed dur-
ing the June chapter meeting and will assume theies July 1.

Keep Your Job: 10 Survival Tips

1. Set 30-day and 60-day goalsShare them with your boss and tell him or her wynan hit
them. Not only will it keep you upbeat, but in piieal terms, your boss needs to know what
his department is accomplishing, so he has amnoanitisomeone wants to chop it in half.

2. Check negative feelings at the doof'A pessimistic, bleak attitude makes it hard fooplke
to work with you,” says Deb Bright, an executiveach, of Bright Enterprises (www.
drbright.com).

3. Nurture your network. Make a list of five people you want to stay in tbweith, and make
a plan for doing it.

4. Stay up-to-the-minute informed on your industry and current with your skills.

5. Align your work with the company’s goals.Take on as many responsibilities as you can,
“especially the ones no one else wants,” Brightsay

6. Put off work/life balance, at least for now."Having time for outside interests has to go right
out the window now,” says Bright. “You need to centrate on doing whatever it takes to
make yourself indispensable.”

(Continued on page 2)
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Judy Stephens CPS/CAP 2008 Division Member

well as a euphoric feeling which | can describe.

What an awesome feeling. My heart rate has incdepuse thinking about it. | did ride in the Cornwetthough the top wasn'’t
down so | wasn’t able to raise my hands, but ittdlce a while for the smile to fade from my face.

What would enable you to enjoy a “Screaming ReadHiink about it. There’s something, | know there i
It doesn’'t necessarily have to be speed, and emerlas a different perception of what is a risksdme,
speaking in front of a group of people is a ristit Bthers, speaking up for themselves is a riskeTiaon!
“Sail your own boat!” Enjoy youtScreaming Reach’l don’t think you will regret it.

We are in for an exciting year. | do plan to sajyl own boat and enjoy many‘8creaming Reach’”

Chris

lunch at the 2009 T-L Division Conference in Shygm. She shared a picture (that | wish | couldude) as

You are a passenger in a Z06 Corvette, the topwsidand the driver is edging closer and closempwards of
100 mph. You raise your hands and totally and thgity enjoy &Screaming Reach’ Or you are on the roller
coaster; it twists and turns over hills and througheys. You get to a particularly high hill, yoands go up,
Chris Lyles CPSICAP the coaster shoots down, and you enjé$@eaming Reach” YEE HAW!

of thar\gave a wonderful presentation at the DMOTY

(Continued from page 1)
7. Make a budget and stick to it.Give yourself the resources tp
survive through a seven— or eight-month job hunt.

Hear the caller on your cell phone, even when yoirira noisy
room, by putting your finger over the microphongggests neu
roscientist Sam Wang@dministrative Professiondloday March 2009

8. Never bad-mouth anyoneBe positive toward people at work
In a reorganization you never know who could becyme
new boss.

Create successes for yourselfJust getting to the gym and
working out when you didn't feel like it will doSays Bright.
“When there’s a lot of negativity around, you neéedind ways|
to feel successful.”

Take care of yourself.Get enough sleep, eat right and exer
cise. If you have to go back out on the marketseidyourself,
you'll need to look and feel your best.

10.

Adapted from Administrative Professionedday March 2009

2008—2009
International Board of Directors

President Barb Horton CAIP
President Elect «++«-«-«eeeveiieineneennne. Susan K. Shamali CPS/CAP
Vice President e MaryRamsay-Drow CPS/CAF
Secretary nida Joy Riemersma CPS/CAH
Treasurer Karlena Rannals CPS/CAF
Southwest District Director Anteite Smith CPS/CAH

T-L Division Board of Directors

Suzanne Dunbar CPS/CAF
............................... onba M. Shotwell CPS/CAFH
Midle A. Spradley CPS/CAFH
Traci L. McIntosh CP
.......................................... Carla S. Flowers CPS/CA

President
President Elect
Vice President
Secretary
Treasurer

T

Why doesn't the chapter offer CEUs for the monthly
chapter programs instead of recertification points?
This issue was raised in the 2009 Annual Membeve&uf
and has been raised in the past. The answer isesimp
cost. To obtain CEUs from IAAP there is a $30 CEU
Processing Fee plus a Record Maintenance Fee 50 $3.
per person and a charge of $14.50 to purchaseettié-c
cates. Based on our average meeting attendandg of 1
that would cost $6.55 per person for each progtarthe
past there was not enough interest among the msritbgr
receiving CEUs for the monthly program, and if tizat
still the case, the cost would have to be absoblydtiose
wanting the CEUs. Recertification points, on thieeot
hand, do not cost the chapter anything.

If a member wants or needs to accumulate CEUSs, thg
Crisp 50 Minute Book series, offered through th&PA
International Website Bookstore, offers CEUs ared th
cost is reasonable—less than $20 per book. Thegopi
range from basic administrative skills to time mgaa
ment, communication skills, goal setting, and maroye.
For a more structured program you can participat@er-
TIONS training which is a four-level program usiting
Crisp books.

If several members express interest in earning Cétids
are willing to pay the cost, the chapter can sifiering
both CEUs and recertification points for the pragsa
that qualify. If you are interested, please letelafowe
CPS/CAP, MOS, President-elect know.

June 2009
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Question of the Month

I've been ask to coordinate a one-day company eVaete are many aspects: off- m

site, luncheon, speaker, entertainment, audio/iist@a Can anyone suggest a plan-

ning tool or strategy? 4

|

1. A good strategy is to use your imagination. Goulgh the event as an attendee?”

Write down everything that you will need, or wantdte able to do at this event.

Once you have compiled your list you can put i ispreadsheet and check things

off as they are done.

Mindy @ Convention & Visitors Center.

In my opinion, these tasks are required of adstiative professionals often. The skills that amisis-

trative professional needs to sharpen are 'prajaciagement’ type skills. Organization is key. Use E

cel, create a worksheet for each aspect of theteehlabel it appropriately. On the worksheetplay

an estimated budget, timeline, and all tasks treatequired. Assign a due date for each task. @'sce

in black and white, you will be armed with inforrmat to request additional resources (people)! ;)

4. Email your fellow IAAP members to see if anyoras mecently done the same and ask for ideas.

5. My best suggestion... STAY ORGANIZED! Make a cadete list of everything that needs to be done
and make sure you double- and triple-check yougnass throughout the planning stages... all the way
through the completion. Don't forget to make anétathe event" list of things to do (i.e. - clegnap-
tions, thank you cards, vendor payments, etc.).dGock!

6. | Googled "event planning,” "event planning gggt," "event planning checklist,” and "event plamni
template” and got all kinds of assistance sitel&d't browse any of them, but it's a place totstar

w N

Note: After the June Question of the Month, we’ll takbraak from the monthly questions. Thanks to al
who participated by submitting questions and respsreach month.

COMPUTER CORNER

Submitted by Janet Howe CPS/CAP, MOS

So Many Worksheets, So Little Space

Have you ever had an Excel workbook with multigleets, those sheets having names other than therprc
bial Sheetl, Sheet2, for instance, the monthseof/éar?

24

January

February
March
il

RREERE
e 2

Iiﬁ: * (M) January A February £ March £ Aprl £ May b Jume & July £ August 4 September & October £ Movemt | 4]
m

..... B e | aicricco. s s T e~ [ZA 4 TR Bw i A == = m |

el

May

Rather quickly you get to the point where you carlamger see all the tabs in one view. You canthsduilt- %des
in navigation buttons and go to the next, previdiust or last sheet, but wouldn't it be greathiete was a wayfz *
to see all the sheets and be able to click onnieeyou want to work on? Well, you can right cligkthe tab
navigation buttons (circled in red above) and atflag list of all the worksheets will appear. Yanachoose
the worksheet that you want from this list. Thisrkin older versions of Excel, not just 2007.

August
September
October
Movember
December L
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From Microsoft.com, Hidden Gems in Excel 2007, Jehilippe Bagel

Follow the “Rule of Four”:; If any correspondencguaes more than four emails in a short periodroét pick up
the phonerrom Administrative PROFESSIONAIApril 2008
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Invocation
June—Chris Lyles CPS/CAP

Inspiration
June—Chris Lyles CPS/CAP

Door Prize
June—Ann Stanford

Correction—in the May article about
Carla Banks CPS/CAP being named
CMOTY, | misspelled the names of
her children. She and Lee have a

daughter, Jean and a son, Karlton. My

apologies.

Congratulations to Emily Garner

CPS/CAP, MCAS on earning the Mi-
crosoft Certified Application Specialif
designation in Word 2007.

—

Don't forget to ‘Be a Basket Caske
Bring your toiletries or

cleaning supplies to th
chapter meetings and
we’ll make sure they

get to the Department on Aging and
Disabilities. For more information com-
tact Staci Hawkins CPS at
hawkinssl@zhi.com.
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On Your Calendar

July 26—29
International Convention and
Education Forum

Minneapolis

August 14—16
T-L Division Board Meeting
Ambassador Hotel
Amarillo

August 15
Deadline to register for
November CPS and CAP exams

November 6 & 7
CPS and CAP Exams

December 5
Christmas Party

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

May Membership: 31

2008-2009 Membership

Welcometo our new member, Ina Figl.
Ina is a Senior Staff Assistant at Ama-
rillo College and joined IAAP in May.

Sign up sheets will be circulated at the
June chapter meeting for the monthly
Inspiration, Invocation and Door Prizg.
A committee sign up sheet will also Qe
circulated. Some of the standing conp-
mittees will be inactive for the upcon
ing year in order to focus on the 2010
T-L Division Annual Meeting. If you
are unable to attend the June meeting,
let Janet Howe CPS/CAP, MOS, Presi-
dent-elect know which committee(s)
you would like to serve on for 2009—
2010.

June 2009
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