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Fail not to call to mind, in the course of the twen ty-fifth of this month, that the Divinest Heart tha t ever 
walked the earth was born on that day; and then smi le and enjoy yourselves for the rest of it; for mir th 
is also of Heaven's making.                                                                                           ~Leigh Hunt 
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   PROGRAM:  Christmas Social 
     
   SHOW: Diamond W Chuckwagon Supper 
                      and Prairie Wranglers  
 
   DATE: Thursday, December 6, 2007 
 ����TIME:  5:30 pm Doors Open 
                  6:30 pm Supper served followed by 

               Prairie Wranglers show 
                       
  PLACE: Old Cowtown Museum 
                     1865 W. Museum Blvd.  
 

MENU: All-you-can-eat Bar-B-Q: Smoked Beef Brisket, Smoked 
Chicken, Red Potato Salad, Honey Cornbread, Peach  
Cobbler, and the Famous Diamond W Beans  

 
   COST: $27 (please pay for yourself at the door) 
 
Reservations Required : We recognize emergency situations do come up. If you 
need to cancel your reservation please contact: 

Cyndi Mullins CPS (work 523.5116)  

no later than noon, Monday, December 3. The chapter is charged for the guaranteed 
number of meal reservations made, and members will be billed for reservations not 
canceled in time. 
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2007-2008 Board of Directors 
 
 
PRESIDENT  
Marianne Eyles CPS/CAP 
meyles@kumc.edu 
 
 
VICE PRESIDENT 
Cyndi Mullins CPS 
cyndi.mullins@spiritaero.com 
 
 
SECRETARY 
Monique Richardson CPS 
monique.l.richardson@spiritaero.com 
 
 
TREASURER 
Ruth Smith CPS  
ruth.smith@spiritaero.com 
 
 
DIRECTORS 
Bobbie Frye CPS/CAP 
Bronda Robbins CTM 
 
 
PARLIAMENTARY ADVISOR 
Patricia Pickard CPS  

 
 
 
The Pow Wow  is a monthly 
publication of Minisa Chapter. 
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Can you believe that 2007 is almost behind us!? Where does the time go? Ah well, another year 
closer to retirement! 
 
Fifteen Minisa members and five guests attended the IMPACT meeting in November. Aliece Lowe 
joined that evening. Aliece is a friend of June Crawford. Welcome, Aliece! The display tables were 
attractively presented and the guests spent quite a bit of time talking with the table hosts, especially 
regarding certification. Thank you to the Membership Committee for organizing this event. 
 
There will be no board meeting in December. The Christmas Social will be at Cowtown. Cost for dinner and entertainment 
is $27, payable at the door. The reservation is under Minisa Chapter. 
 
Thank you to those members who have volunteered to help with the ways and means project at Borders on North Rock 
Road during November and December. All gift wrapping materials will be provided by Borders. Members will spend a few 
hours in the evenings wrapping packages for Borders customers. The customers will make donations (we hope!) which 
will be pure profit for Minisa. Several years ago Minisa did this at Barnes and Noble. It was fun! We made money and had 
the opportunity to talk about IAAP with the customers. 
 
I am pleased to announce that another IAAP chapter has been chartered. This one is in Pennsylvania. Headquarters 

reports that this is the second newly chartered chapter since July. 
 
According to IAAP bylaws and standing rules, all proposed amendments to the 
international bylaws and standing rules are to be submitted to the IBSR Committee by 
February 1, 2008. If you have suggestions for changes, talk with Pat Pickard CPS, 
chairman of the Minisa Chapter Rules and Bylaws Committee. The appropriate forms are 
available on the IAAP website, at www.iaap-hq.org. Log in to "Members' Place" then go to 
the following menus: "International Members' Place">"Division/Chapter Resources">"IAAP 
Forms." Likewise, if you have suggestions for changes to Kansas Division or Minisa 
Chapter rules or bylaws, see Pat. 

 
This information is from Judy McCoy CPS/CAP, current IAAP president: 

 
On November 2, 2007, the International Board of Directors requested, pursuant to procedures set forth in 
IAAP's bylaws, the resignation of Tia Theriaque CAP from the position of 2007-2008 International 
President-Elect for misconduct while serving in the office of IAAP International President-Elect. Because 
Ms. Theriaque has declined to resign her position, the IAAP bylaws require the Board to declare the 
position of International President-Elect vacant, which it did effective November 13, 2007. The Board has 
appointed Vice President Barb Horton CAP as Acting President-Elect and Past International President 
Sandra P. Chandler CPS as Vice President for the remainder of the 2007-2008 year.    

 
There is no further information available at this time. 

 
I wish you all a blessed holiday. I hope to see many of you at Cowtown on December 6. 
�
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A big WELCOME goes to our new 
member, ������� ��	�
� Aliece works for 
Cross L Corporation in Potwin. Many 
thanks to June Crawford for bringing 
Aliece to our November meeting. We look 
forward to formally welcoming Aliece into 
the chapter and getting to know her! 
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Our Christmas social will be the Diamond W Chuckwagon Supper  at the 
Old Cowtown Museum , 1865 W. Museum Blvd. The Diamond W offers 
year-round family dining with its world famous Prairie Wranglers providing 
the Western musical entertainment. Doors open at 5:30 p.m., and at 6:30 
each evening the supper bell rings and it’s all you can eat bar-b-que. 
Afterwards, you’ll sit back in your padded chair and enjoy the world famous Prairie 
Wranglers who performed at Carnegie Hall in 2003 and 2004 as well as China in 2006. The 
Western music of the Prairie Wranglers stretches far beyond Old Cowtown. It is loved around the 
world! 

 
Join us for three fun filled hours of great food, great music and wonderful memories. Friends and family are welcome. 
Individuals (not the chapter) are responsible to make their own payments at the door. 
 

 
 

                  COMMITTEE REPORTS 
 

 

Membership Committee        Bethel Banzhaf CPS, Chairman 

The committee would like to thank everyone for their help and 
participation at this year’s IMPACT meeting on November 8. We set up in 
the courtyard area of the hotel, and had displays on six tables. Our table 
hosts did a great job talking about IAAP with our guests, who lingered at 
each table. After a time of networking and learning about IAAP, we all 
enjoyed the Smiling Faces DVD from this year’s International Convention 
in Tampa.   
 

Approximately 200 flyers were distributed by e-mail to 
admins at Cessna, Learjet/Bombardier, Cessna and other 
contacts. We mailed just over 100 flyers using the chapter 
mailing list. Altogether, we had eight guest reservations 
and one who could not attend but requested information. 
Although five actually attended, they all seemed very 
interested in IAAP, and Aliece Lowe joined that night. 
Membership information has been sent to those who could 

not attend, and we hope to see some new faces at our next meeting. 
 
Incentive Points:  it is almost time to give out incentive point awards for 
the first half of the year. Committee chairmen, please remember to give Delynn Nelson your sign-up sheets so she can 
tally the points. Delynn is getting close to her baby’s due date, so the sooner you can get these to her the better! 

Dates to Remember                                                                                  

 

 

            December 6       Christmas Social: Diamond W Chuckwagon Supper with the Prairie Wranglers, Old Cowtown  
    December 20      Pow Wow  Deadline (e-mailed [minisachapter@hotmail.com] submissions are greatly  appreciated!) 
            January 3            Chapter Meeting 
            January 17         Pow Wow  Deadline (e-mailed [minisachapter@hotmail.com] submissions are greatly  appreciated!) 
             

     * * * Note:  there will be no board meeting in December or January 
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Education Committee  
Bobbie Frye CPS/CAP, Co-Chairman 
 
Scholarship applications have been sent to 10 area colleges. 
The application deadline is March 15, 2008 to be considered 
for the fall semester. The application form and instructions may 
also be downloaded from the chapter website at: 
http://www.orgsites.com/ks/minisaiaap.  
 
Publicity/Community Service Committee   
Monique Richardson CPS, Chairman 
 
Thanks to everyone who gave input for this year’s 
holiday community service activity. At our October 
meeting your votes decided that our project would be to collect toiletry items 
for the Women's Shelter this year. Please bring your donations to the 
Christmas Social at Cowtown on December 6. The committee will collect the 
items before dinner.�
  
Service Awards  Committee 
Pat Pickard CPS, Chairman 
 
The OMY award will be presented at the January 3 
meeting. Only a few nominations have been received, so if you have not yet 
submitted your nomination, please do so before December 23. Remember, 
you MUST write a sentence or two explaining why you think the member 
deserves this award. If you submit a name only your nomination will be 
invalid. 
 
Outstanding Member of the Year . The Minisa OMY award is presented 
annually to a member elected by her peers to acknowledge her "generosity 
of service, understanding shown, and continuing interest in the success of 
administrative professionals." All regular and merited members with two or 
more years of membership in Minisa Chapter are eligible to receive the 
honor of Outstanding Member of the Year, with the exception of the current 
president and former recipients within the last 10 years. 
 
Instructions and a nomination form are enclosed with this issue of the Pow 
Wow. Please follow the instructions carefully. If you cannot attend the 
December Social but would like to nominate a candidate, please e-mail or 
mail your nomination to Linda McCurdy CPS as listed in the instructions.  
  

Seminar Committee 

Minisa Chapter’s major project each year is our annual 
Education Seminar, held in conjunction with 
Administrative Professionals Week® in April. The membership and education 
committees work together to organize this, so the combined committees are 
referred to as the “Seminar Committee” for ease of reference. The Seminar 
Committee is in the process of investigating speakers so if any member has 
a lead for possible speakers, please let Bobbie Frye CPS/CAP, Monique 
Richardson CPS and Bethel Banzhaf CPS know.  

The purposes of the Education Seminar are to provide a day 
of continuing education for office professionals in the Wichita 
area, gain membership for Minisa Chapter, increase 
recognition of IAAP in the business community, and raise 
funds for the chapter. Therefore, we are looking for a 
dynamic professional speaker(s) and a program that will 
attract a wide range of attendees. If the speaker promotes 
IAAP, that’s even better! 

 
���� �������������� !�
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  August 16, 2007 
  Report of IAAP International   
       Convention 
  Cyndi Mullins CPS 
 

  September 6, 2007 
  Skills Portfolio – An Advantage in 
      Promoting Yourself and IAAP* 
  Bronda Robbins, CTM 
 

  October 4, 2007 
  Diversity* 
  Joseph Onijala 
   

   November 8, 2007 
   Forward Moving 
   Networking/Informational Reception 
 

   December 6, 2007 
   Christmas Social – Old Cowtown 
   Diamond W Chuckwagon and Show 
       

   January 3, 2008  
   ADA – Need-to-Know Facts * 
   Del Richardson 
 

   February 7, 2008 
   Sarbanes-Oxley – How Controls  
        Keep Your Boss Out of Jail* 
   Mark Mann and Rosemary Hight 
 

   March 6, 2008 
  The Knowledge Age and The 
      Knowledge Worker* 
   Bobby Burcham 
 

   April 3, 2008 
  Rights and Responsibilities of 
       Employees and Employers* 
   Alan Rupe, Wichita Bar Association 
 

   May 1, 2008 (Annual Meeting: closed) 
   Recognize the “Traps” And Learn     
       How To “Zap” Them * 
   Martha Leek CPS 
 
   June 5, 2008 
   Team Building* 
   Dena Graham    
          Installation of Officers                       

* CPS/CAP Recertification Points Awarded 
60 minute programs  
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Ways and Means Committee  Bobbie Frye CPS/CAP, Chairman 

 
 
We have several items for sale that would make wonderful Christmas gifts:  
 

·  Casserole Carriers  $10 
·  Chapter Cookbooks $12 
·  Entertainment Books $25 
·  Super Video Cards $10 
·  Terry Lynn Nuts/Candy $4.50 - $11.00 

 
Below is a list of the Terry Lynn nuts and candy  the chapter purchased, including the number of bags we still have for 
sale. We have sold 156 bags to date and have around 180 left. Please review the list and let me know if you would be 
willing to take some to work to sell. Most prices are a little less than Nifty Nut House so people who normally give nuts and 
candy for gifts would be thrilled with the quality and price of these items. I just sold over $80 to one co-worker who is 
making her own gift tins to give to her spouse’s employees for Christmas.    
 

Terri Lynn Price List  

Number Assorted Nuts  Price  Bags Left 

60000 Fancy Mammoth Pecan Halves –  Natural 1 lb BAG  $     8.50  5 

60010 Fancy Pecan Pieces –  Med, Broken –  Natural - 1 lb BAG  $     8.50  5 

60015 Light Walnut Halves and Pieces Mixed –  1 lb BAG  $     6.50  9 

60020 Black Walnut Pieces –  Medium Broken  –  1 lb BAG  $   10.50  11 

60025 Deluxe Mixed Nuts  –  No Peanuts –  Roasted and Salted 1 lb BAG  $     7.50  7 

60030 Giant Salted Whole Cashews Roasted and Salted  –   1 lb BAG  $     7.50  0 

60045 Colossal Natural Pistachios Roasted and Salted –  1 lb BAG  $     6.50  5 

60050 Whole Almonds Roasted and Salted  –  1 lb BAG  $     7.50  5 

 60064 Honey Roasted Peanuts  –   1 lb BAG  $     4.50  9 

60070 Honey Roasted Cashews  –  1 lb BAG  $     7.50  4 

60076 Turkish Apricot Halves  –   1 lb BAG  $     4.50  11 

60081 Fruit Mix  –   1 lb BAG (no nuts)  $     4.50  9 

60084 Fruit and Nut Mix  –   1 lb BAG  $     4.50  9 

60087 Sweet and Salty Trail Mix  –  1 lb BAG  $     5.50  5 

60089 Almond, Cranberry Granola Mix  –  1 lb BAG    $     5.50  3 

Number  Assorted Candy    

62000 Chocolate Coated Pecans  –   1 lb BAG  $     7.50  9 

62005 Chocolate Coated Giant Cashews  –   1 lb BAG  $     7.50  6 

62010 Chocolate Coated Jumbo Raisins  –   1 lb BAG  $     4.50  6 

62012 Yogurt Raisins  –   1 lb BAG  $     4.50  10 

62015 Chocolate Coated Bridge Mix  –   1 lb BAG  $     6.50  0 

62017 Dark Chocolate Bridge Mix  –   1 lb BAG  $     6.50  2 

62020 Chocolate Coated Almonds  –   1 lb BAG  $     7.50  7 

62022 Chocolate Coated Peanuts  –   1 lb BAG  $     4.50  6 

62025 Giant Malted Milk Balls  –   1 lb BAG  $     4.50  8 

62038 Praline Pecans  –   1 lb BAG  $     7.50  4 

62040 Chocolate Pecan Clusters  –   12 oz BOX  $     7.50  7 

Number Gold Gift Tins   

61040 Giant Salted Whole Cashews  –   16 oz Gold Tin  $   11.00  3 

61045 Deluxe Mixed Nuts  –   No Peanuts - 16 oz Gold Tin  $   11.00  3 
 
Village Inn Pies : I have taken all the certificates back to Village Inn due to the way the program worked. The restaurant 
sells the pies for $7.49 but we were supposed to charge $10 per pie and take a chance on having upset customers when 
they discovered they could have bought it themselves for $7.49. We would make our profit from asking the customer to 
pay a higher price for the item while Village Inn donates almost nothing to get their pies advertised. Usually the vendor 
donates our profit and the customer pays the normal price. 
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       Bronda Robbins CTM, Liaison 
   
 
 
 
 

                                                                         
  

As you know, November has been RTF Month. Thanks to all of you who are donating to support The Trust and Vista 
Grande.  

 
There is still time to order your RTF Christmas cards! They are beautiful, and appropriate for personal or 
business purposes.   
 
The Trust commemorative pins are also available at $5 each. Past years’ pins can be purchased for $2 
each. If you are interested in ordering you may do so from the website (www.iaap-rtf.org), or let me know 
and I’ll handle it for you.   
 
I hope you are having as much fun with our fundraising as I am! I look forward to reporting the amount we receive from 
our November calendar endeavor at our January meeting. Until then, may you each have a blessed, peaceful holiday 
season.  

 
   
 
News From Around The Association . . . 
KANSAS DIVISION  
 

The Johnson County Chapter is finalizing plans for the Spring Seminar to be held in March. A Kansas Division seminar 
consists of five continuing education hours, as well as division news and business. As soon as the date has been firmed  
up, members will be informed so they can reserve the day for IAAP networking. 
  
 
INTERNATIONAL 
 
March 3-5, 2008 – Professional  Education  Conference , Charleston Marriott Hotel, Charleston, 
South Carolina. Registration and housing information is now available online at www.iaap-hq.org. 
 
Leadership Skills For Admins In A Collaborative Wor kplace  is an intensive workshop designed 
especially for administrative professionals. Dynamic education, networking and strategic career planning 
are packed into 2½ days. Receive 1.5 CEU or 15 CPS/CAP recertification points. 
 
 
 
 

 

 
Birthdays  

Frances Larson (2) 
Debbie Konklin (6) 

Paula Iman (10) 
Bethel Banzhaf CPS (23) 

 

Service Anniversaries  

Nina Leeper (1955) 
Delynn Nelson (1999 Minisa, IAAP 1997) 

 

   
 

IAAP® Kansas Division  
 
////DRIVE 
 
2007 - 2008 
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Leveraging Existing Spreadsheet Data or Word Proces sor Documents 
 
You can automatically create a PowerPoint presentation from your Microsoft Word outline. Click 
the “Present It” toolbar button in Microsoft Word. 
 
To add the Present It button to your Word 6.0 toolbar, perform the following steps: 

�  Go to the Word directory (by default this is Winword). 

�  Go to the Macros subdirectory which is located in the Word directory. 

�  Copy the file convert.dot template from the Macros directory into the Word startup directory. 

�  Start Word 6.0. Right mouse click on the tool bar in Word. Present It will be listed as one of the toolbars. 

�  Turn the toolbar on so it appears by clicking next to the title. A check mark will appear next to the name. 

�  Copy the icon onto the standard toolbar by pressing ALT+CTRL while dragging the icon. (Windows) 

�  Now you can insert a Microsoft Word outline into a PowerPoint presentation and PowerPoint will automatically 
create slides. From the Insert menu, choose Slides From Outline. 

 
Excel Tip: Changing Case  

 �
Scenario – You have a database that was exported to Excel and you want to use it to create personalized letters in Word, 
but the database is in ALL CAPS. Being the great administrative assistant you are, you never waste time retyping data. 
You know there has to be a way to convert the text to Title Case, but you don’t see the Format, Change Case command 
that you use in Word. 

�  In Excel you use a formula to change case. In Cell A1 you have the name JOHN DOE.  

�  In Cell B1 type =proper(A1). This formula will bring back John Doe.  

�  Please remember that if you are going to delete the cell with the old data in it (A1), then you need to do a Copy, 
Paste Special, Value for your new data in cell B1. 

�  To avoid having to go through the steps above NEVER create a database in ALL CAPS. The only time you should 
use ALL CAPS is if you want something to stand out, like a header or a single word or phrase. 

 
 
 

 
What’s New In Business Travel? 

 
ravel management is one of the most vexing duties an office professional faces – supervising schedules, finances 
and reporting across multiple travelers before, during and after a trip can be daunting.  
 

TripSync was built with the administrative professional in mind. It is the only travel booking tool integrated into Microsoft 
Outlook®, Google™ Calendar, the Firefox® and Internet Explorer® browsers and DeskDemon.com. With TripSync, the 
administrative professional can manage complex itineraries for one or more person, book and hold a trip for 24 hours, 
obtain company-negotiated fares, manage credit cards and traveler profiles, submit pre-trip approvals, and handle post-
trip reporting for the entire workplace. 
 
TripSync is the only complete travel tool for mobile professionals, empowering them to create 
and modify travel plans on the road from their web-enabled phone or PDA. The executive can 
change a hotel from the taxicab, and her admin will know by glancing at the calendar. 

TripSync simplifies, organizes and synchronizes business travel for one or multiple travelers by 
creating live data itineraries right in Outlook, and makes creating or changing travel plans as 
easy as scheduling a meeting. Designed with a first-hand understanding of how small and 
medium-sized companies work, TripSync was developed by veteran business travelers at 
Portaga, Inc., a web services company based in White Plains, New York. For more information 
about TripSync and how to get it, go to www.tripsync.com. 

T 
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Ruth Smith CPS, Photographer 

 

�

 
 
 
 
 
 
 
 
 
 

 
 
 
 
                   
 
 
 
 
 
 
 
 
                   
 
 
 
 
 
 
 
 
 
 
 
 
 
         
 
 
 

Bronda explaining RTF activity                                  Bethel, Tanya, Jocelyn                                           Marianne presiding 

Patricia at the Benefits Table                                      Donna and Bobbie                                           Monique and Marcia 

Division Workshop Committee                              Aliece, June, Angelia, Marianne                               Diane, Pam, Jacki 

    Benefits and Certification Tables                                      Education Table                               Jocelyn at the Recognition Table 
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Office Gifts: The Rules 
 

ift-giving in the workplace calls for caution and judgment. In fact, it’s better to keep gifts 
out of the office whenever you can to avoid misunderstanding, hurt feelings or 
resentment. No matter what the boss does, an employee is under no obligation to give 

gifts to superiors. Doing so could label you as an apple-polisher, and your boss may perceive 
it as an effort to push your relationship into an uncomfortable area. 
 
It is appropriate to give holiday gifts to your support staff, such as gift certificates to 
restaurants, movies, sports events and salons. Try wrapping the certificate with unusual paper 
or ribbon and attaching a fresh flower, pinecone or holly. Don’t forget to hand-write a message 
of gratitude to accompany your gift. However, never send a gift of alcohol to a person’s office. Most companies prohibit 
alcohol and its mere presence (even gift-wrapped) on a desk looks unprofessional. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Sources: The Complete Idiot’s Guide to Business Etiquette; Class Act by Mary Mitchell 

 
 

 
Professionalism For Everyone  

hen stepping onto the first rung of your professional ladder, take a look up. Appreciate the top step and what it 
takes to be that high, but then concentrate on the second step and make sure that each step you take is secure. 

Here are a few simple points to keep in mind that can help you to climb the ladder without it shaking and 
(hopefully) without you slipping. 

1. A job is what you make it . If you look at your function as only a job (show up, 
fill a desk, answer a phone, pass on a report), that’s what it will be. But if you 
recognize the time you spend in your early, entry or junior position as a process 
of career building, then that’s what you will have: a career. 

If you handle your position as just a job (or as just a paycheck) then what you do 
(even if you do it well) can probably be done by a lot of other people. But if you 
handle it as a position, your value will be recognized. You’ve heard the boss 
say, “I don’t want a temp or a fill-in while Bruce or Betsy is away; they can’t do the job and they don’t know the 
business.” If he is speaking about you, then you are building a career. 

2. Know your company and its business , who the officers are and who the competition is. 

Often, when joining a company, a junior is so eager to do well at his or her assigned tasks that little attention is paid to 
how those tasks fit in to the overall operation and the importance they play. Recognize that even though you may not 
have direct client contact, your function undoubtedly has client impact. Learn to recognize what that impact is so that 
you will have personal awareness of the part you play in client satisfaction, a goal of all firms. Then identify how you 
impact all the other firm’s goals. 

G 

W 

 
Ten Questions to Consider When Gift-Giving 
 

1. Why am I giving the gift? 
2. Is it sincere? 
3. Am I giving it without strings? 
4. Does it reflect the receiver’s taste rather than mine? 
5. Is it too extravagant? 
6. Is it kind? (Joke gifts are funny only for a moment, if that long.) 
7. Is it appropriate? (No candy for dieters.) 
8. Can I present it in person? 
9. Is it presented beautifully? 
10. Do I feel good about giving it? 
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3. Don’t be intimidated by senior people.  Remember, they also started somewhere, and if they are purposely 
intimidating you, they can’t be very secure themselves. 

Don’t, however, confuse intimidation with respect. Even if you don’t agree with a senior person, they have earned and 
deserve their due for what they have achieved in the organization. (And remember, there’s always the chance you’ll 
surpass them someday!)  

4. Play your role with dignity , looking for ways to learn from it. 

If you are typing a document, understand what it says. If you’re unsure, don’t be afraid 
to ask. If you are sitting in on a meeting (even in a note-taking or other non-speaking 
role), be aware of the results of the meeting and see what requires follow-up.  

You may not be asked to speak, but that doesn’t mean that you can’t have an opinion, which can be offered to 
someone more senior at the appropriate time. Never be afraid to give an opinion or idea. Just make sure you believe in 
it before you do. Conversely, don’t get depressed if that opinion or idea isn’t always met with applause. The fact that 
you are interested will be noticed.                 

5. Juniors probably make the most mistakes.  After all, they are learning and they don’t make the rules! Mistakes are 
really teachers – they are only a problem if they happen again. Learn from your mistakes. 

6. Most important , listen to the assignment and carry out what has been asked. Again, remember that you are the 
directee, not the director, at this point in your career. You may not like the assignment, but do it with the same 
enthusiasm that you show for those projects you do like. Pencils must be sharpened, and everyone (even the CEO) 
has taken his turn. 

7. If you work one on one, your goal is to be able to mirror your boss .  

In time, you will know the way he or she manages, and chances are that when he 
or she is unavailable, people far ahead of you on the ladder will come to you for an 
opinion. (Really!) Give it, but give the opinion of the office you represent, not your 
personal addendum to it. Save that for private input with your boss. If you don’t 
agree with a stand your boss has taken, it is not your job to let the company know 
that.  

Present his posture when speaking for him or on his behalf. Remember, you are 
not (not yet anyway) being paid to make policy; you are being paid to support and 
deliver someone else’s. Learn to do this with firmness, dignity, strength and 
conviction. 

8. Don’t be above taking a message  for anyone at any level in your firm. Take good ones. Don’t just half listen when 
getting a name and number to pass on. Listen to all that the caller wants to say and report it. You’ll often learn a lot 
and you can make life a lot easier (for everyone) if you take a good message. 

Good message taking shows a respect for others and for detail (all functions are at times detailed oriented) and this 
can be a great training ground. And if you take a good message for someone, they probably will do the same for you. 
It’s a firm’s time saver (as well)! 

9. When you feel underappreciated (or undercompensated) take a deep breath . Even if you are doing better work and 
have more responsibility than someone earning more or being treated better, show some patience.  

One’s due doesn’t come overnight. Think of the baseball pitcher with the best ERA: if he is in the minors, he won’t see 
a dime to reflect his talent. What he will get is a chance to be elevated to where the real remuneration is, the majors. 
And that’s where you’re trying to get within your company.  

The reward is there if you want to work for it. Handle your position with an attitude that will bring benefit and respect to 
both you and your firm, and you will get where you want to be. We all love a gift, but what’s the better feeling: to be 
given something (because we whine for it) or to earn it? When you earn your way in business, it truly is yours. Even if 
you leave your position, the growth you achieve and the respect you have gained can’t be taken away. It goes 
wherever you do.  

© 2001-2007 All Rights Reserved David Maister. Used with permission. 
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Paula Iman: Paula had minor surgery scheduled for November 14 and will be off work for at least two weeks. Get well 
wishes by phone or card will be appreciated! Please continue to send positive thoughts her way. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Dress for success . . . but pay less!  
                                                   

 
 
 
 

  

  TThhee  WWoorrkkiinngg  WWoommaann’’ss  SShhoopp  
A Consignment Boutique  

 

Women's Clothing - Casual to Formal 
Home Décor and Gifts 

 

2075 N. West St.                                   T-W-F     10:00-5:30 
Wichita KS 67203                                 Th urs     10:00- 7:00                         
316-943-3388                                        Sat          10:00-4:30 

www.workingwomanshop.com 
 

IAAP Members receive 10% 
off all orders 

2625 S West St Lot 608 
Wichita, KS 67217   316-304-6935 
MRichardson4@MaryKay.Com 
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FOR SALE 
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$25 

One-Minute Idea  
 
Some employees associate regular meeting rooms with wasted 
time, boring speeches and irrelevant information. So if you have an 
important topic to discuss, change the location. 
 
For instance, Campbell Soup Chairman Gordon McGovern held a 
board meeting in the back room of a supermarket. After the meeting, 
the participants roamed the aisles looking for comments about their 
products. 
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Bethel Banzhaf CPS 
P O Box 854 
Wichita, KS  67201 

 

 

 

MINISA CHAPTER 
  
 

Publications Committee: 
Chair: Bethel Banzhaf CPS 
             minisachapter@hotmail.com 
Patricia Coombs 
Pam Dinwiddie  
Norma Farnsworth CPS - Webmaster 
Patti Ferguson CPS/CAP 
Keri Henderson 
Bronda Robbins CTM 
Ruth Smith CPS 
 

 
WE’RE ON THE WEB:  
http://www.orgsites.com/ks/MinisaIAAP 
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SUBMISSION 
DEADLINE 

 
3RD THURSDAY OF EVERY 
MONTH 
 
Submit articles to Bethel Banzhaf 
minisachapter@hotmail.com 
P O Box 854, Wichita KS 67201;�
phone 269.2137, fax 269.9348 
 

SUBMISSION 
REQUIREMENTS 

 
FONT: Arial 
SIZE: 10 
PARAGRAPH: justified 
NAMES: first and last  
CPS/CAP: always, no comma 
ALL COPY must be proofed  
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