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OFROM THE PRESI

Hello, HOP Members!

I would like to take this opportunity to share an inspirational pas- »
sage with you that has added both wisdom and depth to my undelsternationaf Association of

standing. Angeles Arrien observes geese flyingforiviation and is ~ Administrative Professionals®

able to characterize the ess e Hew®ofPedchiree Chapeermwo r k
concise manner. She states:

Geese flying in a-fbrmation have always been a welcome
sign of spring as well as a sign that heralds the coming of winter.
Not only is this a marvelous sight, but there are some remarkable
lessons that we can learn from the flight of the geese, because all
that they do has significanee

As each goose flaps its wings, it creates an uplift for othe
behind it. There is 71 percent more flying range Hiovmation than
in flying alone.

Lesson: People who share a common direction and
sense of purpose can get there more quickly.

Valisha Baldwin CPS
President

Whenever a goose flies out of formation, it feels drag and
tries to get back into position.

Lesson: ltds harder to do something al on

When the lead goose gets tired, it rotates back into formation and another goose flies at
the head.

Lesson: Shared leadership and interdependence give us each a chance to lead as

well as an opportunity to rest.

The geese flying in the rear of the formation honk to encourage those up front to keep up
their speed.

Lesson: Encour agement i s
couragingf and not discouraging.

motivating. We

When a goose gets sick or wounded and falls, two geese

fall and stay with it until it revives or dies. Then they catch up or
join another flock.

Lesson: We may all need help from time to time. We
should stand by our colleagues in difficult times.

i Angeles Arrien
Teamwork
| sincerely hope this passage has enlightened you and will encourage

you to be open minded and willing to view every situation in life
from the eyes of wisdom to see what lesson you can learn.

Professionals Connecting
to IAAP



2009-2010 COMMITTEE
MEMBERS

OCTOBER IS NABRENSL CANCER AWARENESS MSMNSENn:

, . . Bl PROFESSIONALS WEEK
Since this is National Breast Cancer Awareness month, | wanted to communi- FerV el

cate my feelings about breast cancEne key is to prevent canceBut, since
we dondt know what exactly causes cRENEESISNHS

have found in my research that might reduce your risk of getting cancer. el Sy, Eletr
AWARDS

1 Take the time to take care of yourself. . Sabrina Scott, Chair

q Egt a low fat diet that is rich in fiber, fruits and vegetab BYLAWS/STANDING RULES

9 Drink lots of water. Joan Anderson, Chair

i lgeep alcoholic beverages to no more than one drink Ty v m—

per day. _ . Alicia Reed, Chair

9 Do not eat processed foods, especially processed /

meats that contain sodium nitrite.

) CPS/CAP/EDUCATION
/ Gabrielle Eshun and
Bobbie Riley, Co-chairs

1 Exercise daily and keep stress to a minimum.
i Sweating is good for you (do not wear antiperspirant).

9 Do not microwave your food or beverages in plastic containers FRIENDSHIP SERVICE

Paula Tarver, Chair

1 DO NOT SMOKE. Raquel Short
- ; HISTORIAN
Remember, early detection saves lives. Valisha Baldwin CPS, Chair
9 Examine your breasts monthly for lumps, discoloration or any changes. MEMBER OF EXCELLENCE
Zina Adams CPS, Chair
Pam Thomason, a registered nurse, said in an interview that women MEMBERSHIP
should check their breasts once a month. The best way is to pick a Deborah Daniels, Chair

date and perform a sefixamination on that date every month. Toni Creighton CPS/CAP

NEWSLETTER

Hormones can change the feel of a woman's breast, she said, but if a Vicki Huxford CPS/CAP, Chair

woman gets used to the way her breasts feel, she will recognize it
when a lump appears. (http://blog.al.com/breaking/2009/10/ PUBLICITY
breast_cancer_survivor_says_mo.html) Sabrina Scott, Chair

_ _ RETIREMENT TRUST
1 Get your annual pap test and breast exams by a medical professional. FOUNDATION

1 Get annual mammograms beginning at adge dOearlier if you have a Pat Marshall, Chair

family history of cancer. SERAPEOTA

. . . Rose Grant CPS/CAP, Chair
and click inside

i te
[/ www. t hebreast cancer s [ESSIlNSzEn

Rosalind Tyler CPS/CAP, Chair
Sign up for The Brea~st Cancer Slte's free reminder service, and to say thank  EyRV NN RV Iz Ao
you, theyoll give you a FREE Dazzl e[ eEuiriResIcone
they'll give extra funding toward mammograms for women in need if you are a
brandnew registrant!

Go to the
(h

webs
gramso ttp:/

Rita White
Vice President


http://shop.thebreastcancersite.com/store/ad.click?siteId=2&adId=58&placementId=774&page=splash

2009-2010 UPCOMING
CHAPTER MEETING DATES
AND PROGRAMS

OCTOBER, 2009

Tuesday, October 27

Executive Appreciation
Luncheondo " Co mmuni c a
More Effectivel

Speaker: Julianne Rivera,
Dale Carnegie of Georgia

NOVEMBER, 2009

Tuesday, November 17

ADi scovering Yo
Power o

Speaker: Rebecca Carr,
Freedom Personal Development

DECEMBER, 2009
Tuesday, December 15
Holiday Luncheon
Silent Auction

JANUARY, 2010

Tuesday, January 26
Membership Impact Meeting
ABenefits of | A
Speaker: Demetrice Clayton
CPS/CAP, 2008-2009 Georgia
Division President

FEBRUARY, 2010

Tuesday, February 23
fRecord Retent.i
Green®

Speaker: Keri Walling, Avery

®

Dennison™

MARCH, 2010
Tuesday, March 23
ifiHow t o
Document FIl owo
Speaker: Bill Steele,

Esselte Corporation

APRIL, 2010

Tuesday, April 27
Administrative Professionals
Week Celebration

Speaker: Dr. Louis Sullivan

MAY, 2010

Tuesday, May 25
AiStanding Out o
Evelyn Watkins, Watkins
Development Group

Annual Business Meeting

JUNE, 2010
Tuesday, June 22
Installation of officers

Organi zg

EXECUTIVES TGRBREBAN OCTOBER CHAPTER MEETI

Our managers are very important people! Each year in Oc-
tober, the Heart of Peachtree chapter honors executives
with an appreciation luncheon. Save the date for you and
your manager to attend this special chapter meeting. The
speaker will be Julianne Rivera, Senior Consultant with Da
Carnegie of Georgia. Her presentation is entitled
oCommunicating More Effect
ening business relationships and increasing communicatio
effectiveness.

. . . Julianne Rivera
One new feature of our meetings will be a campaign to col-

lect more funds for the Retirement Trust Fund (RTF) for IAAP. Please plan to bring

your | oose change and 0Give to RTF for
Invite your manager and other guests to attend with you on Tuesday, October 27,
2009. Please note the location this montlGeorgiaPacific Center, in Training

Room #4. Chapter meeting fees are $2@his includes lunch. Reservations for
members and guests are mandatory and must be honored. Please contact Thelma
Salley, Arrangements Chair, no later than Friday, October 23. You may reach her by

calling 404.652.7906 or byreailing at this address: arrangements@iaap.org.

HIGHLIGHTS FROM OUR SEPTEMBER CHAPTER MEE

The HOP chapter meeting in Septembedo Ellen Costanzo and Chad Childers
was a busy one! In addition to the from the Rialto Center for the Arts were
speaker, there were several other itemsalso present. Jo Ellen gave a presentation
on the agenda. regarding the programs and concerts
offered at the Rialto.
The program was given by Rachael Kap-
lan CPRW, the Founder and Lead Con-Deborah Daniels, Membership Chair,
sultant of Right Ygaue outsRwrslgifise RoselGra6t.CPS/
Rachael gave several helpful tips to pro-CAP, received a small gift for brining a
fessionals who need to update résumésguest to the August chapter meeting who
and/or write cover letters. There were became a member (Bennie McDonald).
many guestions! Thelma Salley was presented with a gift
for bringing the most guests to the Au-
gust meeting. Deborah also gave out
cards to attendees regarding commit-
ment with a candy bar attach&dthis
was very popular with all those attending!

RYE |

Other highlights of the September meet-
ing were several giveawdly$or the Re-
tirement Trust Foundation, for the
Newsletter Question and for the Sun-
shine Fund.

Rachael Kaplan, speaker



GETTI NG TO ONO! o

"If we don't change direction soon, we'll end up where we'rePgofagsbr Irwin Corey

A lot has been written about how to get to "Yes!" such as guides to achieving compromise, negq
ating, creating win/win outcomes, etc. This article is about how to get to "No!"

From a very early age, we are subjected to conditioning that says in order to be "good" we must
always do what others want us to do and say "yes" to multiple demands. As adults, this puts us in a
challenging place, since it is impossible to please everyone all of the time.

Indeed, most of us are so overwhelmed just trying to do what others ask of us that it's difficult to
fulfill our own needs and wants. Whether we are aware of it or not, this programming affects our pro
ductivity. We are left wanting and trying to do everything: please our bosses, our colleagues, our diré
reports, all while being responsible parents, devoted spouses, and good children. Oh, if only we cou
But we truly can't.

Pause to let this sink in. We truly can't. We have endlesdadists and a finite number of hours in
each day. There will always be more to do than hours available. You will never, eveAgét done.

Most of us are tied up 223 hours a day between sleeping, eating, working, commuting, groomin
cleaning, errands, etc. That leaves one hour. SIXTY MINUTES! One hour to: workout, play with our
children, romance our spouse, walk the dog, meditate, read, learn a foreign language, play an instru
ment, paint a masterpiece, fix the broken widget, and of course watch Oprah.

Pretty depressing, huh? Go ahead, grab some tissue and have yourself
a good cry.

One of the most challenging things to change in life is the compulsi
to say "yes." However, doing what you love (what is meaningful) require
you to start saying "no." Saying "no" to things like: people asking if they
talk to you for "two minutes", BlackBerry/PDA ringsneil on evenings
and weekends, phone calls during dinner with family, etc.

You're probably thinking that it's your job to be available; you don't
want to be perceived as a "loner"; you need to be a "team player", etc,

That's your unconscious belief system talking.

The reality is, people are usually fine with receiving a voice mail, as
long as they hear back within 8 business hours. Dbiyénterruptions will respect your time more if
you kindly respond with, "No problem. Send me amail and I'll get back to you after 3 pm." Your
friends and ceworkers will understand and respect that you value your family time. And if they don't,
why would you want to please someone that doesn't care about you and your family's highest good?

To be clear, I'm not advocating rigidity. | am saying that it takes practice and love to create the
boundaries that allow for causing and generating positive change. Love? Yup, good ole' fashion Lov

L-O-V-E. Amore. The truth is, saying "no" is really saying "yes" to the things that are meaningful
you.

STRATEGIES FOR GETTING TO "NO!"

If you only had 12 months to live, and you didn't want to quit your job; what would you make a
priority? Nobody ever said on their deathed, "Jeez, if only | could answer morenails before | go."
Get Clear on your Meaningful Objectives.

1. Be "Selfish" with Your Time .| put that in quotation marks because by being "selfish" you
actually can be generous with those things that are a priority.

2. Communicate Your Intention to Your Co  -workers to increase productivity by being
more aware of interruptions and ask for their support. Ever been to a dog training class? If yes, then
you know that the one getting "trained" is the owner. Why? Because the dog responds to the owner's
behavior. So does everyone else in your life. You constantly train others on how to relate to you.

3. Eliminate Temptations. Get rid of the candy jar on your desk. Turn off the blinking enve-
lope that appears with new-mail. Set IM on "Invisible" or "Busy."

4. Practice, Practice, Practice. You've been running your conditioning for decades. Give your-
self a break and know that it may feel weird and uncomfortable to create the change. But keep going
and pretty soon you'll feel lighter and more balanced.

Article written by Peter Felsmann, McGhee Senior Consultant. Reprinted by permiddic@hee Productivity
Solutions, Inc. (McGhee) provides consulting services, tools and education to increase productivity and work/life
balance. Based in Denver, CO, McGhee integrates its proven methods and protocols with Microsoft technology t:
deliver innovative actiomanagement strategies to individuals and organizations worldiide the boardroom to
the knowledge worker, the McGhee approach maximizes technology investments, improves job satisfaction and
drives sustainable productivity throughout an organization. Sally McGhee, CEOQ, is the author of the popular boo
series Take Back Your Life! Using Microsoft Outlook to Get Organized and Stay Organized.

E-MAIL ADDRESSES
FOR OFFICERS AND

OFTEN -REFERENCED
COMMITTEE CHAIRS

Valisha Baldwin CPS
President
president@iaaghop.org

Wanda Haywood CPS
PresideriElect
presidentelect@iaapop.org

Rita White
Vice President
vicepresident@iaapop.org

Vicki Huxford CPS/CAP
Secretary
secretary@iaaghop.org

Rose Grant CPS/CAP
Treasurer
treasurer@iaaghop.org

Sabrina Scott
Director
director@iaaphop.org
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Arrangements
arrangements@iaalpop.org

Awards
awards@iaajnop.org

CPS/CAP/Education
cpscap@iaapop.org

Community Service
community@iaaghop.org

Member of Excellence
moe@iaaphop.org

Membership
membership@iaapop.org

Newsletter
newsletter@iaaghop.org

Publicity
publicity@iaaghop.org



2009-2010 GEORGIA
DIVISION OFFICERS

Donna Mitchell CPS/CAP
President

Nina Hubbard CAP
PresidentElect

Barbara Wiley CPS/CAP
Vice President

Jenny Stewart CPS/CAP
Secretary

Valerie Carter CPS/CAP
Treasurer

0GI VE TO RTF F
A CHANGESG

At the October chapter meet-
ing, we will begin a campaign t
collect more donations for the
Retirement

Trust Foundation

(RTF) for IAAP.

Please bring

loose change so

that we can

0Give to

a Change.

will be provided for donations.

CHAPTER MEMBER
BIRTHDAYS

Paula Tarver
November 19

Rosalind Tyler CPS/CAP
November 21

SAVE MONEY ON YOUR MEMBERSHIP FEES!!

Join or renew your membership now and lock in t

current dues amount for one, two, five, or ten year
The votes were cast and the decision made at t

2009 International Education Forum and Annual Me

ing (EFAM) to increase the membership dues by $ ' ~' s
You can avoid paying this increase if you renew e
and you can even pay for multiple years at the currére

rate. Dates will stay the same; however, the paid
through year will extend to 2010, 2011, etc.

‘- - o In order to capitalize on this opportunity, your payment
-‘\ '/\ A ¢ . must be received at headquarters by December 15, 2009,
e ® O "‘ to guarantee the current dues rate. Our website is not-set
"' g up to accept these prepayments dine, so a credit card
i = @ payment can be faxed (88B®1-9118) or called in
(816A891-6600 ext. 2249); please send a note to me if you
choose to take advantage of this opportunity. A member
who prepays will need to include his/her name andnibnber with a note telling us
that the payment is for membership dues. This will ensure that payment is applied cor-
rectly. If you need further assistance, please contact IAAP headquarterember-
ship@iaaphg.orgor Deborah Daniels, Membership chairperson.

SITES AVAILABIETHER YOUR EDUCATION

Are you interested in furthering your education by attending an online univer3ithe?
following link provided by eLearners.com is designed to gather information about several
programs at once without surfing the entire welf.the cost of courses is your concern,
many online universities will gladly walk you through the grant application process step
by-step. They will make sure you apply for every grant available to y®orme of the
programs listed on the site offer "fuilde" scholarships and others paid internships.
(http://www.elearners.com/careerstimuluspackage/entries/EntryFormw2.aspx

Gabrielle Eshun, Bobbie Riley
CPS/CAP/Education Committee €¢hairs

CHAPTER MEMBER SUFFERSE, IGARS OF HO

Heart of Peachtree chapter member, Paula Tarver,

writes about the recent experience of her family:

00n September 21, 2009 my ho
lightning right above the garag@/e had a bad storm

the night before, one of the
enced. Usually | just fall right to sleep, but that night |

did not sleep well.l was up and down all night with

the boys because they both had the flu and | really

wanted to monitor their temperatures. The weather

was so bad it was really hard to sleep. The rain, thun-

der, and lightening really kept me up for most of the

night. Growing up as a kid, we were taught to sit down whenever the Lord was doing his

wor k, but you just cano0t ever i rardouseenayy our h
have burned to the ground with both cars and
lose our faith. Looking back, this is one day my husband, kids and | will never forget as long as

we | ive. But , we are all grateful we still I

(Personal donations from several HOP members were collected and given to the Tarver family.)


mailto:membership@iaap-hq.org
mailto:membership@iaap-hq.org
http://www.elearners.com/careerstimuluspackage/entries/EntryFormw2.aspx

WHATOGS AABOUT?’HE BUZZ

The workplace is overwrought with clichés, buzzwords and industry jargon. Although busi-
ness terms that are familiar to everyone can sometimes make communication more effecti
the overuse of these phrases may actually hinder it.

In a recent survey, we asked executives to cite the most annoying or overused phrase or
buzzword in the workplace today. Their top responses included:

f Leverage as in, OWe intend to |l everage our
pl e business units to drive profits.o

f Gamechanger as in, oTransitioning from prod
our company. o

f valumdd as i n, 0We ha v-add of this actwity bafosetwe spent e
more on it.o

 Circleback as i n, 0l 6m heading out of the o

T Interface as i n, OMy job requires me to int

Following are some suggestions to help you avoid the clichés and voice your thoughts mo

effectively.

 Know your audience. Buzzwords are often exclusionary because at least some peopl

are unfamiliar with even the most seemingly ubiquitous terms. Tailor your message to
the knowledge | evel of the audience an
confident everyone understands them.

 Keepitsimple. One of the best ways to avoid b
try to roll a handful of thoughts into one breath. Break up your ideas so they will be ea
ier to comprehend.

9 Show instead of tell. If you find it difficult to convey your thoughts without using a
handful of buzzwords, consider eliminating words all together. Visual examples can o
convey more information than words.

Peppering your speech with buzzwords is

to an audience that truly embraces them. But try to remember that direct, concrete state-
ments typically are the most powerful and persuasive.

Submitted by OfficeTeam. OfficeTeam is the wq
highly skilled administrative and office support professionals. The company has more than 325 locat
wide and offers online job search servigesvadfficeteam.coRor more information, contact a staffing ma
ager at (800) 808367.

WAYS & MIEANST IN TIME FOR TME HOLIDA

The Heart of Peachtree (HOP) Ways & Means Committee will be selling nuts and can
dies by Terri Lynn Inc., October 3®November 30, 2009. There is something for eve-

ryone -- even if you are on a diet. These items can be used for gifts and special occa
sions. Prices range from $5.0814.00 per item. Please contact Wanda Haywood CP§
at 404652-4621 orwehaywoo@bellsouth.ndbr additional information.

UPCOMING EVENTS
FROM IAAP

March 810, 2010
Professional Education Confereng
Reno, Nevada

July 181, 2010
International Education Forum an
Annual Meeting
Boston, Massachusetts

FUTURE SITES OF THE
EDUCATION FORUM AND
ANNUAL MEETING

20100 Boston, Massachusetts
20110 Montreal, Quebec
201208 Grapevine, Texas
20136 Anaheim, California
201406 Milwaukee, Wisconsin
20150 Louisville, Kentucky

HOP CHAPTER
MAILING ADDRESS

Heart of Peachtree Chapter IAAP
PO Box 170431
Atlanta, GA 31117

taff


http://www.officeteam.com

