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OFROM THE PRESI

Hello, HOP Members!

I would like to take this opportunity to recognize the amazing -
members of the Heart of Peachtree chapter for exceeding all International Association of

expectations at our August chapter meeting. Administrative Professionals®
Heart of Peachtree Chapter

The August meeting was presented in grand fashion from the
flyer to the presentation. When I tell you nothing was left out

believe meé all bases were f
home runs.

Our Newsletter Editor, Vicki Huxford CPS/CAP, started it with
the monthly meeting flyer. It was in array of bright, bold, beaut
ful colorgi she must have thought she was on the way to Holly
wood or some silver screen eveifitit was beautiful.

As if that was not enough, the Arrangements Chair, Thelma
Salley, just had to advertise Boston Market was catéring
roasted chicken, mashed potatoes, green beans, corn bread,
chocolate chip cookies, brownies, assorted sandwiches, sweet
tea, and saladsenough stuff to blow your diet right out of the
water, just too much information for me. Then to top this off,
the Membership Chair, Deborah Daniels, sai
to any member who invites a guest who actu
mind would jump on an opportunity to win anything. Then, the Community Service Chair,
Alicia Reed, said, OHey, I can top that, |
everyone who donates clothing items for th
great idea it was because she collected more items than she could carry!

Valisha Baldwin CPS
President

This was all such a good deal for Sabrina Scott, our past President, who was already too ex-
cited about presenting to pass up the opportunity. She thought it was the perfect time to talk
about o0How Well Do You Know Yo
while Rose Grant CPS/CAP was cool and calm and got her point

across getting members excited
Certification.é Boy, that was
out to be a great success.

The air was festive, the visitors were all greeted with an HOP
hearty welcome and given a membership packet. Each person
later ate a delicious lunch, learned a lot about HOP and the
IAAP organization. They won several prizes and gift certificates
from Boston Market. The result of this program was that the
Heart of Peachtree Chapter was able to share the benefits of
being a member of the IAAP organization and we recruited one
new member éBennie McDonal d. T
Professionals Connecting tree members, for your Power of Commitment!

to IAAP




COMMUNITY SERRUTESREOLUNTEERS

The American Diabetes Association would love to have your support as a volunteer for the
2009Step Out Walk to Fight Diabetes event on Saturday, September 26, 2009 at Grant P4

ADMINISTRATIVE
PROFESSIONALS WEEK

. . . | Gayle McDaniel, Chair
I'm sure that you've seen the news stories about how the incidence rates of diabetes, parti Y

larly type 2 diabetes, have grown to epidemic proportions. What you probably didn't know [EX=1=yNNle]=¥ = \urs
that diabetes will kill more Americans in 2009 than breast cancer and AIDS combined! Or ERENEREEYAOLE
that it's the leading cause of blindness, lowieth amputations and dialysis in the country.
With one in ten Georgians affected by this disease, it touches almost all of our lives. AWARDS

Sabrina Scott, Chair
Although we face challenging times, diabetes does not slow down. In order to make the w4
a success, we need the help of volunteers. You can volunteer to participate in one of the fq
lowing areas:

BYLAWS/STANDING RULES
Joan Anderson, Chair

COMMUNITY SERVICE

Prize Fulfillment 9:00 a.m. & 11:00 a.m. Alicia Reed, Chair
CPS/CAP/EDUCATION
. . . Gabrielle Eshun and
Finish Line Celebration 9:30 a.m. 6 11:00 a.m. Bobbie Riley, Co-chairs

FRIENDSHIP SERVICE
Paula Tarver, Chair
Raquel Short

You can simply respond byreail to ajreed@gapac.com and enter "register me" in the sub-
ject and include your address. Everything else will be completed for you. Should you have
guestions, please contact Alicia Reed, Community Service Chdt04652-6040) or send
an email to ajreed@gapac.com HISTORIAN

Valisha Baldwin CPS, Chair

Thank you for your support!

StepOut A\ =,

MEMBER OF EXCELLENCE
Zina Adams CPS, Chair

MEMBERSHIP
Deborah Daniels, Chair
Toni Creighton CPS/CAP

NEWSLETTER

Walk to Fight Diabetes Vicki Huxford CPS/CAP, Chair

PUBLICITY
Sabrina Scott, Chair

WAYS AND MEANS GIVES AWAY TOTE BAG ROUNDATION

Pat Marshall, Chair

l----------.-..................l..... SCRAPBOOK
"'~.._. Rose Grant CPS/CAP, Chair
SUNSHINE FUND
The HOP Ways & Means Committee ‘%, Rosalind Tyler CPS/CAP, Chair

will be giving away a black tote bag at
the September 22 chapter meeting. .

WAYS AND MEANS
Wanda Haywood, CPS, Chair

Tickets for the giveaway will be $1.00
please see Wanda Haywood CPS to pick
up several tickets!! -~
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OCTOBER, 2009

Tuesday, October 27

Executive Appreciation
Luncheond i Di scover i
Me mory Power 0
Speaker: Dianne Young

NOVEMBER, 2009

Tuesday, November 17
ACommunicating
Ef fectivelyo
Speaker: Darryl Jones

DECEMBER, 2009
Tuesday, December 15
Holiday Luncheon
Silent Auction

JANUARY, 2010

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

FEBRUARY, 2010

Tuesday, February 23
fRecord Retenti
Green®

Speaker: Keri Walling, Avery
Dennison®

MARCH, 2010
Tuesday, March 23

AHow to Organi z:g

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
iStanding Out o
Evelyn Watkins, Watkins
Development Group

Annual Business Meeting

JUNE, 2010
Tuesday, June 22
Installation of officers

LEARESUMIRITING AT OUBMBERTMEETING

All of us know that we should keep our résumé curr@njust in case. But, how
many of us do that? Come to our September chapter meeting and find out what you
need to do to make your résumé firgtte.

Our speaker, Rachael Kaplan, CPRW (Certified Professional Résumé Writer) is the
Founder and Lead Consultant of Right Y
letter editing and writing company based in Atlanta, Georgia. Originally from Cleve-
land, Ohio, Rachael settled down south just over two years ago after spending some
time in St. Louis, Missouri. Armed with a Master of Arts in Nonprofit Management

and a

Bachelor of Arts in Psychology, both from Washington University in St. Louis,

Rachael began her career with Teach For America as a Recruiter. It was during this
time that she realized what a large discrepancy there was between the quality of
people she met, and the quality of résumés she received. She resolved then to help
people land jobs they deserved by refining their résumés and cover letters to meet
empl oyer expectations, and with that R

The chapter meeting will be held on Tuesday, September 22, in the Tenth Floor
Presentation Room in GeorgRacific Center, from 11:30 a.m1:00 p.m. Make
your reservation today by contacting Thelma Salley at arrangementsdigaprg

or by calling 4046527906.

HIGHLIGHTS FROM OUR AUGUST CHAPTER MEETIN(

The August Heart of Peachtree chapter tirement Trust Center, the Web Commu-
meeting has already been highlighted by nity, Goals of Membership and Involvement
President Baldwin in her frofiage article. and Awards.

Several chapter members put in long hours
in preparation for this meeting.

Pictured below is Rose Grant CPS/CAP,
our Treasurer, who spoke at the meeting
regarding certification programs for CPS
(Certified Professional Secretary) and CAP
(Certified Administrative Professional).

Sabrina Scott presenting

Greetings were given by Tracy Avolio from
Boston Market who catered the meal for
the day. Sherry Burger from Staples and
HOP member, Keri Walling from The
Highlands Group also spoke briefly.

Sabrina Scott, our Director, then gave a Other highlights of the August meeting
presentation ent it |vwemsevetaHyveawdidol the RAI@- Y o u
Know Your Chapt er ? ément3rhseFoundatioe, foetde Nevesletierr a |
subjects related to IAAP including the Re-Question and for the Sunshine Fund.



BE MORE CONSANIRINEREASE YOUR SUCCESS

wor king with
by yourself, on

and thr ou(

oAl I of |l ife is about
S your ow

ustain, or maintain

I have found the above quote to be very true. Regardless of the types of goals and successes | hav
been able to achieve, other people have always played a role in some way in my being able to reac
them.

Some time ago my niece, Imani, and | created a clever acronym which | keep in mind when interacti
with people. We were driving to Six Flags Amusement Park in Atlanta and | thought of a game that
we played en route. It was making up acronyms (only a motivational speaker, like myself, would
come up with something like that and think of it as being fun!). We thought of several good ones.
But one was really greatSTOP = Stop Treating Others Poorly. By poorly we meant being inconsid-
erate, selfish, and unhelpful.

This newsletterds focus on being considerate
The Oprah Winfrey Show two weeks ago (Thur sd:
author of Choosing Civility. They discussed various disrespectful behaviors, many of which are com
monly practiced by a majority of people. Oprah cited a recent survey that found 80% of Americans
think rudeness is a serious national problem! Oprah talked about how the quality of our lives and thg
quality of our relationships would improve if we all decided to be more considerate, courteous, and
polite.

In my presentations on teamwork, customer service, and goal achievement, | always explain the rea
sons why treating people with respect is key to professional, personal, and entrepreneurial success.
The top three being:

1. People do their best work when they feel respected and valued.

2. There is always the possibility of positive ramifications.

3. Each of us wants to be respected
likelihood by being considerate of others.

and t hr (

Stop Treating Others Poorly
- Donna Satchell & Imani Gay -

I use STOP as an acronym in my programs so participants have an easy reminder for them to be re
spectful of the people they interact with at work, home, social gatherings and all areas of their lives.
encourage you to consider STOP as a cue for yourself to treat others well by deciding to stop:

Gossiping.

Being unkind,

Being unhelpful.

Acting superior.

Belittling othersd ideas.

Disliking someone simply because others do.

Making fun of people who are different than you.

Withholding useful or valuable information from others.

Making onewcomerso6é feel |like Ooutsiders.

10. Devaluing others6 opinions and suggestio

11. Refusing to share the credit with those who have helped or assisted you.

12. Forgetting or deciding not to say
Complimentary comments to those who deserve hearing them.

13. Monopolizing conversations by only talking about yourself and being disinterested in others

14. Refusing to say o0l &6m sorryo6 or o0l apologi

(continued on page 6)
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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 "s at
director@iaaphop.org o
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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
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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

MEMBER SPOTLIGHT

What is important to you about IAAP?

The support of the IAAP members is most
important to me. When | need help, | am glad
to have a base of members that | can call on
with software questions, CAP questions, etc.

Why did you join the HOP Chapter?

As a new employee of the GeorgRacific In-
formation Technology group, IAAP seemed to
be a perfect networking fit with the added bo-
nus of getting my administrative professional ~ Our newest member, Bennie McDonald
certification.

Please give a brief bio about yourself fi your employment, hobbies, favorite

pastimes, etc.

| am a native of Chattanooga, Tennessee; however, | have been in Atlanta for 30 years. |
joined GeorgiaPacific this year after working as a contractor for about six months. | was
downsized from BellSouth as a result of the takeover by AT&T.

| have several favorite pastimes: gardening, cooking and traveling. The one thing that |
enjoy the most is shopping.

Welcome, Bennie, to the Heart of Peachtree chapter!!

PROPOSED CPI}¢AFR®NUP UPDATE

We are pleased to inform you that the HOP Chapter is in the process of testing Micro-
soft SharedView for use in conducting the upcoming group study sessions. SharedView is
a fast, easy way to share documents and screen views with members anytime, anywhere.
SharedView offers members a convenient way to join in with comments or questions

from the comfort of their own homes. Any documents to be
A shared can be viewed estreen as well. No one has to leave

= \ work or travel to attend a study session.

-

We are still in the process of working out a study plan as well
as a schedule of meeting times. We intend to be up and run-
ning by or before the last week of September. To assist us
with this process, please reply to either-ohair bySeptem-

ber 18" with your responses to the following:

Would you prefer one long session OR two short sessions per week?

If you prefer one long session per week, what day is best for you?

If you prefer two short sessions, which evenings are best for you?

Are you interested in lunch sessions? If so, what time is your lunch and which
days of the week work best for you?

In the meantime, you can install the latest SharedView application sharing software for
free and start getting familiar with how to use it. Visittp:/
www.connect.microsoft.com/content/content.aspx?ContentID=6415&SitelD=94

Education Committee CdaChairs: Gabrielle Eshu@abrielle.Eshun@sutherland.cam
Bobbie Rileyjeeterwoman@yahoo.com


http://www.connect.microsoft.com/content/content.aspx?ContentID=6415&SiteID=94
http://www.connect.microsoft.com/content/content.aspx?ContentID=6415&SiteID=94
mailto:Gabrielle.Eshun@sutherland.com
mailto:jeeterwoman@yahoo.com

NETWORKING POODHICBHGULD SIDESTEP

This column idea comes from a workshop participant (thanks, Mike!) who asked for the most common net
working mistakes made by job seekers.

Mistake 1. Not having a strategy. I f you got up o d ca
contacts and things to say. _ _ _ October 18-21, 2009

Mistake 2. Confusing the tool for the strategy. LinkedIn and Twitter are not strategies; rather, they are Certification Conference

to_ols you can use to conduct your ne_tworklr_lg. _ _ Portland, Oregon

Mistake 3. Relying too much on an inner circle of friends and family. You need to push yourself to reach

beyond this circle.

Mistake 4. Treating all contacts equally. If your approach to each person is the same, you have not stopj Professi'(\)/lr?;;rgdgj(?étizoonlgonferen

to identify the various needs you have in your job search and who can fill each need.

Mistake5. Asking too much, too vaguely, of networKki Reno, Nevada you
you know of any open jobs?6 you are asking too . )
as: OWho do you know in xyz company?é July 181, 2010
Mistake 6. Sayi ng, 01 06m not good at thisé or ol dono tJUCEIHCRSEEIREIIEY: 5 ¢
Mistake 7. Not casting a broad enough net to meet the right people. When you want to talk with someong Annual Meeting

you dondt know, you must ask yourself, OHow cou Boston, Massachusetts e rsor

Mistake 8. Not giving networking a chance to work. If you expect individual contacts to yield instant re-
sults, you will be disappointed.

Mistake 9. Not staying in touch with contacts.

Mistake 10. Not using broadcast-enails to reach a community of contacts. A short note sent bcc can be
interspersed with more personal communications.

Mistake 11. Not realizing that your contacts have a stake in your success.

Mistake 12. Saying, 016l 1 take anything. o I'n truth,
Mistake 13. Not f ol |l owi ng up on | eads. I f a |l ead doe
Mistake 14. Not presenting a o0can dodé attitude. Net w
Mistake 15. Not maintaining networks after getting a new job. When you get a job, send everyone an e
mail to thank them.

Amy Lindgren is a career counselor and the president of Prototype Career Sewioe.prototypecareerservice.cojin St.
Paul. She can be reached directly at alindgren@prototypecareerservice.com-8683197.

BE MORE CONSHNHRMANEREASE YOUR SUCCESS

(continued from page 4) 20108 Boston, Massachusetts
15. Thinking common courtesies |ike saying 0Gog 20118 Montreal, Quebec ing
behind you, and giving up your seat to a person in need are practices of the past. 20128 Grapevine, Texas
16. Thinking and acting as if only the O0i mport a 20136 Anaheim, Calfornia y maf
17. Using the ideas of others and not giving them credit. 20143 Milwaukee, Wisconsin
18. Telling people you will!l Obe there for themd
19. Taking material possessions that do not belong to you.
20. Borrowing money, books, or anything of value and not returning it.
21. Being |l ate and thinking itds OK for people
22. Talking about things that were shared with you in confidence.
23. Forgetting to say opleased6 and othank youo
24. Telling jokes that may embarrass others.
25. Using words, tones, or gestures with anyone that would have gotten you reprimanded if
you used them as a child with your mother, grandmother, or any adult family members!

20150 Louisville, Kentucky

If you do the opposite of the behaviors listed above, you will be well on your way to treating people with
respect and you will be well on your way to success.

Isn’tittime to ...

Just get
Serious

By the way, if you think of other STOP behaviors to add to
this list, please let me know and | will mention them in my
next newsletter. You can share your ideas by emailing me
this address: donna@)justgetserious.com

Wishing You the Best of Success
In All Your Endeavors!

Copyright 2009 Donna Satchell. All rights reserved. Reprint permission granted. Heart of Peachtree Chapter IAAP
Donna Satchell of STARR Consulting & Training is a motivational speaker, success skills trainer and author. S PO Box 170431

provides programs in customer service, teamwork, time management, as well as motivational speeches which Atlanta, GA 31117

inspire individuals to live more successful lives. Visit www.JustGetSerious.com for information about her pro-
grams and products and to view vi dle8040f Donnads s
Donna@justgetserious.com.

her


http://www.prototypecareerservice.com

Valisha Baldwin CPS
President

Wanda Haywood CPS
PresideniElect

Rita White
Vice President

Vicki Huxford CPS/CAP
Secretary

Rose Grant CPS/CAP
Treasurer

Sabrina Scott
Director

Second Tuesday of each
month (except December)

GeorgiaPacific Center
133 Peachtree Street NE
Atlanta, GA 30303

Conference Room 5C
(fifth floor)

Fourth Tuesday of month
(third Tuesday in November
and December)

GeorgiaPacific Center
133 Peachtree Street NE
Atlanta, GA 30303

Tenth Floor Presentation
Room (tenth floor)- subject
to occasional change

www.iaaphop.org

Important Information

CONFERENCE WRBREBRESSING

Heart of Peachtree members, be sure you are available on Februg,110. These

are the dates for the Georgia Division Certification Development Workshop and Student
Conference at the Crowne Plaza Atlanta Airport Hotel. HOP and the Dogwood Chapter
are hosting this event together The t h
Successful Career. o Al chapter members
Registration materials will go out soon.

// /
L O Nl IOS?

Georgia Division
Certification Development Workshop
and
Student Conference
February 1920, 2010
Crowne Plaza Atlanta Airport Hotel

COMMUNICATIORICBENTERNATIONAL PRESIDENT

International President of IAAP, Susan Shamali CPS/CAP, recently sent out her September Communication to
all IAAP members. Listed below is an excerpt. The entire article can be read by going to this address: http://
community.iaafng.org/IAAPHQ/IAAPHQ/Home/

OWe accomplished much while in Minneapolis, but t|
our financial status and why are we still having issues when the dues increased paaisednd simple, the

dues increase does not take effect until January 1, 2&1@n then, the full impact of that increase will not

show up on our books until the fiscal year beginning July 1, 20k means we continue to be in a finan-

cially precarious position and must continue to reduce all expenses not directly related to products and ser-
vices. And, yes, that means readdressing how we continue with our awards prograhesnew Membership

Growth Awards program will be communicated this week to all division and chapter presidents and president
-elects. We've established a program that won't change from year to year, which will enable chapters and
divisions to incorporate it into their longerm strategic planning progranQuestions may be addressed to

the membership department atembership@iaapq.orgd

Pager
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