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PLACE:

MENU
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How to be a Star at Work
Sue Houser, CPS/CAP
Thursday, June 2, 2011

5:30 p.m. Networking

6:00 p.m. Dinner

6:20 p.m. Program (60 minutes for recertification points)
7:30 p.m. Business Meeting

Spiritual Life Conference Center
7100 E. 45th St. N., Wichita

Roast Beef, Mashed Potatoes, Vegetables, Garden Salad,
Dessert, Coffee, Iced Tea

$13.50 for dinner; $4 for meeting only
** x| ate Cancellat ions and No Shows will be billed

Reservations Required : We recognize emergency situations do come up. If you need

to cancel your reservation please contact:

Jocelyn Pickard (work 946.3289)

no later than noon, Monday, May 30. 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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"It had long since come to my attention that people
things happen to them. They went out and happened t

of accomplishment rarely sat back and let
o things."
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June will soon be bustin’ out all over! It's hard to believe that this chapter year is nearly at a close. We have
had an extremely busy year.

Our second annual Friendship Tea on April 30 was wonderful. The venue was especially nice with the fountain
in the middle of the room and decorations that Minisa hosts provided. And food! We had tea breads, finger
sandwiches, homemade scones, and a variety of sweets, not to mention bottomless teapots. Many thanks to
the committee for all their hard work before, during, and after.

Karen Skillman, CAP gave an overview of Office 2010 applications at our May 5 meeting. She highlighted
some of the new features and showed us how to make our documents not only professional, but downright
snazzy. Karen is a member of Heartland Chapter.

Our May 20 Retreat/Leadership and Succession Planning was well received by those who attended. We
worked diligently to finish in the allotted four hours and even finished a little early. We reviewed our
accomplishments for this year, set out our goals for 2011-2012, and filled quite a few committee assignments.
We still need more volunteers to help on several committees. The more volunteers we get, the less any one
member has to do. Please commit to serving on at least one committee for the 2011-2012 chapter year.

We'll install our 2011-2012 board members at the June 2 meeting. Since this is our last business meeting of
the year, please make an extra effort to attend to show your support for our new board. They have a lot of
work ahead of them and will need all the support they can muster.

We're closing in on KDAM, June 17-19 at the Hyatt. At last count, we had 23 Minisa members registered to
attend. That is awesome! You can still register, but will have to pay the additional $5 registration fee since
the Early Bird deadline has passed. The chapter will pay your basic registration. Opening Event and Trips
and Tours are personal expenses.

We can also use some more gift bags for KDAM attendees. If you have .\’\Y )’ 4
something you'd like to donate, please bring it to the June 2 meeting or

contact Lisa Baker, CPS to make other arrangements. Don't forget to bring a

bag and tissue paper. \

| submitted Professional Development Reports (PDRs) to division this week
for ten Minisa members. To those who submitted PDRs, OUTSTANDING! To
those who didn’t, put that on your list of goals for 2011-2012. You'll be glad
you did and amazed at just how much you've accomplished when you see it
on paper.

It has been a pleasure serving as your president this year. I'm looking forward
to being in the audience during the upcoming year. You've elected an
excellent board who will lead you on to bigger and better things. Give them
the same support you gave me this year and Minisa will just keep getting
better!
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Dates to Remember

June 2 Chapter Meeting — Board Installation

June 11 KDAM Work Day — assemble notebooks and tote bags

June 17-19 Kansas Division Annual Meeting, Hyatt Regency — Wichita

June 21 New Member Orientation

June 30 Deadline for online submission of Member of Excellence (11:59 p.m.)

July 21 Pow Wow Deadline (e-mailed [minisachapter@hotmail.com] submissions are greatly appreciated!)
July 24-27 Education Forum and Annual Meeting — Montréal, Canada

August 11 August Social — Spiritual Life Center

\ ! " # $ % & (1) /

Sue Houser, CPS/CAP is the executive office administrator for the director of fabrication at Spirit AeroSystems, Inc., a
position she assumed in April 2010. She worked for The Boeing Company from January 1979 until June 2005, starting
as a clerk and moving into a secretary, then executive office administrator role. Sue attained her BS degree in business
management from Newman University in 1998, the Certified Professional Secretary certification in 1990, and the
Certified Administrative Professional certification in 2002; she has recertified every five years since.

Sue has been an active member of IAAP since 2003 where she currently serves as Kansas Division president elect. She
also serves on the Butler County Business Systems Technology Advisory Board.

Sue agreed to present the June program when the original speaker had to cancel unexpectedly.

In How to Be a Star at Work we will learn about:

networking in the workplace how to work with different types of followers
how to choose and work with partners and leaders, as well as

self-management working in teams
customer-colleague-competitor- organizational savvy
company/management-creative dissonance taking an active role in the organization, and
perspectives creating your own niche

COMMITTEE REPORTS

#Z

Education Committee June Crawford, Chair

A scholarship in the amount of $350 was given this year to a student. | received only two applications, and this was only
after | called the schools asking about students interested in this scholarship. It seems that students are not interested in
scholarships of such a small amount. Any suggestions would be welcome as to how we can encourage students to apply.
Also, | believe we should think about requiring a certain GPA minimum.




Membership Committee
Bethel Banzhaf, CPS/CAP, Chair
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Throughout the year, the Membership Committee worked p

to fulfill its responsibilities by: (1) promoting membership ("\

growth by coordinating membership campaign events, (2)

maintaining chapter membership strength through the retention of existing

members, and (3) extending acts of courtesy on behalf of the chapter.

We started the year on July 1, 2010 with 44 members. On May 26, 2010 we
had 52 members (including a few applications/renewals still being processed
by headquarters). Minisa Chapter gained 11 new members this year, and
two former members reinstated their membership. Three members joined the
chapter at the same time as registering for the Education Seminar in April,
and one joined during the seminar.

Welcom Vlembers!

Nicole Fink (sponsor: Jeretta Eash)

Jana Knodel (sponsor: Deb Moody)

Bee Paredes

Ashley Parks (sponsor: Diana Smith)
Alisha Miller (sponsor: Sue Houser)

Debbie Morgan (sponsor: Ruth Smith)
Angela Rogers (sponsor: Norma Farnsworth)
Laura Ryan (sponsor: Susan Niswander)
Sandy Samo (sponsor: Sue Houser)

Nancy Umholz

Paulyna Webber (sponsor: Bethel Banzhaf)

Welc Back!

Reinstated members:
Cherie Schulte
Jeanelle Seals

We lost two members this year: Debbie Blasdel and Pam Dinwiddie.

We still have a few weeks left in the fiscal year to boost our numbers, so be
sure to help your friends and colleagues complete those applications and
submit them to IAAP headquarters ASAP!

HE+ &

The Chapter of Excellence criteria has been substantially changed for 2011-
2012. In order to meet for the new mandatory CoE requirements, the
committee will get together in July to start planning membership recruitment
for the September meeting. New member orientations will be scheduled in
November, May, and as needed.

We welcome any ideas on how to attract new members and present a
fantastic membership recruitment event!

- * We have already reserved the Hotel at
Oldtown conference room again for next year’'s seminar, so mark the date on
you calendars: Good Friday, $ !/ 0

#& % 1!

August 5, 2010
K-9 Search and Rescue
Karen Fillenworth

September 2, 2010
Dysfunction Junction*
Michelle Lohrengel

October 7, 2010
The Heart of a Leader*
Sharon Taylor, CPS

November 4, 2010
Resume Magic

Kyelene Flaming, PHR
Membership Recruitment

December 2, 2010
Christmas Social
White Elephant Gift Exchange

January 6, 2011
Event Planning and Organization*
Krista Blaes

February 3, 2011

Expanding Your Skills through
Volunteering*

Cheryl Nuebauer

March 3, 2011
Communicating with Difficult People*
Mona Drouhard, MSEd

April 7, 2011

Protect Your Health: Ergonomics in
the Workplace*

Muci Chali Zarzar

May 5, 2011 (Annual Meeting: dosed)
Windows 7 ® and MS Office ® 2010*
Karen Skillman, CPS/CAP

June 2, 2011
Making a Winning Presentation*
Peggy Gross

Installation of Officers

* CPS/CAP Recertification Points Awarded
— 60 minute programs
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It's before my time, but there was a radio (and later, television) show from 1947 to 1950 called You Are There. At the end
of the program, after Walter Cronkite summarized what happened in the preceding event, he reminded viewers, "What
sort of day was it? A day like all days, filled with those events that alter and illuminate our times . . . and you were there."
Minisa Chapter had a LOT of those days during our 2010-2011 year.

Minisa Chapter started the 2010-2011 year with 44 members. As of May 31, 2011 we had 52 members, for a net gain of
eight. We're excited to have new members from several different companies. Some of the new members have already
volunteered for committee work. We love our members!

We held monthly meetings from August 2010 through June 2011 and provided eight programs that qualified for
recertification points. Our August social included reports from 2010 EFAM. We hosted several friends and family of our
members at our Christmas social at The Spiritual Life Center. We recognized nine past presidents at our March meeting
including Nina Leeper, who celebrated her 55th anniversary this year. April was an especially busy month. In addition to
our chapter meeting, we held our Annual Education Seminar/APW Event and our second annual Friendship Tea.

We tried an abbreviated format for this year’s Retreat and Leadership/Succession Planning on May 20. Survey comments
indicated that it worked well.

We sent Minisa members to all of the 2010-2011 Kansas Division events: Leadership Workshop, Fall Workshop, Winter
Workshop and Spring Workshop. Minisa was also well represented at the 2010 Education Forum and Annual Meeting
(EFAM) in Boston last July with five members attending.

As if all the meetings weren’'t enough, Minisa members were also very generous in community service. We collected
books for toddlers and clothing for Dress for Success, answered phones for the KPTS (public television) pledge drive, and
worked the election polls.

We elected a full slate of officers at our May meeting. The positions of parliamentary advisor and RTF Liaison are single
appointments. The 2011-2012 board will be installed at the June 2 meeting. Kansas Division President-elect Sue Houser,
CPS/CAP will conduct the installation.

President Jocelyn Pickard

President elect Diana Smith

Secretary Teresa Virden

Treasurer Cyndi Mullins, CPS/CAP

Directors Deb Moody, CPS/CAP and Margie Williams

Parliamentary Advisor Bethel Banzhaf, CPS/CAP
RTF Liaison Margie Williams

Thanks to a lot of hard work and dedication by our members, Minisa Chapter has once again qualified as a Chapter of
Excellence. Eleven members submitted Kansas Division Professional Development Reports (PDRs) and about a dozen
are working on their Member of Excellence certificates. The deadline for MOE submissions is June 30.

We'll wrap up this very busy year by hosting Kansas Division Annual Meeting (KDAM) at the Hyatt, June 17-19. We have
23 Minisa members registered to attend so far. The early bird deadline has passed, but you can still register. Minisa will
pay the basic registration for its members. Members will be responsible for the additional $5 registration fee plus Opening
Event and/or Trips and Tours, if you choose to attend one or both.

Hopefully, many of you remember the majority of the events mentioned above. It is your involvement that keeps Minisa
moving forward. You can proudly claim that “you were there.”

Respectfully submitted,
Ruth Smith, CPS/CAP

2010-2011 President
Minisa Chapter, IAAP
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Although members are encouraged to purchase name badges, it is not a mandatory requirement. When we wear name
badges it helps all of us to learn names and get to know one another better. Wearing a name badge to any chapter event
will earn you one incentive point. If you wear your IAAP pin, you will gain another point. Just by attending, you will gain a
point. If you get enough points in a six-month period, you will receive a coupon for dollars off a chapter dinner. So wearing
a name badge pays off! If you would like to order a name badge, please contact the Membership Committee chair, Bethel
Banzhaf. The cost is $8.

FYlis a feature column for the benefit of all members.
Information presented is to assist new members as they begin to explore chapter offerings.

1 1 $#3 1% ) # (
All Members are Equal and Their Rights are Equal

Why do we follow Robert’s Rules of Order? Parliamentary procedure offers democratic rule,
flexibility, protection of rights, and a fair hearing for everyone. It is a set of rules for conduct at
meetings that allows everyone to be heard and make decisions, and enables us to expedite the
flow of business.

1. All members have equal rights, privileges, and obligations; rules must be administered impartially.
2. The minority has rights, which must be protected.

3. Full and free discussion of all motions, reports, and other items of business is a right of all members.

E

In doing business the simplest and most direct procedure should be used.
5. Logical precedence governs introduction and disposition of motions.
6. Only one question can be considered at a time.

7. Members may not make a motion or speak in debate until they have risen and been recognized by the chair
and have thus obtained the floor.

8. No one may speak more than twice on the same question on the same day without permission of the
assembly. No member may speak a second time on the same question if anyone who has not spoken on that
guestion wishes to do so.

9. Members must not attack or question the motives of other members. All remarks are addressed to the chair.

10. Invoting, members have the right to know at all times what motion is before the assembly and what affirmative
and negative votes mean.
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ccording to Joan Burge of Office Dynamics, administrative professionals should
Aanticipate their role in 2011 and beyond, by developing the following competencies:
mastery of technology
completion of complex tasks in a timely fashion
work with precision
admirably adept at planning and coordinating activities (e.g., director of
calendaring)
build enduring business relationships
employ excellent communication skills
work proactively (three or four steps ahead of the executive, not just one or two steps ahead)
self-motivated for professional development, career and goal achievement
social networking
creating a stellar career
critical thinking skills
emotional intelligence
strategic thinking
data protection and security
creating a memorable personal image, i.e., “branding”

Administrative professionals will experience success in their profession when they embrace the mind set, "I will instill
excellence into every day by mastering skills, artfully applying expertise and establishing great chemistry with everyone |
encounter."

%$H %, 444

'( 50 is the deadline to submit your application for the Member of Excellence award! Be sure to track your points
in your quest to be a MoE. It's not too late — why not review the criteria and see how many you have met already?
Renew membership on time
Serve as a committee member
Recruit at least one new member
Sigh Member of Excellence Commitment Agreement

All the information you need — criteria for attaining Member of Excellence, answers to questions, forms for submission —
can be found online at http://pathways.iaap-hg.org/IAAPHQ/Pathways/MemberofExcellence/Default.aspx. For your
convenience, the forms, audit suggestions, and worksheet are posted on the homepage of the chapter’s website:
http://www.orgsites.com/ks/MinisalAAP.

If you're still working on your Member of Excellence, you have a few more weeks. Simply go to http://community.iaap-
hg.org/IAAPHQ/Pathways/MemberofExcellence/Default.aspx and submit your information directly online using the
worksheet provided. You don't have to wait until June 30 to submit the form.
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Upcoming Deadline

and Exam Dates Mock Exams
August 15, 2011 CPS, CAP Study Group TBD
Application deadline for the The coordinator is Jeretta Contact Deb Moody,
November 4-5, 2011 CAP Eash. Please contact Jeretta if CPS/CAP (316) 523-3428
and CAP-OM exams L e
you are interested in joining ER N
November 4 — CAP exam the group. TBD

November 5 — OM exam Contact Deb Moody,
CPS/CAP for information
about certification.

—

If you're planning to register for the new CAP/OM exams, to be held November 4-5, 2011, the deadline to register is
August 15. All applications postmarked after that date will be held for the May 2012 exams.

You may obtain the registration packet at: http://community.iaap-
hg.org/IAAPHQ/IAAPHQ/MemberResources/Certificationinformation/Default.aspx.

Birthdays
June Crawford (June 4)
Pat Troutman (June 25)

Minisa Service Anniversaries
Vera Abasolo (2008)
Jean Cale (1962)
Margaret DeWitt, cps (1981)
Bobbie Frye, cps/cap (1992)
Patricia Girard (2008)
Jenny Stephens, cps (2008)
Diane Walters pLs, cps/cap (1980)
Margie Williams (2010)

& #H(% # H#H H#(%

This is accomplished by following these steps:
Open main document
Click on Insert
Click on Object
Select Object again
Create from file
Browse to find the document you want to insert
Highlight the file
Insert
Click in the Display as Icon box
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KANSAS DIVISION PASSION

¥ o

I
8 # ( : & KANSAS DIVISION
' 99 0
Wichita, Kansas  Hyatt Regency
The Friday evening Great Decade Party will be a fun and unique way to get to know members from different

KDAM will begin on Friday afternoon with two trips and tours: the trolley and Old Town/Museum of
World Treasures or Spirit AeroSystems and Aviation Museum.

chapters of the division! Get ready for a night of nostalgia as we learn new things, play “Decade Trivia” and join in the

talent show if you have an act you'd like to share. Minisa Chapter will be doing two decades: the 1970s and the 1990s.

There will a contest for the best costumes for an individual and a chapter, so dig through your closets and see what you

can put together!

The business session begins Saturday morning where we will vote on proposed amendments to the division bylaws and
elect the division board for 2011-2012. There will be a vendor mart, silent auction and an awards banquet in the evening
where we celebrate our accomplishments for this year.

Two workshops — Saturday afternoon and Sunday morning — will qualify for four recertification points.
—  Chandelier Thinking by Toni Boyles
— Leading with Passion and Purpose — Engaging the Team by Antoinette Smith, CPS/CAP, IAAP
international secretary

The chapter will pay for members’ early bird registration but each member is responsible for the Friday events. So sign up
and prepare for a weekend of fun and learning! For more information and to download the flyer, visit the Kansas Division
website at http://www.iaap-kansas.org.

INTERNATIONAL

#,

%

% & " (O
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All of these and more are posted in:  IAAP Podcasts
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Minisa Chapter is hosting the 68th
Kansas Division Annual Meeting
in Wichita, Kansas.

Hyatt Regency downtown

The IAAP theme for 2010-2011 is

PASSION
PURPO

What is your passion?
Do you have purpose?
Are you committed?

#( #+ )
Saturday, June 11
9:30 a.m.
Jenny’s church, 10th and Jefferson
Assemble notebooks and tote bags

Need more information?

Contact Jenny Stephens, CPS at bgstephens@cox.net

v

$
% %" $
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Administrative
professionals shall be
defined as individuals
who are responsible

for administrative tasks
and coordination of
information in support
of an office related
environment and who
are dedicated to
furthering their
personal and
professional growth in
their chosen
profession.
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Bethel Banzhaf, CPS/CAP, Photographer

Inspirational message by Signe Ruth Alisha and Sandy

Karen Skillman, presenter Members Deb, Lisa, Signe

Bylaws review — Bethel Donna, Teresa

Karen and members APW Proclamation from Mayor
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Be Well

There are two big reasons to exercise first thing in
the morning: You will have more energy and be in a
better mood all day. Moderate activity can help you
feel less tense, angry and depressed, and more
energized, for up to 12 hours, says recent research
from the University of Vermont. “Exercise may
decrease activity in areas of the brain that are
responsible for stress and anxiety,” says study
author Jeremy Sibold, EdD. So jumpstart your day
with a 20-minute workout, bike ride or brisk walk.

Source: Woman'’s Day, June 2011

#3 )$
Use a hyphen to join two words that serve as a single adjective preceding a noun.

Examples

Only double-insulated wire should be used.

She usually takes a middle-of-the-road position.
He sent me an up-to-date version of the schedule.

Do not use a hyphen when the words forming the adjective follow the noun.
Examples

Use only wire that is double insulated.
He keeps my schedule up to date.
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Bethel Banzhaf, CPS/CAP
P O Box 854
Wichita, KS 67201

MINISA CHAPTER

Publications Committee:

Bethel Banzhaf, CPS/CAP
Bobbie Frye, CPS/CAP
Margie Williams

minisachapter@hotmail.com

WE’'RE ON THE WEB:
http://www.orgsites.com/ks/MinisalAAP

SUBMISSION
DEADLINE

THIRD THURSDAY OF
EVERY MONTH

Submit articles to Bethel Banzhaf:

minisachapter@ hotmail.com

SUBMISSION
REQUIREMENTS

FONT: Arial

Size: 10

PARAGRAPH: justified

NAMES: first and last
CPS/CAP: always, no comma
ALL copY must be proofed
One space after periods

ADVERTISING
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