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Next Program

The Amazing 2
Assistant
Employment 2
Network
Members At The Door $25.00 Members Using PayPal $26.25 Meet Our New 3
Guests At The Door $30.00 Guests Using PayPal $31.25 Members
Birthdays & 3

Anniversaries
Registration deadline is Friday, March 6, 2009. In the event you become unable to

i !
attend, cancellations must be received by Monday, March 9th. No shows will be billed for the registration fee. If you Calling All Members! 4

have any questions, please call Kathy Johnson at 763/549-6105. 2008-09 Committees 6
How Your Virtual 9
Reputation Can

Office 2007 and Open Forum for Computer Questions e

by James Rivord )
Upcoming Voyages ¢

What are “Ribbons”!?! Is Microsoft trying to make us crazy? Jim will join us for an
interesting session to answer these very questions and many more! He will also
have an open “Q&A Forum” where you can ask any computer-related question you
have. In our role as administrative professionals, we must keep our computer
knowledge up-to-date, as we are often looked upon as the front line on computer
skills and new technology in our offices.

Over the past twenty years in software development, Jim has worked in many
industries, where he has done everything from training and support to enterprise
system design. He has been using the Internet since it was available to the public,
and has created several web sites. Jim is currently employed as the Software
Architect at American Telecare. He graduated from the University of Wisconsin—
Superior with a double major in mathematics and computer science. (In other
words, he is the perfect “computer geek.”

BONUS: For every chapter event with 40 or more attendees, we will give away
one free meeting certificate, good for a future meeting.

\4ement b ";
COMMUNITY SERVICE PROJECT: CEAP (Community Emergency Assistance Pro-
gram) is having a huge Campaign in March. Their goal is to restock the depleting food
shelves. They also have a sponsor that will match donations up to $1 million dollars. If you
can help, please do. Please bring some of the items that are on the attached form to the
March chapter meeting on March 12, 2009. Cash donations will also be accepted.

Have More Fun! ‘9@
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CABIN CREW

2009

Captain:
Debi Cain-Rivord CPS/CAP
(President)

952/955-3511
8 debicain@rivord.org

Ist Officer:
Catherine (Katie) Lecy

(President-Elect)
612/308-6047
8 katielecy@hotmail.com

Ist Mate:

Genista K. Crider

(Vice President)
952/545-3797

8 parkg@fireside.com

Purser:
Kimberly Stuber

(Treasurer)
952/912-5648

8  kstuber@gkservices.com

Assistant Purser:
Diane K. Schmidt CPS/CAP
(Treasurer Elect)

763/522-0698
8  dschmidt@deltak.com

Ships Log:
Shaun M. Freeburg CPS

(Secretary)
763/424-4711
8  shaunfreeburg@yahoo.com

Navigator:
Kathy Hincher CPS
(2nd Year Director At Large)

763/488-6875
8 Kathy_hincher@archway.com

Navigator:
Kaye Park
(2nd Year Director at Large)

763/315-2247
8  kaye.park@upsher-smith.com

Navigator:

Michelle Van Stone

(Ist Year Director at Large)
763/315-2275

8  michelle.vanstone@upsher-

smith.com

/
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Coming to Chicago on
March 26 - The Amazing
Assistant!

From
2009

Be a part of a fun, intensive and action
-packed one-day workshop. You'll
take a great leap from working
because you have to, to working
because you want to—from being a
good assistant to being an Amazing
Assistant!

This is not your typical sit-back-and-
listen seminar. You'll be actively
involved with other participants in
finding real solutions for your real
situations. Come expecting not to
listen to a seminar leader churn out

textbook tips. Your facilitator, Rhonda

Scharf, has been in your shoes, and
she realizes that theory isn't the
answer—reality is!

WHAT YOU'LL LEARN
A How to
\ your office by building on your

If you are interested in receiving a copy
of job postings sent to our chapter,
please contact me at
katielecy@hotmail.com. Be sure to
include the email address you want
postings sent to. Once your name is on
the list, you will automatically receive
any employment-related emails that |
receive. This is a handy network for
people actively seeking employment or
just “keeping their eyes open.”

Likewise, if you know any openings or
have a job posting you would like to
share with other IAAP members, please

The Amazing Assistant - March 26

| AAP Headquarters 0

b et@persoa in tAne
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existing skills in time management, .
project management, brainstorming I
and problem solving I
Ao bW o458 et Y €aleq 934
steps to communicating difficult |
messages to difficult people in difficult |
situations. |
|
|
|
|

A How to earn the oc
need to achieve peak performance in

your organization

A The 15 vital in'te
amazing assistants need to master

A How to olemd frlor
influencing others even without official |
authority [

A 5 0-sawingrsaiutions to everyday,
issues (including e-mail, chatty co- |
workers, telephone nightmares and

your messy desk!) I
A Free with fiya uyebrre
subscription to The Office Professional
(an $87 value) when you register at
the special member price of $249!

To register, or for more information,
go to www.theamazingassistant.com/

go

/
-

let me know and | will route only to
those interested.

If you are a chapter member, your name
will remain on this routing list until you
ask to have it removed. If you are a
nonmember, your name will remain on
the list for a two-month “trial
membership” period. Please note that
the number of routings varies depending
on what | receive. Sometimes | don’t
have anything to share for several
weeks and other times, | will send out a
few a day. The more postings | receive,
the more you will receive!

By Katie Lecy


http://www.theamazingassistant.com/IAAP
http://www.theamazingassistant.com/IAAP

Colleen Lattery

Hello! My name is Colleen Lattery and |
am the Corporate Sales Manager at the
Millennium Hotel in Downtown
Minneapolis. One of my responsibilities
includes negotiating and managing all of
the Corporate Preferred Rates for our
hotel. | also handle half of the Corporate
Groups and Meetings. We divide our
accounts geographically so | manage all of
the companies West of the Mississippi
and Northern MN. | have worked in the
travel and hospitality industry for almost
20yrs and with 10 yrs in the hotel sales
capacity. As part of my position | have
worked with a lot of Administrative
Professionals, many of whom are current
or former members of |AAP.

| am originally from Chicago (go

Cubbies!) and moved here in 1998 or 10
winters ago, when | worked for Marshall
Field’s as a Regional Marketing Mgr for
their credit union. As the saying goes
“what brought you to MN 0 love or money”
Came for money but stayed for love. |
met my husband here — local boy — and
together we have a 7yr old son in |*
grade and 2 extremely fat cats that love
to misbehave. My husband also works for
a hotel downtown but not in a sales
capacity.

As a family we love to travel, watch
movies and play board games. In the
summer | like to work in the garden and
go swimming with my son up at Three
Rivers Park District. | look forward to
making and building relationships with
the members of IAAP.

2 Katie Lecy

6 Patricia Romanko
|3 Diane Schmidt

CPS/CAP

|6 Debbie Daly

16 Yvette Kanzler
|7 James Rivord
25 Rhonda Yeager
31 Roberta Jones
31 Carole Mills

If we missed your birthday
or anniversary, we
apologize and ask that you
enter your info into the
iMembers Onl
our website for inclusion
in the future issues of

AThe Chart

Sharon Hoffmann
|2 Years

Teri Kornberg CPS
10 Years

Dawn Staycoff
5 Years

Shaun Freeburg CPS
3 Years

Gayle Rapoport
2 Years

Diane Schmidt CPS/CAP
2 Years
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Your chapter is in need of your
talents and expertise to lead the
next year of the TwinCities West
Chapter of IAAP. Positions open
are President, President-Elect,
Secretary, Treasurer, and three

Directors at Large. Descriptions of

the duties and responsibilities for
these positions are listed below.
Before dismissing the idea of
running for one of these positions,
think about what being an officer
can do for you — develop your
leadership skills, enhance your
presentation and speaking skills,
learn Robert’s Rules of Order for
running a meeting, broaden your
knowledge of how IAAP works,
and get to know your own chapter
“better.”

President — Prepares agendas,
presides at Chapter and Board
meetings, keeps the membership
updated on all official IAAP
communications, serves as an ex-
officio member of all committees
(except the Nominating
Committee), acts as project
manager for the chapter,
represents the chapter at Metro
Lakes Council, Division and
International meetings.

President-Elect — Assume the
duties and powers of the
presidency in the absence of the
President, assists the President in
all ways, serves as member of the
Bylaws and Standing Rules and
Procedures Committee, posts local
career opportunities on the
website, and attends Metro Lakes

Council meetings. This person
automatically becomes chapter
President the following year.

Vice President — Assume the
duties and powers of the
presidency in the absence of the
President and President-Elect,
assist the President and President-
Elect in all ways, serve as chapter
librarian, and succeed to the office
of President for the unexpired
term in the event of a vacancy in
the office of President and
President-Elect.

Secretary — Takes minutes of all
Chapter and Board of Directors
meetings, distributes draft copies
of chapter meeting minutes to
members one week prior the next
chapter meeting, posts final
chapter and board meeting minutes
to the chapter website, composes
Chapter correspondence as
directed.

Treasurer — Has custody of all
Chapter funds, makes deposits,
pays bills, disburses funds as
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authorized, balances checkbook,
monitors the budget, prepares
monthly financial statement, and
prepares the annual report.

Treasurer-Elect — Assist the
Treasurer in all ways, and assume
the duties of the Treasurer in the
absence of the Treasurer. This
person automatically becomes
chapter Treasurer the following
year.

Directors At Large (3) —
Represent the general membership
at Chapter and Board meetings,
are voting members of the Board,
and serve as Board liaisons
between the Board of Directors
and committees as assigned. This
is a two-year term.

If you would like to run for one of
these positions, please fill out the
bio and send it to Dawn Staycoff
by Wednesday, March 8, so they
can be posted in the April
newsletter. If you need more
information or have questions,
please contact any of the current
officers, past officers, or any of the
Nomination Committee members.
This is your chapter, and its
future depends upon you!



Nomination Form for 2002010 Officer Positions
TwinCitie®Vest IAAP

PLEASE TYPE
BIOGRAPHY FOR:
MEMBER OF IAAP SINCE:
CANDIDATE FOR OFFICE OF:

Your responses to questions 1 and 2 will be put into the April Newsletter. Elections will take place
at the monthlyTwinCitiedNest meeting on May 14, 2009.

1. Please share any information on your background (work history, education, experiences) that
you would like the Chapter to know when considering your candidacy.

2. What issues do you feel are most important to you serving as a board member?

3. All candidates for office will have the opportunity to make a-twioute oral presentation at the
May 14, 2009 meeting before voting takes place. This is entirely optional. Do you wish to make
a presentation? Yes No

Please return this sheet no later than Wednesday, March 11, 2009 to:
Dawn Staycoff

6400 Barrie Rd #412

Edina, MN 55435

(Fax: 612844-4070)

If you would like a copy of this formreailed to you for completion, send your request to Dawn Staycoff at
mplsfifi@comcast.net



mailto:mplsfifi@comcast.net
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/ DO YOU HAVE
EXTRA
If you are interestgd in joining a committee, Membership Committee OFFI CEPROG
please join at any time! Please contact the  Chair: Yvette Kanzler CAP
committee chair or chapter President, Debi Members: Gen Park, Sherry Zupin MAGAZINES?

Cain-Rivord CPS/CAP.

ACFCAP Committee
(06Student
Chair: Kaye Park

Members: Ron Park

Bylaws & Standing Rules Committee
Chair: Katie Lecy
Members:

Certification Committee (CPS/CAP)
Chair: Jo Tynen CPS/CAP, D] Herbert
Members: Lori Blaido, Katrina Carlson,
Rosanna Hudgins, Katie Lecy, Kaye Park,
Patty Romanko, Michelle Van Stone

Community Service Committee
Members:

Historical Committee
(Scrapbook Committee)
Chair:

Members:

Hospitality & Registration Committee

Chair: Kathy Johnson

Members: Janet Ouellette, Diane Schmidt
CPS/CAP, Vicki Orwick, Katie Lecy, Janice
Paulson CPS/CAP

Impact Event Committee
Chair: Debi Cain-Rivord CPS/CAP, Genista
Crider

Members: Tracy Dockendorf, Kelcia Cannon

N\
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TwinCitidée s t
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Newsletter Committee

Editor: Vicki Orwick

Assistant Editor: Genista Crider
Proofreaders: Diane Schmidt CPS/CAP
Nominating Committee

Chair: Dawn Staycoff

Members:

Programs & Education Committee
Chair: Kathy Hincher CPS & Debi Cain
Rivord CPS/CAP

Public Relations/Marketing
Chair:

Members: D] Herbert, Joan Gatzmeyer CPS/

CAP

Retirement Trust Foundation
Chair: Shaun Freeburg CPS
Members:

Sunshine Committee
Chair: Gayle Petrie & Sherry Zupin
Members: Katrina Carlson

Ways & Means Committee

Chair: DJ Herbert

Members: Dawn Staycoff, Joan Gatzmeyer,
Janice Paulson, Katrina Carlson

Web-Master
Co-Chairs: Melissa Lidberg CPS

ONO

Just a reminder that “no shows” will be billed for the monthly fee unless canceled prior to the
reservation deadline stated on the reservation RSVP (usually the Friday prior to the meeting).

Showi

We understand that “life happens”... especially in our line of work! Sometimes registrants are not able
to make it at the last minute. However, the hotel still requires payment for your meal, whether or not
you are there. For this reason, we must collect from you if you are unable to attend at the last minute.
(You will receive a receipt upon request if needed for tax or expense reimbursement purposes.)

Your help and understanding is truly appreciated. If you have any questions, please contact any board
member.

The hospitality committee
needs your old IAAP
“OfficePro” magazines. We
have plans to give them to
guests who attend our
programs. Please contact
Kathy Johnson at
kjohnson@ccfcu.org.
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News items and article
submissions are welcome
from members. Send
submissions and/or story
ideas to TwinCities VWest |AAP
editor, Vicki Orwick at
vicki.orwick@genmills.com.



Come Celebrate the Mini's 50th Anniversary!

1l 09
Ensmr' n% m[J[Sl

Mini Meet East Meets West 2009

June 29 through July 2, 2009, Winona, Minnesota

Please join the Mini/MIN| enthusiasts of Minnesota for a celebration
of the 50th amniversary of the classic Mini and the 9th birthday of
new MINL

The theme for this year's meat is “The Mini-sotan Job®, homage to
both “ltalian Job® movies and the 40th amniversary of the release of
the 1969 film - a favarite of all Mini’ MINI enthusiasts!

We hope you can join us for what will be a special celebration
marking this significant milestone in Mini history! Set in a splenddly
beautiful location with plenty of activities for all, plus some of the

best touring roads around - aspecially when motoring in a

Mini /MINI

Feriites Baqin Wil e -n ad Eveaing webnme s ian Manday, Jane 19
» Car Show » Funkhana » Rally » Trophies
» Autocross » Tech Sessions  » Cruise Night w Wendors

» Mini Birthday Bash Live Music » Awards Banguet w/Spealers
Classic and New Minis Welcome

www.minimeet09.org
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. International Association

A A P —— of

Administrative Professionals

The International Association of Administrative Professionals (IAAP ®) is a not - for - profit professional

association with approximately 40,000 members and affiliates and nearly 600 chapters worldwide.
IAAP ® works in partnership with employers to promote professional excellence

<urn Your Job Into a Caree

Career - Minded Administrative Professionals and Students are Invited to the
Sout hwest Metro Chapteros
ANNUAL CAREER OPEN HOUSE AND VENDOR SHOW
Thursday, March 19, 2009
5:30pm - 7:30pm
Embassy Suites, 2800 American Blvd West, Bloomington MN 55431

*Free Admission*

Learn how the International Association of Administrative Professionals can help you en-
hance your success by providing opportunities for growth through education, community
building, and leadership development.

Career Open House & Vendor Show

Enjoy:
Light Appetizers
Refreshments
Visiting with an array of vendors
Bring friends, colleagues and/or supervisors!
ATTEND * LEARN * ENJOY

For more information or to RSVP contact:

Judy McCallion |AAP®

(952)941-7510
judyijillm@comcast.com
SouthWest Metro Chapter of the

International Association of Administrative Professionals

TUENING JOBS
INFO CAREERS

(Reservations Recommended)



mailto:judyjillm@comcast.com

How Your Virtual Reputation Can Impact Your Real-Liie Career

A polished professional reputation can make or break your

chances of cultivating a successful long-term career. And
now, thanks to the Internet, that reputation includes your

online activities.

Connecting with others through sites like LinkedIn and
Facebook can be useful in building your roster of

professional contacts. But be careful as you navigate the

scene in cyberspace. Information you post to these venues,  (j
online bulletin boards, and your personal website or blog

can be found by hiring managers. Prospective employers are
increasingly turning to the Internet to get a more complete

picture of applicants.

Keep the following in mind the next time you surf the Web:

U Take stock. Discover what information about you —

Take charge of your image. If you belong to a
professional networking website, treat your online

profile like a resume and include information that will
give others a sense of your background and skill set.

Leave out facts unrelated to your professional history
and career goals, unless your are networking for purely
social reasons.

Observe the proper etiquette. When networking
with others online, behave graciously with everyone
you encounter and follow posted protocols. Thank
anyone who assists you, and be sure to return the favor

when possible.

credibility.

if any — already is online by performing a search using
popular search engines. If you discover an item that you o additional tips on managing your online reputation, as

wouldn’t want your professional peers to see, ask the
person who posted the information or website

administrator to remove it.

Share your insights. Posting useful advice and
commentary on industry forums and authoring online
articles in your area of expertise can add to your

well as conducting an online job search, download a free
copy of Search Smarts: Best Practices for Conducting an Online

Job Search at http://www.rhi.com/onlinejobsearch.

Exercise discretion. When interacting online, be

selective about which venues you participate in and who
you allow into your personal and professional networks.
If you regularly contribute to blogs or forums, give
thought as to how your statements may be interpreted
by those outside your community.

Upcoming Yoyages

March 12, 2009

TwinCities West Chapter Meeting
Time: 5:30 p.m.

Location: Radisson Hotel in Plymouth

April 2, 2009

TwinCities West Board Meeting
Time: 5:45 p.m.

Location: Davanni’s in Plymouth

April 9, 2009

TwinCities West Chapter Meeting
Time: 5:30 p.m.

Location: Radisson Hotel in Plymouth

May 7, 2009
TwinCities West Board Meeting
Time: 5:45 p.m.

Location: Davanni’s in Plymouth

May 14, 2009
TwinCities West Chapter Meeting
Time: 5:30 p.m.

Location: Radisson Hotel in Plymouth

June 4, 2009

TwinCities West Board
Meeting

Time: 5:45 p.m.

Location: Davanni’s in Plymouth

June 11, 2009
TwinCities West Chapter
Meeting

Time: 5:30 p.m.

Location: Radisson Hotel in
Plymouth

Of ficeTeam is the
placement of highly skilled administrative and office support
professionals. The company has more than 300 locations worldwide, and
offers online job search services at www.officeteam.com.

worl dés | eadi

| Get Free Jewelry |
& Have Fun.

Erica Thiel
Indep Rspr tive
763.238.8655% csll
srica.l.thielégmail.con
mysilpada.con/erica.thisl



http://www.rhi.com/onlinejobsearch
http://www.officeteam.com

