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October 21 Meeting:

“Marketing Yourself as an Applicant” Kathleen Gadd

Kathleen Gadd is an energetic and personable Senior Training Specialist presently employed in Longmont at Intrado, Inc.  In this capacity she applies her creativity and insight to developing and delivering dynamic training programs and other development opportunities for employees and management that add to the company’s and employees’ success. Her diverse work experience in University, business and government settings gives her perspectives on workplace issues that others may not have, which serves to enhance her work. Kathleen has assisted hundreds of individuals in managing their careers effectively by providing training and individual advice on career interest assessment, goal setting, and career developmental activities. More than one person has sought her out to tell her how her career development programs have changed their lives in one way or another. One of Kathleen’s most well received topics has been “Marketing Yourself as an Applicant” in which she helps people understand how to make themselves ‘stand out from the crowd’ as a job applicant. 

This presentation includes:

    The need to “market” yourself

    How to communicate the value you will bring to the organization

    Specific techniques to differentiate yourself from other applicants

    Tips on resume layout

WELCOME to the Boulder Chapter IAAP Meeting!

What:

Monthly Chapter Meeting & Program


Social/Networking:  5:30 pm



Business Meeting:  6:00 pm



Dinner:  6:30 pm



Program:  7:00 pm

When:

Thursday, October 21, 2004
Where:
LaHacienda Restaurant



1606 Conestoga



Boulder, Colorado



303-440-8565

Cost:

$12.00, Members and Guests

RSVP:

Vicky Judish by 12 Noon, Tuesday, October 19



Work email: vicky.judish@ctilidar.com


Work Phone:  303-379-3125


(You will be responsible for the dinner cost of $12 unless cancellation is received 



by Vicky by Tuesday Noon.)
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President’s Message    
Changes – they daily happen at this time of year.  The weather, tree leaves and gardens are some obvious changes we are seeing.

You will notice a change in the author of this President’s Message.  Yes, Stacia Keller CPS, resigned as President - but only as President and not as a member.  Due to stress related health issues, Stacia needed to make a change in the number of tasks she had taken on.  At the end of the last Chapter meeting, Stacia handed me the gavel.

Another change you will see is in the Newsletter format itself.  We want you to know first thing when you see The Flatirons what the Boulder Chapter IAAP’s next meeting is going to be.  I hope this will help you make the decision to come to the meeting and the first task after reading this announcement, would be to contact Vicky Judish to reserve your seat.

If you are in the market for a job change, this next meeting is a perfect meeting for you to attend.  Kathleen Gadd will help you prepare for the task before you and you will go away with lots of hints to prepare you for this change.

I believe these are about all the changes that I can handle for now and will close with something that will never change.  I will be looking forward to seeing each of you at our next meeting.

Johanna Humphrey CPS

President

Boulder Chapter IAAP

Boulder Chapter October IAAP Meeting Minutes

September 16, 2004, 5:30 pm – 8:00 pm

 

The regular monthly meeting of the Boulder Chapter of the International Association of Administrative Professionals (IAAP) was held at La Hacienda Restaurant in Boulder, Colorado.  The meeting was called to order at 6:00 pm by President Stacia Keller CPS, followed by the Pledge of Allegiance, welcome and introductions.

 

Members Present:  Dawn Lesser CPS, Joyce Teter PRP, Stacia Keller CPS, Vicky Judish, Patti Lovato, Johanna Humphrey CPS, Vi McNew CPS/PRP, Robin Trader CPS/CAP, Linda Wolfe CPS

 

Guests:  Nancy Upchurch CPS/CAP, President - Union Colony Chapter and Retired Trustee, Retirement Trust Foundation, Sarah Lesser, Assistant to Dr. Laszlo

President’s Report: Joyce Teter PRP, and myself attended the Union Colony Chapter meeting in early September. We were all encouraged to focus on membership and stretch the goals that have been set by Division President, Nancy Harris CPS, and look for opportunities to expose our chapter in our local communities by getting out the IAAP information to businesses and other organizations.  Teaming with other organizations or volunteering were suggestions that came from headquarters.  Grand Junction Chapter used their local cable channel to get out information and discuss the benefits of joining IAAP.  Everyone was asked to think of Boulder and Longmont businesses that we can target.  Celestial Seasonings and NCAR were suggested and Johanna and Patti reported they had contacts at these businesses.
 

Treasurer’s Report:  The financial statement for August 2004, were presented by Treasurer Vicky Judish.  The report will be filed and the Treasurer was instructed to pay any outstanding bills.

Reports of Officers: 

Program Chair Report:  Johanna Humphrey CPS reported that October 21st meeting topic will be “Marketing Yourself as an Applicant” with Kathleen Gadd.  She will discuss topics of resume writing and tips to make you stand out from the crowd.  November’s meeting will be highlighting the RTF and a silent auction.  The silent auction funds will be our donation to the RTF.  The Division Board has asked all members to donate $1.00 toward the RTF between now and November meeting.  Possibilities for the December meeting as a Dinner/Theatre production are: “Cats” at the Boulder Theatre – six choices of entrees, and “Bye, Bye, Birdie” or “Scrooge” at the Longmont Theatre – three choices of entrees.  Members were asked to voice their opinion about their preference to the Board.

Reports of Committees:

COMMITTEE CHAIRS FOR 2004-2005:  Stacia Keller CPS reviewed the list of chairpersons for the upcoming year.  There are several committees that still are without chairpersons and Stacia requested that members consider filling these spots.  Please talk to Stacia about any of the opportunities that you have a passion for helping with.

WAYS AND MEANS:  Robin Trader CPS/CAP had pens and business cards for sale at the Ways and Means table.  She noted that she can create business cards for IAAP and personal use – either one or both if you choose.  Please talk to Robin about any of your business card needs.

NEWSLETTER:  The October deadline will be October 15, 2004.  Submissions for the Newsletter can be sent to Vicky Judish by e-mail (vicky.judish@ comcast.net) or call Vicky (303-499.3902).

Old Business:

Vi McNew CPS/PRP suggested that we change the Budget and Income to reflect the expenses and income as the same total. Vi moved that we change the $55.00 under Miscellaneous to read $145.00 to bring the total budget expense to $3,019.00.  The motion was seconded and the membership approved.

Vi McNew CPS/PRP noted that she had reviewed the By-Laws & Standing Rules and that they require some minor revisions.  Each member present was given a copy of the information to be voted on.  The Bylaw amendment would be proposed as well as a new Standing Rule at the October meeting.  The recommended amendment would be to the Nominating Committee selection in March and change it to May.  March is considered too early as the officers would not be taking over their positions until the July.  Please review the handout and direct any questions or revisions suggestions to Vi.

Good of the Order:  

Robin Trader CPS/CAP reported that the Audit Committee completed the Boulder Chapter’s books audit August 17th, and found everything in order and commended Stacia Keller on an outstanding job as Treasurer for last year.

Stacia Keller CPS asked the members present to update the Directory by noting any changes to their information and add their birth date and date joined.

Stacia reported that as per Division President, Nancy Harris CPS’ request, the goal for the Boulder Chapter is to maintain the 38 member number and in order to do this we will need to set a goal of eight new members this year.

DIVISION UPDATE:  Stacia Keller CPS reported that Nancy Harris CPS requested feedback as to members’ wishes for CEU programs sponsored by the Division.  Topic and cost that members would be willing to pay for such CEU are still being requested.

Announcements:

From Stacia Keller CPS, President:

"It is with sadness that must resign my position of President of the Boulder Chapter of IAAP.  Because of health-related stress issues, it is necessary for me to lower my level of involvement in many areas of my life.  Unfortunately, this is one of them.  I am sorry to let you all down when you placed so much confidence and encouragement with me.  I am not capable of handling this job in a manner that would make the Chapter proud.  The survival and accomplishment of the Boulder Chapter deserve a better chance.  I will turn the gavel over to your Vice President, Johanna Humphrey, CPS. "
Our next Board meeting will be Wednesday, October 6, 2004, 6:00pm, at Hunan Gardens in the Atlas Village Shopping Mall on southwest corner of 95th and Arapahoe.  All members are encouraged and welcome to attend.

Meeting Speaker:

September’s meeting topic was “Fit While You Sit” by Dr. Laszlo, Chiropractor.  Exercises and information to keep a healthy bone structure were presented with materials to take home.  Dr. Laszlo also opened his office to those attending for a free consultation and adjustment.

Raffle Winner:  Vi McNew CPS/PRP

Adjournment - 8:00 pm.

Patti Lovato

Secretary, Boulder Chapter IAAP
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  A Brokxn Kxy
Evxn though my typxwritxr is an old modxl, it works quitx wxll xxcxpt for onx of the kxys.  I havx many timxs wishxd that it workxd pxrfxctly.

It is trux that thxrx arx forty-onx kxys that function wxll xnough, but just onx kxy not working makxs thx diffxrxncx.

Somxtimxs it sxxms to mx that our chaptxr is somxthing likx my typxwritxr – not all the kxy pxoplx arx working propxrly.

As onx of thxm, you may say to yoursxlf, “Wxll, I am only onx pxrson, I don’t makx or brxak thx chaptxr.”

But it doxs makx a big diffxrxncx, bxcausx a chaptxr, to bx xffxctivx, nxxds thx activx participation of xvxry pxrson.

So, thx nxxt timx your xfforts arx not nxxdxd vxry much, rxmxmbxr my typxwritxr and say to yoursxlf, “I am a kxy pxrson in thx mxmbxrship and I am nxxdxd vxry much.”

If this is what happxns to thx wholx chaptxr, multiply this by many timxs – thx wholx thing just doxs not makx sxnsx!

So, please don’t be a broken key – be a useful one.

Member’s Corner  [image: image3.bmp]
  [image: image4.wmf]       Vi McNew CPS/PRP was the winner of the September Raffle prize!    Vi will donate a gift to be raffled at the October meeting.  Tickets are $.50 each or 3 for $1.00 and can be purchased from Robin Trader CPS/CAP. 
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	November Birthdays

	7 – Dawn Lesser, CPS

	15 – Jenny Cayton

	26 – Tommie Diaz CPS


Don’t forget!  November is RTF Benefit Month.  The Division Board has asked all members to donate $1.00 toward the RTF between now and November meeting.   Please give your donation to Vicky Judish, Boulder Chapter Treasurer.  Thank you!
It’s Showtime!

The Board has tentatively agreed that the December meeting would be December 12th matinee at the Boulder Dinner Theatre unless the majority wanting to go decided otherwise.  As the show does not end until 10:30 pm, this is a long day and late evening to attend a show during the week.  A Sunday matinee will offer us more of a chance to enjoy the show, plus the cost is less.  This will be presented and discussed at the October meeting.  Please give us your feedback!
[image: image6.wmf]Boulder Dinner Theatre

5501 Arapahoe Avenue, Boulder

303.449.6000

Cats 

Prices are:

Left price – under 12 people, right price – group of 12 or more

6 menu items at this price with $4.50 additional for salmon or $6.00 additional for prime rib.  Group prices include gratuity and taxes.  Tea and coffee are bottomless, with alcoholic beverages and desserts being extra charges.

	Center
	Diagonal
	Side

	Mon through Thurs and Sun night – 6:15pm–10-10:30pm except Wed 5:30pm–9-9:30pm

	$41 / $39
	$35 / $32.75
	$25 / $22.50

	Friday and Saturday – 6:15pm – 10-10:30pm

	$53 / $51.25
	$47 / $45
	$37 / $35

	Sun matinee – 12:15 pm

	$49 / $39
	$43 / $32.75
	$33 / $22.50


[image: image7.wmf]Jesters Dinner Theatre

224 Main Street, Longmont

303.682.9980

Bye Bye Birdie – Friday, Saturday (6:00pm-9:30pm) and 

     Sunday Matinee (12:30pm-4:00pm)

Scrooge – Sunday evening and Thursday (6:00pm-9:00pm)

Prices are:

$29.95 for 3 menu items

$3.00 additional for shrimp and salmon

$5.00 additional for prime rib

Tea and coffee are bottomless, with alcoholic beverages and desserts being extra charges.

WIN 2005 DENVER CONVENTION REGISTRATION!

Our Colorado-Wyoming-Montana Division is offering raffle tickets to win paid registration to the IAAP Denver International Convention to be held next July.  We are giving TWO paid registrations away.  Cost for raffle tickets are $5 each.  Please note that this year, IAAP HQ will not offer a raffle for airfare and registration to Convention as in the past.  So this offer to win paid registration will help two lucky members!  Here is preliminary information about that upcoming Convention: http://www.iaap-hq.org/2005_Denver_Convention_Prelim_Info_Page.htm
TWO MINUTE TIPS
Productivity Boosters Brought to You by Ben Adkins
September 2004
***************************************************
Training* Speaking * Consulting * Conflict Resolution
Welcome new subscribers! You are receiving Two Minute Tips because you requested it at a speaking or training event, referral from a colleague, or through our web site. Removal instructions are at the bottom. Your information is always kept private.
In This Issue:  The best and the worst boss – which one are you?
Have you ever had a boss that wasn’t wonderful? One that brightened the room just by leaving? The kind of boss who motivated the troops by going on vacation?
If being a supervisor was a science then everyone could just read the manual and be a good boss. There wouldn’t be any bad ones. But leadership is more art than science. There is no manual or class that teaches one how to handle every supervisory situation. Leaders learn from their past bosses and tend to copy them. The good and the bad. If they have a certain amount of self-awareness, bosses learn from their mistakes and figure out how to change and become more effective leading others. On the other hand, if they are "checked out," bosses keep repeating the things that demotivate employees. And then blame the employees for the productivity problems. 
In a recent training class for first-time supervisors, I asked the group to list the characteristics of the worst boss they ever had. The list went something like this:
· Inconsiderate 

· Not open to ideas of others 

· Dictatorial 

· Poor communicator 

· Did not develop others 

· Egotistical 

· My way or the highway 

· Gave no praise or encouragement 

· Belittled people 

· Untrustworthy 

I then asked them to think of specific qualities of the best boss they ever had. The list contained these characteristics:
· Backed you up 

· Good mentor 

· Gave effective praise and criticism 

· Gave clear direction 

· Set clear expectations 

· Asked for input 

· Communicated the "big picture" 

· Modeled the behavior expected from others 

· Were motivated themselves 

· Showed appreciation and treated people with respect 

Re-read the "worst boss" characteristics and imagine that your supervisor has all of those characteristics. How do you feel? Want to call in sick?
Re-read the "best boss" characteristics and imagine that describes your boss perfectly. Wouldn’t you feel motivated at work? You’d probably do things for that person gladly, instead of just because you had to.
We control our own behavior. Whether in a leadership role or not, we can choose the behaviors that get the best results for ourselves and from others. What characteristics would the people you work with say you have? 
Ben Adkins
Adkins and Associates
phone: 817-370-8746
cell: 817-313-1693
fax: 817-370-8745
email: ben@trainingspeaking.com
web site: www.TrainingSpeaking.com
"Tools for Increased Effectiveness"
November newsletter submissions due Friday, November 12th
Vicky Judish

Boulder Chapter-IAAP

Newsletter Editor
Treasurer
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IAAP Officers Roster for 2004 - 2005
International Board

President 

Jo A. Peay


Winston-Salem NC

President-Elect

Kay E. Enlow CPS/CAP

Raytown MO

Vice President 

Sandra P. Chandler CPS

Orlando FL

Secretary 

Marcia O’Hearn CPS/CAP

Toronto ON

Treasurer 

Judy McCoy CPS


Bellingham, WA
Great Lakes Dist:

Mary A. Ramsay, CPS/CAP

Oak Creek WI
NE District:

Linda Lorden, CPS


Boscawen, ND
NW District:

Lynda B. Boulay, CPS/CAP

Woodbury, MN
SE District:

Tia Theriaque CPA


Alexandria, VA
SW District:

Patti S. Speer


Las Vegas, NV
Canada:


Barb Horton CPA


BC Canada
Affiliate Rep:

Ava Lee CPS


Jamaica West Indies
Colorado-Wyoming-Montana Division Officers

President

Nancy Harris CPS


Mt. View Ft. Collins Chapter

President-Elect

Sharon Hunvald CPS

Denver Chapter

Vice President

Dawn Lesser CPS


Boulder Chapter
Secretary

Margaret Hartl


Rim Rock Chapter
Treasurer

Betty James


Division Member at Large

Parliamentarian

Debra Brown CAP


Denver Downtown Chapter

Boulder Chapter Officers

President

Johanna Humphrey CPS

johannahumphrey@yahoo.com   720-864-5062

Vice President

Open

Secretary

Patti Lovato


plovato@ball.com

303-939-6676


Treasurer

Vicky Judish


vicky.judish@comcast.net
303-379-3125


Parliamentarian

Joyce Teter PRP


joyceteter@prodigy.net 
303-776-2793


Boulder Chapter – Committees

Directory

Linda Smith CAP


ldsmithcap@hotmail.com

Bylaws


Vi McNew CPS, PRP

videlmcnew44@earthlink.net

CPS/CAP

Vi McNew CPS, PRP

videlmcnew44@earthlink.net
Membership/Hospitality
Peg Howard


fumchurch1@msn.com   303-776-3523
Newsletter

Vicky Judish


vicky.judish@comcast.net

Historian

Open




Ways & Means

Robin Trader CPS


robin_trader@maxtor.com

Admin Prof Day

Robin Trader CPS


robin_trader@maxtor.com

Publicity


Jenny Cayton


goldrushairedale@earthlink.net

Webmaster

Dawn Lesser CPS


dawn_lesser@maxtor.com
Visit the website of the International Association of Administrative Professionals:  www.iaap-hq.org
Visit the Boulder Chapter website:  www.orgsites.com/co/boulderiaap[image: image10.wmf][image: image11.png]
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