
The Charter 
T H E  O F F I C I A L  N E W S L E T T E R  O F  T H E  T W I N C I T I E S  W E S T  C H A P T E R  O F  I A A P  

Radisson Hotel and Conference Center 

3131 Campus Drive. Plymouth, MN 

763/559-6600 
 

by Amy LeMieux 

Vice President of Operations at JASS 

WHO can be a virtual assistant? 

WHAT do virtual assistants do? 

WHERE do virtual assistants work? 

WHEN would be a good time to be a virtual assistant? 

WHY would you want to be one? 

Amy joined the JASS team in May 2000. Today, as vice president of operations, Amy manages client 

accounts, performing bookkeeping, budget development, database design, newsletter design, minute 

taking, training, consultation and many more services for JASS clients. She is also responsible for 

human resources, hardware and software development, and client relations, along with JASS billing, 

accounts payable, marketing and representing JASS at BNI and other networking events. 

 

The May meeting is also our Annual Meeting and we encourage all members 

and guests to attend. This meeting is a great way to find out more about our 

organization and our plans for the upcoming 2009-10 year. It also provides an 

opportunity for you to let the TwinCities West Chapter know what’s important to 

you. 

ü Election of 2009-10 Officers 

ü Bylaw & Policy Revisions – Discussion and Vote 

Pre-registration is required. Visit our website at www.iaap-twincitieswest.org to register. 

Payment can be made at the door with a check made payable to TwinCities West IAAP, or via PayPal 

for a small convenience fee of $1.25. Registration deadline is Friday, May 8. 

No-Show Policy: In the event you become unable to attend, cancellations must be received by 

Monday, May 11. No shows will be billed for the registration fee. If you have any questions, please call 

Kathy Johnson at 763.549.6105. 

Members ð $25 / Guests ð $30 / Dinner is Included 

 

Application has been made for recertification points for this program. 
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CABIN CREW  

Captain:   

Debi Cain-Rivord CPS/CAP 

 (President)   

' 952/955-3511 

8 debicain@rivord.org 
 

1st Officer:   

Catherine (Katie) Lecy 

(President-Elect)   

' 612/308-6047  

8 katielecy@hotmail.com 
 

1st Mate:   

Genista K. Crider 

(Vice President)  

' 952/545-3797  

8 criderg@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 

(1st Year Director at Large)   

' 763/315-2275  

8 michelle.vanstone@upsher-

smith.com 
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Julia Peterson 
 

My name is Julia Peterson and I am the proud 

mother of three beautiful felines (OJ, Lucy and 

Sox)!  I am currently the division manager at 

Ajilon Professional Staffing where I specialize in 

recruiting and placing accounting, finance and 

administrative professionals.  I enjoy 

administrative professions especially, being as I 

have an administrative background myself!  

Although I've only been with Ajilon for 5 

months, I've been in the staffing industry for 4 

years and have built some great relationships 

and made some great friends along the way.  

Prior to Ajilon, I was the branch manager for 

AppleOne Professional Staffing where I also 

specialized in placing administrative and 

accounting professionals.  I recently relocated to 

south Minneapolis into a beautiful house that 

needs a lot of work!  Needless to say, I don’t 

have much spare time; you can find me at home 

scraping wallpaper, painting or replacing light 

fixtures!  

I don’t have many hobbies, so if you know of 

some relaxing activities, I’m all ears!  I do enjoy 

playing games – all kinds, and I would love to 

learn how to knit or crochet.  

I’m very interested in learning more about the 

struggles we all face when searching for a new 

career and hopefully will be able to assist some 

of you in your search.  I’m always open to 

helping out with resumes and interview 

questions! 

Rosanna Hudgins 
 

You could say that having 

administrative/secretarial skills has been the 

core of Rosanna Hudgins’ existence.  Rosanna 

values the skills she has acquired to keep her 

afloat throughout her active life. 

After graduating from high school in 1975 and 

serving in the U.S. Army and Army Reserves 

until 1981, Rosanna used the administrative skills 

she learned to help pay for her studies.  She 

earned her Associate’s Degree in Biological 

Sciences from Donnelly College in Kansas City, 

Kansas, while working as an administrative 

assistant with the U.S. Department of 

Commerce, Regional Personnel Division.  In 

1985, she wrote her own transfer papers to the 

Department of Commerce, International Trade 

Administration’s Minneapolis office after visiting 

the Twin Cities with a friend.  

In 1988, she decided to continue her 

education.   Rosanna earned her BA/BSW at the 

College of St. Catherine in 1991.  Throughout 

this time, those valuable administrative skills 

kept her in a leadership role.  She was a 

member of the Beta Epsilon chapter of Pi Alpha, 

the national social work honors society and she 

was a winner of the Leadership and Research 

Award from the Abigail Quigley McCarthy 

Center for Women’s Research, Resources and 

Scholarship.  During her required internships, 

she worked at the Minnesota Department of 

Corrections/Victim Services Unit; in the 

Domestic Abuse program at the Wilder 

Foundation; and at the Institute on Black 

Chemical Abuse (now part of African American 

Family Services).  She has also completed 

graduate courses at St. Mary’s University in 

Health and Human Services Administration. 

Rosanna has worked as professional social 

worker, specializing in the areas of domestic 

violence and sexual assault.  She has been the 

program coordinator for two state-wide 

programs.  She has served on many, many local, 

national boards and she has worked as a free-

lance trainer, lecturer and consultant. 

In trying to make a career change, she moved to 

Atlanta, GA, in 1999.  She completed culinary 

school after leaving a job in the academic field 

(Emory University) and after several jobs in non-

profit field.  She now works at Penzey’s Spices 

on the weekend to complement her love of 

food and cooking.  She returned to Minneapolis 

in 2004, and after working for OfficeTeam for 

several years, she now works at the Minneapolis 

Jewish Federation as the administrative assistant 

for 5 “professional” staff members and as the 

front desk receptionist for the entire agency. 

Rosanna loves to sing.  She is an active 

member/performer/supporter of Women in 

Music Minnesota (WIMMN), a non-profit 

organization that supports women and girls in 

music.  She has performed with BLAU – the 

student blues band; Homemade Jam with Roxx; 

the Roxie Hall band; Rebekka Fisher; the From 

the Mic cable karaoke show; she was a finalist in 

the 2004 All City Karaoke contest; performed at 

the Hennepin County Fair and the Minnesota 

State Fair and at other venues all over the 

United States (and in Cuba).  Basically she will 

sing with whoever will let her!  She lives in 

Minneapolis with her two peach-faced lovebirds 

(Sweetie and Tweetie) and looks forward to 

living in her dream unit within a cooperative 

condominium that she has invested in, as soon 

as it is built. 

But the cord (or chord) that runs through it all 

are those valuable administrative skills.  She sees 

IAAP as the instrument that will help to keep 

those skills sharpened – no matter where she 

ends up next! 

Meet Our New Members 
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MAY 

ANNIVERSARIES 

Carolyn Nelson CPS/CAP 

12 Years 
 

Georgann Bestler Wenisch 

CAP 

10 Years 
 

James Rivord 

7 Years 
 

Elly Anderson 

4 Years 
 

Debbie Daly 

3 Years 
 

Janet Ouellette 
2 Years 
 

Kay Rittmiller 

2 Years 

 

Shannon Noll 

1 Year 

MAY 

BIRTHDAYS 

  9  Julie Higbee  

 11  Andrea Wester 

 14  Linda Sanderson        

 23  Kimberly Stuber 

27  Mary Ann Peterson 

28  Melissa Lidberg CPS 

 

If we missed your birthday 

or anniversary, we 

apologize and ask that you 

enter your info into the 

ñMembers Onlyò area of 

our website for inclusion 

in the future issues of 

ñThe Charter.ò 

Employment Network 
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 I 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 let me know 

and I 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 I receive.  

Sometimes I don’t have anything to share for 

several weeks and other times, I will send 

out a few a day.  The more postings I 

receive, the more you will receive! By Katie Lecy 

If you are interested in joining a committee, please 

join at any time!  Please contact the committee 

chair or chapter President, Debi Cain-Rivord CPS/

CAP. 
 

ACFCAP Committee (Student Conference)   

Chair:  Kaye Park 

Members:  Ron Park 
 

Bylaws & Standing Rules Committee 

Chair:  Katie Lecy 

Members:  OPEN 
 

Certification Committee (CPS/CAP) 

Co-Chairs:  Jo Tynen CPS/CAP, DJ Herbert 

Members:  Lori Blaido, Katrina Carlson, Rosanna 

Hudgins, Katie Lecy, Kaye Park, Patty Romanko, 

Michelle Van Stone 
 

Community Service Committee 

Chair: OPEN 

Members:  OPEN 
 

Historical (Scrapbook) Committee  

Chair:  OPEN 

Members:  OPEN 
 

Hospitality & Registration Committee 

Chair:  Kathy Johnson 

Members:  Janet Ouellette, Diane Schmidt CPS/

CAP, Vicki Orwick, Katie Lecy, Janice Paulson 

CPS/CAP 
 

Impact Event Committee 

Co-Chairs:  Debi Cain-Rivord CPS/CAP, Gen 

Crider 

 

 

Membership Committee 

Chair:  Yvette Kanzler CAP 

Members:  Gen Crider, Sherry Zupin 
 

Newsletter Committee 

Editor:  Gen Crider 

Proofreaders:  Diane Schmidt CPS/CAP, Michelle 

Van Stone, Janice Paulson CPS/CAP, Joan Gatz-

meyer CPS/CAP 
 

Nominating Committee 

Chair:  Dawn Staycoff 

Members:  OPEN 
 

Programs & Education Committee 

Chair:  Kathy Hincher CPS & Debi Cain Rivord 

CPS/CAP 
 

Public Relations/Marketing 

Chair:  OPEN 

Members:  DJ Herbert, Jeri Jensen CAP, Joan Gatz-

meyer CPS/CAP 
 

Retirement Trust Foundation 

Chair:  Shaun Freeburg CPS 

Members:  OPEN 
 

Sunshine Committee 

Chair:  Gayle Petrie & Sherry Zupin 

Members:  Katrina Carlson 
 

Ways & Means Committee 

Chair:  DJ Herbert 

Members:  Dawn Staycoff, Joan Gatzmeyer CPS/

CAP, Janice Paulson CPS/CAP, Katrina Carlson 
 

Web-Master  

Chair:  Melissa Lidberg CPS 

2008-09 Committees 



 

Upcoming Voyages 
May 7, 2009 

TwinCities West Board Meeting 

Time: 5:45 p.m. 

Location: Davanniôs in Plymouth 

May 14, 2009 

TwinCities West Chapter Meeting 

Time: 5:30 p.m. 

Location: Radisson Hotel in Plymouth 

May15-17, 2009 

MN-ND-SD Division Annual Meeting & 

Spring Conference 

Location: Kahler Grand Hotel, Rochester, MN 

June 4, 2009 

TwinCities West Board Meeting 

Time: 5:45 p.m. 

Location: Davanniôs in Plymouth 

 

June 11, 2009 

TwinCities West Chapter Meeting 

Time: 5:30 p.m. 

Location: Radisson Hotel in Plymouth 

June 13, 2009 

MN-ND-SD Division Leadership Training 

Time: 10:00 a.m.ï3:00 p.m. 

Location: Resource Training & Solutions, 

St. Cloud, MN 

July 9, 2009 

TwinCities West Strategic Meeting 

Time: 5:30 p.m. 

Location: Davanniôs in Plymouth 

July 26-29, 2009 

IAAP International Education Forum 

and Annual Meeting 

Location: Minneapolis, MN 

August 13, 2009 

TwinCities West Summer Social Event 

Time: 5:30 p.m. 

Location: Genista Criderôs Clubhouse 

 

TwinCities West òNo Showó Policy 
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). 

 

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. 

 

SUBMISSIONS TO THE CHARTER  

News items and article submissions are welcome 

from members.  Send submissions and/or story ideas 

to TwinCities West IAAP Editor Gen Crider at gen-

istap2001@yahoo.com. 

 

DO YOU HAVE EXTRA OFFICE-

PRO MAGAZINES?  

The hospitality committee needs your old IAAP Of-

ficePro magazines. We plans to give them to guests 

who attend our programs. Please contact Kathy 

Johnson at kjohnson@ccfcu.org. 

YOUR IAAP NETWORK IN ACTION 

The IAAP network can benefit not only admins, but 

other areas within their companies. 

 

Joan Gatzmeyer CPS/CAP sent out the following 

email to TC West Chapter members at 5:16 p.m.: 

Hello TCWest members and friends, 

One of our accountants uses QuickBooks to gener-
ate invoices, and she would like to import our com-
pany logo onto the invoice but is unsure how to do 
that. If anyone has experience using QuickBooks and 
knows how that could be done, please let me know. 

By 5:35 p.m. that day, she received the following re-

sponse from fellow member Amy LeMieux: 

LǘΩǎ ǊŜŀƭƭȅ ŜŀǎȅΦ Iƻǿ ƛǘΩǎ ŘƻƴŜ ŘŜǇŜƴŘǎ ŀ ƭƛǘǘƭŜ ƻƴ ǘƘŜ 
ǾŜǊǎƛƻƴ ǘƘŜȅΩǊŜ ǳǎƛƴƎΣ ōǳǘ ƛǘΩǎ ōŀǎƛŎŀƭƭȅ ǘƘŜ ǎŀƳŜΦ Lƴ 
the invoice, go to Customize form in the upper right 
corner of the invoice (there may be a button or you 
may have to choose it from the drop down list). On 
the company tab in the customizing area, there will 
be a check box next to Use Company Logo, just 
check it, then browse to find your logo.   

Joan’s accounting colleague not only had her answer, 

but forwarded the response to the company VP of 

finance, who said: 
What a great way to get help. Thanks Joan! 

Thanks IAAP! 



 
 

2008 ï 2009 PROGRAMS 
TwinCities  West Chapter IAAP

® 

 

 

 

Oct. 9, 2008 Professional Certification: Who, What, Where, 
When, Why & How ?* by DJ Herbert, IAAP 

 

Nov. 13, 2008  Gettingïand Keeping ïA Great Job During a Recession * 
by Joanne Meehl, Author and Career Coach 

plus IAAP Open House & Vendor Show  
Sponsored by Plymouth Radisson Hotel & Conference Center 

 

Dec. 11, 2008 Dressing Professionally for Your Shape & Body Size * 
by Gloria Kessler and Cecily Smith-Lloyd, Macyôs 

 

Jan. 8, 2009 Communication Across Generations *  
by Val King CPS/CAP, International Northwest District Director, IAAP 

 

Feb. 12, 2009 Embracing Your Potential and the Power of Hope * 
by Chez Raginiak (author and motivational speaker) 

 

Mar. 12, 2009 Office 2007 with Computer Q&A * by Jim Rivord  

Apr. 9, 2009  The Professional Edge: Unspoken Rules of the Office * 
by Sue Morem (author, syndicated columnist, and TV guest) 

 

May 14, 2009 Virtual Assistants * by Amy LeMieux 

     plus Annual Chapter Meeting  
 

June 11, 2009  How to Stand Out in a Crowd*  by Karen Cucci and Melissa Lally 
     plus Awards and Installation of 2009 -10 Chapter Officers  

 

July 9, 2009  Chapter Strategic Planning   

Aug. 13, 2009 Annual Summer Social & Networking Potluck   

Sept . 10, 2009 Office Ethics * by Nan DeMars (author, speaker and TV guest) 

     plus IAAP Open House & Vendor Show  
 

* CPS/CAP Re-certification points applied for.   
 

Registration includes meeting/program and dinner.  Chapter members, students & teachers $25;  Non-members $30.  
Meetings are held at the Radisson Hotel & Conference Center, 3131 Campus Boulevard, Plymouth, MN 55441. 

Location is subject to change.  Please visit www.iaap-twincitieswest.org for confirmation. 

 
For more information about any of these programs, please contact Debi Cain-Rivord CPS/CAP at 952-955-3511 

or debicain@rivord.org.   These programs may be subject to change. 

Have  

More Fun!  

Get  

Involved!  



 

Erica L. Theil  

763.238.8659 cell  

Erica.l.theil@gmail.com  

 

Schaaf Floral 
www.schaaffloral.com 

6554 University Ave NE 

Minneapolis, MN  55432 

763-571-4600 

 

All occasions: Sympathy Arrangement, 

Floral Arrangements, Green and Blooming 

Plants, Silk Flowers, Gourmet Baskets, 

Fruit Baskets, Giftware, stuffed animals, 

books and balloons. 

 

$10 off any order of $39.99 

 

Thanks for all of your support 

throughout the years!! 

 

Thank you to Shaaf Floral and to Candlelight Floral for helping us promote 

administrative professionals throughout Administrative Professionals Week® by adding 

information about IAAP with all of their orders.  

 

Dozen Red Roses  | $55.95  

Show your appreciation with flowers delivered today.  
 

We can still get flowers delivered to show you know how hard the 
people in the office work.  

 
Thank you for all your hard work!  

Candlelight Floral  
275 Lake Street  

Wayzata, Minnesota 55391  
(952) 473 -2564  

http://www.schaaffloral.com



