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2009-2010 Officers 
 

President: 
Janet Howe CPS/CAP, MOS 

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

 
Vice President 

Carla Banks CPS/CAP 
Phone:  806-651-2365 

Cbanks@mail.wtamu.edu 
 

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

Chris@amarilloedc.com 
 

Treasurer: 
Staci Hawkins CPS/CAP 
Phone:  806-359-2422 
Hawkinssl@zhi.com 

 
T-L Division Contact 

Michelle A. Spradley CPS/CAP 
T-L Division President-Elect 
michelle.spradley@basf.com 

Newsletter Committee 
 

Chair: 
Janet Howe CPS/CAP, MOS 

Howe2@suddenlink.net 
 

Tracee Davis 
Tdavis@mail.wtamu.edu 

Character and Commitment—Joined at the Hip 
An excerpt from Walk the Talk 

By Eric Harvey and Steve Ventura 
 

Commitment 
Think of someone you know who is "a person of good character." Lock his or her image in 
your mind. Now take a moment to reflect on the things this person says and does...the per-
sonal characteristics that make him or her a role model for you. What comes to mind? What 
do you see? 
 
Chances are that high on the list of your role model's qualities is COMMITMENT - the un-
wavering dedication to being a good family member and friend...to doing his or her best at 
work and away from the job...to doing what's right, noble, and decent. 
 
Committed people like your role model just seem to have their heads and hearts in the right 
place. They keep their priorities straight. They stay focused on what's important. They know, 
inherently, that what they believe must drive how they behave - and how they behave ulti-
mately determines the character they possess, the reputation they enjoy, and the legacy they 
leave.  
 
Abraham Lincoln had this to say about commitment: "COMMITMENT is what transforms a 
promise into reality. It is the words that speak boldly of your intentions. And the actions 
which speak louder than the words. It is making the time when there is none. Coming 
through time after time after time, year after year after year. Commitment is the stuff charac-
ter is made of; the power to change the face of things. It is the daily triumph of integrity over 
skepticism."  
 
The world renowned pianist, Van Cliburn, after one of his magnificent concerts was ap-
proached by an admirer who had been in the audience. The emotional fan grasped Cliburn's 
hand and said, "I would give my life to be able to play the piano like that." The pianist smiled 
and replied..."I DID."  
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Prepare for a disaster before it hits. Business owners often learn that they weren’t adequately 
prepared for floods, hurricanes and other natural disasters. Admins can help disaster-proof the 
workplace with these tips: Store basic emergency supplies at the office, including (at a mini-
mum) a first-aid kit, a portable radio, flashlights, blankets, extra food and water. Also keep a 
weather radio handy. It will alert you when there’s an emergency. Back up your data and store 
it off-site. You want it to be accessible, but also far away from your workplace. That goes for 
digital and paper documents. Post escape routes. Do employees know where the primary and 
alternative exits are in your building? Practice evacuating and designate an assembly area away 
from danger. Gather information for a business-continuity plan, especially if you support the 
leadership team. Ask if such a plan exists. It should identify everything the business needs to 
keep running (e.g., client information and orders). Make sure you have current contact informa-
tion for staff, including off-site workers. In the event of a disaster, leadership may choose to reach 
out to employees via personal email addresses or text messages. 
From Administrative Professional Today, September 2008 
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Well, here we are, just a few months away from the end of the IAAP fiscal year and it is a time of 
change for our chapter. The Nominating Committee is working diligently to fill the slate of candi-
dates for the 2010-2011 Board of Directors, and have probably contacted you already to ask if you 
will serve the chapter. 
 
I have decided not to serve on the Board again next year, and it was a very hard decision for me. I 
have served on the Board for eight years and have enjoyed the challenges as well as the perks and 
privileges. As you know, the past year was very difficult for me and my family with my Dad’s illness 
and death and with my own knee issues that keep me from functioning as I would like to, along with 

the extra responsibilities of our chapter hosting the 2010 T-L Division Annual Meeting, so it is time for me to step 
away from the Board for a while and take care of myself. 
 
So, now have I scared you off from serving on the Board? I hope not because serving on the Board gives you the 
opportunity to move the chapter forward, gives you opportunities to learn leadership skills and gives you a bird’s-
eye view of how the chapter is functioning. There is a time commitment, of course. In addition to the monthly chap-
ter meeting, you have a board meeting each month and tasks to take care of during the month; but like everything 
else that is important to us, we find the time to take care of the business at hand. 
 
Each member of the chapter has an important role to play, whether you serve on the board, serve on a committee or 
are committed to attending the monthly meetings, you are a valuable part of the organization and you have ideas 
and talents that the chapter needs. Many of our members willingly and gladly serve when and where asked, but its 
okay to make the first move. If you want to be on a committee or even chair a committee—raise your hand, jump 
up and down or send the incoming President an email expressing your interests. There is a place of service for each 
member! 
 
Let me take this time to remind you to complete the Annual Member Survey. This is your chance to express your 
opinions—good or bad–in an anonymous venue. Your feedback is vital to the incoming Board. You know that say-
ing, “if you don’t vote, you have no right to complain”, well, if you don’t respond to the survey, you are not being 
an instrument for change or improvement for the chapter. It only takes a few minutes, but means a lot to the chap-
ter. 
 
A final note—even though I won’t be on the Board in the upcoming year, I’ll be busy in the chapter, because I love 
our chapter. I have treasured friends in the chapter and I believe in IAAP and what our chapter is trying to accom-
plish. I hope you will join me in being committed to our chapter and the goals that the new Board will be setting for 
us. Its up to us, as members to make those goals come true. 
 
Looking forward to the upcoming months, 
Janet 
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Janet Howe 
CPS/CAP, MOS 

Did you know that you can pay your membership dues on a pre-paid payment plan? If you pay your own dues, or your 
employer will no longer pay your dues, you can make arrangements with the chapter for an installment payment plan. You 
determine how many months, prior to your renewal date, you want to make payments and contact Treasurer, Staci Haw-
kins CPS/CAP. Once your installment payments are complete, the chapter will send a check to International to pay your 
dues.  
 
We also have a very generous member company who offers five new member scholarships each year, so if you know 
someone who would like to join, but does not have the support of her/his company and needs some financial assistance for 
the first year, contact Vice President Carla Banks CPS/CAP, Chair of the Membership Committee, so she can send the 
scholarship application to the potential member. By the end of the first year, we hope the member and employer will see 
the benefit of membership in IAAP and provide the financial support to renew the membership. 
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2009—2010 
International Board of Directors 

 
President ···················································Susan Shamali CPS/CAP 
President-Elect ································ Mary Ramsay-Drow CPS/CAP 
Vice President ·········································· Tamra Goodall CPS/CAP 
Secretary ·············································Janine Riemersma CPS/CAP 
Treasurer ················································Karlena Rannals CPS/CAP 
Southwest District Director ··················Antoinette Smith CPS/CAP 

 
T-L Division Board of Directors 

 
President ···········································Donna M. Shotwell CPS/CAP 
President Elect ······························· Michelle A. Spradley CPS/CAP 
Vice President ········································Carla S. Flowers CPS/CAP 
Secretary ··············································Frances McAnear CPS/CAP 
Treasurer ····················································Bonnie House CPS/CAP 

Upcoming Chapter Programs 
 

April 
Administrative Professional Week/Day Celebration 

CMOTY Awarded 
New Member Orientation 

 
May 

No Chapter Meeting due to 
2010 Annual Meeting 

 
June 

“Women in Leadership” 
Tracee Davis 

Executive Assistant to the President 
WTAMU 

Self-Assessment 
How Well Do You Handle Pressure? 

 
              Have you ever noticed how some people seem to thrive on pressure, while others have trouble coping with just a little 
bit of stress? The degree to which we can handle pressure tends to be a natural part of our personality, yet there are some steps 
we can take to improve our ability to cope gracefully with pressure on the job. Try this quiz to assess your ability to handle pres-
sure. Mark each statement as “true” or “false,” then read the scoring instructions and suggestions at the end: 
1. I enjoy working in the fast-paced environment in which I never know what might happen next. 
2. A day when nothing goes as expected leaves me feeling drained. 
3. I often have trouble sleeping because I lie awake and worry about problems at work. 
4. I am usually able to maintain my composure in tense or stressful situations, such as dealing with angry customers. 
5. I enjoy the challenge of working hard to meet a tight deadline. 
6. I try to plan my workdays carefully and feel annoyed or upset when something interferes with my plans. 
7. I have volunteered to take on challenging assignments, knowing they would come with a fair amount of responsibility. 
8. If I could, I would trade my job for one with fewer problems to handle. 
9. I like being in the spotlight and don’t mind if others look to me for leadership and decisions. 
10. I get bored easily with most jobs and am always looking for ways to make my work more interesting. 
11. I would prefer a job that is steady and predictable to one in which things are constantly changing. 
12. I enjoy a spirited debate, whether I’m a participant or spectator. 
 
              Give yourself five points for each “true” response you gave to questions 1, 4, 5, 7, 9, 10, and 12, and five points for each 
“false” you gave to questions 2, 3, 6, 8, and 11. 
              If you scored between 45 and 60, you probably thrive on pressure, and you may even need a certain amount of it to en-
joy your work. You likely handle tense and stressful situations in a calm, cool and collected manner, making you a good person 
to have around when the team faces a tight deadline or a crisis. But keep in mind that almost every job, no matter how exciting it 
is, comes with a certain amount of drudge work that needs to be done. 
              If you scored between 25 and 40, you likely handle pressure about as well as most people. But when things become 
more stressful than usual, the tension may take its toll on your health and your ability to function productively. Periods like this 
may require that you take better care of yourself than usual (by getting extra sleep and exercise, for example) and incorporate 
some new stress management habits (such as daily meditation) into your life. 
              If you scored between zero and 20, you likely prefer situations that are stable and predictable, and you may quickly feel 
the impact on your health and productivity when circumstances change rapidly. You can take steps to improve your ability to 
handle pressure. Start by taking an intensive stress management program that teaches you how to calm yourself in high-pressure 
situations. Try putting yourself in circumstances that require you to gradually move outside your comfort zone. While you may 
never welcome pressure with open arms, you will improve your ability to cope with tense situations by developing your ability to 
think clearly and remain composed. 
From The Office Professional 
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 “Building Community Partnerships/Relationships, and 
                             Event Organizing” 
                             April Brownlee 
                             Development Coordinator, Special Events 
                             MS Society 
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 Catered by Bistro to Go 
                             Stuffed Manicotti (1/2 beef, 1/2 cheese) 
                             Garlic Toast 
                             Salad 
                             Tiramisu 
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Information Center 

Invocation 
March—Lisa Thomas MCAS 
April—TBD 
May—N/A 
June—TBD 
 

Inspiration 
March—Staci Hawkins CPS/CAP 
April—Lisa Thomas MCAS 
May—N/A 
June—Patsy Wells CPS/CAP 
 

Door Prize 
March—Staci Hawkins CPS/CAP 
April—Chris Lyles CPS/CAP 
May—N/A 
June—Patsy Wells CPS/CAP 

On Your Calendar 
 

March 15 
Deadline to submit  

DMOTY Application to 
Amarillo Chapter Board 

 
March 31 

Deadline to submit 
CMOTY Application 

 
May 7 & 8 

CPS/CAP Exams 
 

May 14—16 
T-L Division Annual Meeting 
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2009 - 2010 Membership
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February Membership: 32 

Welcome to our new member Kim-
berly Lockhart CPS who joined IAAP 
in February. Kim is employed by Can-
yon ISD. She will be installed at an 
upcoming meeting. 
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Congratulations to Tracee Davis 
on her recent marriage. She is now 
Tracee Post. 

Work like you’re worth 
more than money… 

This Life by Billy Sprague 

Don’t forget to set 
your clocks ahead 

one hour on 
March 14. 


