
����
���������������������������������	��
� �	��
��	��
��	��
� �

 
   PROGRAM:  Learning How To Grow in the International Market   
                                                 
   SPEAKER: David Walker 
 
   DATE: Thursday, March 5, 2009 
 ����TIME:  5:30 p.m. Networking����
                          6:00 p.m. Dinner 
                          6:30 p.m. Program (60 minutes for recertification points)  
                       
   PLACE: Wichita Independent Business Association Building 

445 N. Waco, Wichita 
 
   MENU: Chicken Fajitas; Spanish Rice; Refried Beans; Chips and Salsa;                   
                          Bread and Butter; Chef’s Choice Dessert; Iced Tea and Coffee 
 
   COST: $14 (dinner)       $3 (meeting only) 
 
Reservations Required : We recognize emergency situations do come up. If you need to cancel 
your reservation, please contact: 

Robin Ruse (work 828-6578)   

no later than noon, Monday, March 2. 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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“The habit of always putting off an experience unti l you can afford it, or until the time is right, or  until you know 
how to do it is one of the greatest burglars of joy . Be deliberate, but once you've made up your mind – jump in."  

~ Charles R. Swindoll 
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2008-2009 Board of Directors 
 
PRESIDENT  
Cyndi Mullins CPS/CAP 
cyndi.mullins@spiritaero.com 
 
VICE PRESIDENT 
 
 
 
 
SECRETARY 
Patricia Coombs 
pcoombs@cessna.textron.com 
 
TREASURER 
Ruth Smith CPS/CAP  
ruth.smith@spiritaero.com 
 
DIRECTORS 
Pam Dinwiddie 
Bobbie Frye CPS/CAP 
 
PARLIAMENTARY ADVISOR 
Patricia Pickard CPS  

 
 
 

The Pow Wow  is a monthly 
publication of Minisa Chapter. 
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Spring is just around the corner and Mother Nature is playing with us. Some very  
nice, warm days followed by a blast of winter chill still holding on. We are nearing  
the close of the 2008-2009 year, but we still have some very interesting programs  
on our agenda. 
 
We will recognize and honor our past presidents at our March 5 meeting. I am looking forward to introducing these 
ladies who shared their leadership with us. Some are still active in our chapter while others have left for one 
reason or another. This month also marks the 67th anniversary of Minisa chapter.  How exciting is it to celebrate 
67 years of existence by honoring those who have led us to this point in time? 
 
Throughout the year I have presented to you International President Barb Horton’s selections for her “Book of the 
Month” club. I hope everyone has had an opportunity to read one or more of the titles presented here. This month, 
President Horton recommends The Radical Leap: A Personal Lesson in Extreme Leadership by Steve Farber. Mr. 
Farber describes LEAP as: cultivate Love; generate Energy; inspire Audacity; and provide Proof. Mr. Jeff Ludrof, 
President and CEO of Erie Insurance Group, states “What a thrill – a commonsense approach to life and 
leadership in a suspenseful unfolding of everyday events. You won’t put it down until you are done. A must 
experience to take your leadership to a higher level.” 
 
I hope everyone has been working on their Member of Excellence program. Four short months and then it will be 
time to turn in your worksheet. Each person who achieves eight of the eleven criteria will receive a certificate (first 
four years), Pathways to Excellence certificate cover, and Member of Excellence pin (the fifth year). We will also 
submit the Chapter of Excellence worksheet for Minisa. A Chapter of Excellence will receive a podium banner 
(first year), banner year patch, and either $100 cash or $150 credit toward subscription to the IAAP Web 
Community. Our board will complete the worksheet and I will submit it for the chapter. 
 
Our Educational Seminar is just around the corner – April 10 at the Hotel at Old Town. Ask your boss about 
attending the seminar and mark your calendar. Donna Berry will be our speaker. The Education and Membership 
Committees have been hard at it planning this event. Brochures have been sent to active members and 
distributed throughout our respective companies to all office admins. If you did not receive a brochure and want 
more information, please contact a member of the Education or Membership Committee. Sue Houser CPS/CAP 
and Bobbie Frye CPS/CAP are the chairs of these committees. Or feel free to contact me either by telephone or 
e-mail. 
 
Kansas Division Annual Meeting (KDAM) will be held June 19-21 and will be hosted by Kaw Chapter in Topeka.  
We would like to have a good representation at the annual meeting. This is a great opportunity to meet and 
network with other chapters’ members within our division. Friday’s events are usually entertaining and energizing. 
You will also have an opportunity to meet an International Board representative to inquire more about IAAP. On 
Saturday, the business portion of the meeting is conducted and Sunday is another chance to gain recertification 
points or help complete criterion number nine for Member of Excellence. 
 
Don’t forget, March 5 is our next chapter meeting. We will be honoring past presidents, celebrating 67 years as a 
chapter and listening to David Walker, senior vice president of sales and marketing at Spirit AeroSystems 
speaking on Learning How to Grow into the International Market. Hope to see many of you there. 
 
Until next month . . . . 
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David Walker  is senior vice president of sales/marketing for Spirit AeroSystems, responsible 
for showcasing Spirit to potential customers worldwide. Mr. Walker joined Spirit in September 
2005 from Vought Aircraft Industries, where he was corporate vice president with responsibility 
for international programs.  
 
Mr. Walker graduated cum laude from Vanderbilt University, from which he also graduated with 
an honors fellowship master’s degree. He attended an executive development program at 
Harvard Business School. 
 
In his presentation on Learning How to Grow Into the International Market , he will discuss: 
 

�  Wichita as a global city 
�  Spirit’s international business 
�  Working with international partners 

- Time zones 
- Language 
- Culture  
- Travel 
- Currency/foreign exchange 
- Respect and courtesy 

 
 
 

COMMITTEE REPORTS 
 

 
 

 
Program Committee         Norma Farnsworth CPS/CAP 
       
The Program Committee met on February 12, 2009. Upcoming speakers were verified and actions were 
assigned to the committee members. Arrangements were discussed for the March meeting which will honor 
Minisa Chapter’s past presidents and celebrate Minisa Chapter’s 67th anniversary. 
 
It is time once again for the membership to decide where to hold our chapter meetings next year. Included with this issue 
of the Pow Wow is a short ballot/survey. Please take a few minutes to cast your vote and tell us your desires – your 
opinion matters! Bring your completed ballot to the March meeting or e-mail it to Norma Farnsworth CPS/CAP. 

Dates to Remember                                                                           
                        
           March 5     Business Meeting – Recognition of Past Presidents, DSA Presentation and Speech 
           March 7   Kansas Division Spring Seminar, Independence, Kansas 
           March 9-11   IAAP Professional Education Conference, Nashville TN 
           March 19     Pow Wow  Deadline (e-mailed [minisachapter@hotmail.com] submissions are greatly appreciated!) 
           March 26    Board Meeting   
           April 2   Business Meeting  
 April 10   Education Seminar – Hotel at Old Town – Donna Berry, Emotional Intelligence 
           April 16     Pow Wow  Deadline (e-mailed [minisachapter@hotmail.com] submissions are greatly appreciated!) 
 April 20-25   Administrative Professionals Week® 
 April 22   Administrative Professionals Day® 
           April 30     Board Meeting  

Any member is welcome to join us.   
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Education Committee  
 
Minisa Chapter awards one scholarship a year to a 
deserving student who meets the criteria. Scholarship 
applications will soon be sent to area colleges and high 
schools. The application deadline is March 15, 2009 to be 
considered for the fall semester.  
 
If you know of someone who would be eligible for this scholarship, please 
encourage him or her to apply. For more information contact Sue Houser 
CPS/CAP or June Crawford. 
 
The application form and instructions can be downloaded from the chapter 
website at: http://www.orgsites.com/ks/minisaiaap.  
 
Certification Committee 
Sue Houser CPS/CAP, Chairman 
 
CPS Mock Exams 
��
There will two mock exams for the CPS certification administered by Minisa 
Chapter. Parts 1 and 2  will be administered on March 14  from 8:30 a.m. to 
12:30 p.m. at Spirit’s HR Service Center at Oliver and 31st Street, Room 
112.  
 
Parts 1-3  and will be administered on April 11  from 8:30 a.m. to 4 p.m. and 
the location will be the Southside Education Center, 4501 E. 47th Street 
South. Please contact Sue Houser at 526-0793 or 788-3648 at least a week 
ahead of time if you are interested in taking either of these mock exams.  
 
Exams will begin promptly so arrive by 8:15 a.m. Bring two sharp pencils.�
 
Chapter History Committee        
Linda McCurdy CPS, Chairman 
 
The Chapter History Committee has continued to work on 
the president’s scrapbook for Sue Houser CPS/CAP for the year 
2006-2007. Sue and Linda McCurdy CPS are finishing the last of the pages 
for Sue’s scrapbook and will assemble the scrapbook as soon as the pages 
are completed. Thank you to all members who helped with Sue’s scrapbook. 
Your time, efforts and dedication are appreciated.      
 
The committee began work on the president’s scrapbook for Bobbie Frye 
CPS/CAP for the year 2005-2006 at a scrapbooking session at Bobbie’s 
home on February 28. The committee will have at least one scrapbooking 
session in both March and April. Committee members, Bobbie and Minisa 
Chapter’s Board of Directors will receive an e-mail with possible dates for 
scrapbooking sessions in March and April. Those who receive this e-mail will 
be asked to reply to the e-mail as to which dates will work for them and 
which dates will not work for them to attend scrapbooking sessions. Board 
members may choose to attend or not attend sessions and are always 
welcome. The sessions will be scheduled so that the most members are able 
to attend. Another e-mail will be sent when dates have been determined. 
Scrapbooking sessions will be held at the home of Bobbie Frye CPS/CAP 
unless Bobbie has a conflict. If that occurs, the location will change and all 
who received e-mails will be notified of the new location.        
 
All members are welcome to attend any of the scrapbooking sessions. If you 
have questions or need additional information, please e-mail Linda McCurdy 
CPS at LLMcCurdy@aol.com or call her at (316) 721-2945. 
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  August 14, 2008 
  Report of IAAP International   
       Convention 
  Cyndi Mullins CPS/CAP 
 

  September 4, 2008 
  From To Do . . . To Done* 
  Gary Sachs, Esselte Corp. 
 

  October 2, 2008 
  Humor Me* 
  Dr. Julie Gilpin-McMinn 
   

   November 6, 2008 
   What’s Hot and What’s Not in     
       Employee Selection 
   Alicia Holloway, Select Search LLC 
   Networking/Membership Drive 
 

   December 4, 2008 
   Christmas Social  
   Mosley Street Melodrama 
       

   January 8, 2009  
   New Tax Laws and Tax Tips* 
   Melba Lytle, Tax Advisor, H&R Block 
 

   February 5, 2009 
   Computing Tips/Technology* 
   Keith Trevolt 
 

   March 5, 2009 
  Certification: How and Why 
   Sue Houser CPS/CAP 
 

   April 2, 2009 
  Swing Into Action: Keeping You     
    on Par for Strategic Success* 
  David Walker 
 

   May 7, 2009 (Annual Meeting: closed) 
   Event Planning: Who, What,   
       When, Where, Why * 
   Robin Ruse 
 
   June 4, 2009 
   Your Partner In Success* 
   Pat Jones    
          Installation of Officers                       

  

* CPS/CAP Recertification Points Awarded 
– 60 minute programs  



Pow Wow – March 2009 – Page 5 

 

Seminar Committee        
Bobbie Frye CPS/CAP, Co-chairmen 
 
Plans for the annual education seminar are falling in place. Marianne Eyles CPS/CAP, Diane Walters 
CPS/PLS, Sue Houser CPS/CAP, Susan Niswander, Ruth Smith CPS/CAP, Bethel Banzhaf CPS/CAP and Bobbie Frye 
CPS/CAP all participated in a three-hour workday at Bobbie’s house on Saturday, February 21 to fold, seal, label and sort 
approximately 600 seminar brochures and assemble 80 seminar folders. We will still have a few things to be inserted in 
the folders at the last minute; however, the majority of work is done. A big “THANK YOU” goes out to all those who 
assisted!  Brochures will be available at the March and April meetings for you to hand deliver to others not on our mailing 
lists. I encourage all of you to take some to keep in your purse for when you run into others who may be interested.  
 
The seminar will be held Friday, April 10, 2009  at the Hotel at Old Town with Donna Berry speaking on Smart, Sensible 
and Supportive – Emotional Intelligence Completes t he Picture . Please encourage your friends and co-workers to 
attend. We are still looking for vendors to show their products. Please let Bobbie or Sue know if you have a contact you 
would like to send information to or if you want letters to hand carry to your contacts. 
 
Call For Nominations           

 
It is that time of year when we need to nominate members to fill positions on our executive board. The 
Nominating Committee will present the ticket of officers at the April meeting. This year, due to a 
vacancy in the office of vice president, we need nominations for:   
 

�  President 
�  Vice President  (usually succeeds to president, due to Monique resigning, this vacancy will need to be filled 

also) 
�  Secretary 
�  Treasurer 
�  Directors (2) 

 
Please seriously consider one of these positions. Has the Nominating Committee called you yet to ask if you will serve on 
the board? If not, take the initiative and call a committee member: Jocelyn Pickard (chair), Margo Landis CPS/CAP, Pam 
Dinwiddie, Sue Houser CPS/CAP, Robin Ruse. This is a great opportunity to stretch and grow both professionally and 
personally. 
 
Those who have held these positions in the past have done an outstanding job, and we give them a big thank you. Now 
we need you. 
 
Candidates must meet the requirements stipulated in the chapter bylaws, Article IV Qualifications: “Candidates for office 
shall preferably have been a professional or professional-merited member of Minisa Chapter for at least one (1) year prior 
to the time of their nomination. A candidate for the office of president or vice president shall have served as an officer in 
Minisa Chapter prior to nomination.”   

 
 

�����������������
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Upcoming Deadline 
and Exam Dates 

 
CPS Study Group  

 
CPS Mock Exams  

 
February 15, 2009  
Application deadline for  the 
May 1-2, 2009 CPS and CAP 
exams 
  
May 1 – CAP exam 
May 2 – CPS exam 

 

 
CPS Exam Study Group  
 
The coordinator is Jenny 
Stephens. Please contact 
Jenny directly at 
bonanza7@bonanza.org if you 
are interested in joining the 
group. 

 
March 14 – CPS Parts 1, 2 
Spirit’s HR Service Center, 
Room 112 at Oliver and 31st 
Street south 
 
April 11 – CPS Parts 1-3 
Southside Education Center, 
4501 East 47th Street south 
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KANSAS DIVISION  
 
 
 
 
 

DATE:    Saturday, March 7, 2009  

TIME:    8:30 a.m. – 3:30 p.m. 

PLACE:   Four County Mental Health Center, 3751 W. Main Street, Independence, KS 67301-8446 

COST:   $35 IAAP members; $40 non-members 

TOPICS:   Ethics and Customer Service for Administrative Prof essionals  

      Mentoring Does Matter 

SPEAKERS:   Ron Denney, MA, LMLP               

            Colleen Neill CPS/CAP 

RECERTIFICATION POINTS:  5 

Don’t miss out on this opportunity to increase your knowledge, network with other administrative professionals, and have 
fun! The chapter will pay the registration fee for any member who wishes to attend. Please e-mail your completed 
registration form to our treasurer, Ruth Smith CPS/CAP, before the March 4 deadline . A carpool sign-up sheet will be 
available at the March chapter meeting. 
 

Download all division forms from: http://www.iaap-kansas.org/.  
 
 
Certification Workshop  presented by Johnson County Chapter on Saturday, March 28 , 8:30 a.m. to 4:30 p.m., 
Johnson County Administration Building, 111 S. Cherry, Olathe. This workshop is exam preparation for those studying to 
take the penultimate professional examination of their career. The flyer and registration form is available from Cyndi 
Mullins CPS/CAP. 
 
 
 
INTERNATIONAL 
 
As you may know, the IAAP website at www.iaap-hq.org recently underwent a top-to-bottom 
redesign. It not only looks different, it behaves differently and the site is more streamlined and a 
simpler site to navigate. 
 
Since the new design went live, the biggest questions we've received are “Will the web community 
be changing to reflect the new look? If so, when?” The answers to those questions are “yes” and 
“soon.” 
 
We're in a “soft launch” phase of the latest version of the web community, and IAAP leaders and 
active users of the current web community have been invited to take a look at the latest version before it goes live to all 
IAAP members. Over the next week to ten days, we’ll be communicating directly to chapters and divisions who have 
websites with our web community about what they need to do to ensure their site is a part of this latest version.  
 
I've set up an egroup for users of the bulletin board called "General IAAP Discussion" to talk about the new stuff. When 
you get to community.iaap-hq.org, click "egroups" and join that one.  

~ Aaron Ensminger, IAAP HQ Staff 
 
 

President Horton CAP  
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 Birthdays  

Sue Houser CPS/CAP (March 1) 
 

Service Anniversaries  
Jocelyn Pickard (2007) 

Carmen Ned (2007) 
Patti Ferguson CPS/CAP (Minisa 2000)  
                              (IAAP October 1995) 
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How to Print Several Files Together with Single Com mand 
 
If you have many files to print – files either created in the same program or in different 
programs – you can print all these with a single command without printing them individually. 
This technique is very useful if you have many files to print, even if some are created in 
different programs. 
 

�  First, create a temporary folder for this purpose, copy all files from different locations in this 
temporary folder. 

 
�  Here you have two options: you can select all files using CTRL+A or can choose by holding down the CTRL key to 

select one by one. 
 

�  At the end, right-click on the selected files and choose the print command. Each file will be opened in its related 
program and will print automatically. 

 
 
 
�
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uman resource experts agree that volunteer involvement in associations is 
mistakenly omitted from most resumes. Make a point to include IAAP 
volunteer experience on your resume. 

 
·  Volunteering substantially expands the range of jobs you can envision 

yourself filling-and enjoying. A recent Wall Street Journal article suggests 
“three to five years of volunteer work provides management experience 
most corporations couldn’t provide over 20 years, if it came at all.” 

 
·  Publicize your efforts.  Volunteering on a program committee or 

community service project on behalf of IAAP is “news” and is worthy of 
recognition. Your local newspaper regularly spotlights local newsmakers. 
Send a news release and be sure to include fellow committee members.  

 
·  Inform your boss.  Keep your employer and fellow staffers aware of your IAAP achievements and activities. 

Involvement in volunteer activities is among the top five factors supervisors consider when promoting employees, 
according to a recent study. Surveyed executives believe volunteering on behalf of your professional association 
reflects well on the employee and the company because the challenges you face as an association volunteer can 
be applied to your daily work. Your peers on the job will see the value of IAAP membership, too, when you share 
great ideas learned through your association-related experiences.  

 

H 
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1. Recognize the importance of networking . Ask any successful business person and they will tell you that above all 
else, networking skills are absolutely vital to grow your business. Networking can increase your market share, help 
you gain new ideas, provide work and perspectives on life and business. Speaking to one person can potentially give 
you access to over 200 clients and suppliers. 

2. Aim to become visible.  You need to let others know you exist and what you do by becoming highly visible and 
being set apart from the crowd, which is what good networking skills can provide. Be seen and get known. Look for 
interesting events to go to: clubs, associations, meetings, seminars, conferences, presentations, breakfast briefings, 
lunches, or start your own networking club. 

3. Take care of your image.  To have success in networking 
you need to maintain your self-esteem and build your 
confidence. Consider how you dress, speak and maintain 
your body language; aim to present a friendly, 
professional, positive image. 

4. Always be positive. By having an open “can do” attitude 
and having the belief in giving and sharing as well as 
offering assistance your reputation will soon grow. 

5. Treat all events as networking. Going into a specific 
networking event you may experience fear and trepidation 
but there is also the thrill and challenge of who potentially 
you might meet. However, we all have all sorts of events 
we attend which are in effect networking; i.e., meeting 
people to build mutually beneficial relationships. The 
networks we belong to can include schools, colleges, 
work, social life, small businesses, corporate businesses, 
family, neighbors, advisors or the church. 

6. Build your relationships. You need to project an excellent image of warmth, approachability, understanding, 
knowledge, empathy, and an ability to engage with anyone. Don’t forget your most powerful contact might not be the 
most useful to you. Above all be genuine. You should take an interest in the people you meet, remember their 
names, and listen acutely to them to understand their needs and how you could assist each other. Tact, reassurance 
and the building of trust are also the hallmarks and vital components of relationship building. Be relaxed and stay 
interesting. 

7. Develop the ability to “small talk”. Being able to talk to anyone about anything is a valuable skill in its own right 
and essential in networking. Being able to initiate a conversation means you are more likely come into contact with 
people who may well turn out to be invaluable contacts. Small talk can be difficult, but have a few stock phrases up 
your sleeve such as “How did you get started in . . . ?”, “What do you particularly need to succeed?”, “Where are you 
going with it next?” 

8. Develop active listening skills. Networking is not about selling, it is about listening to the other person and showing 
them you are interested in them by active listening. Allow others to open up and talk freely. Give your undivided 
attention even if it is only for five minutes. Take an interest in what’s said and acknowledge this by nodding or 
agreeing. Use positive body language such as facing them with lots of eye contact. Used subtle mirroring techniques 
(body language copying) to develop rapport. 

9. Use your business card. With the many people you meet this is the only way to maintain the initial contact. Ninety 
percent of businesses have no card and only 25 percent have a card that is up to date and informative. At the very 
least your own should have on it your name, address and phone number and ideally your e-mail address if not your 
website. Try to include on the back your skills focus to help others identify what you have to offer. You should also 
create a tracking system to identify and remember all those you meet. 

10. Be organized. Keep a written list of everyone you know and everyone you meet and what they do or keep a 
database. Write memory joggers on the back of business cards. You may find it useful to keep a diary of who you 
meet and where and any mutual contacts for future reference. 

By Sandra Beale 
Reprinted with permission. Article Source: http://EzineArticles.com/?expert=Sandra_Beale 
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Linda McCurdy CPS, Photographer 
 
�
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What is “Good of the Order”?  
 
This is an agenda item at the end of a meeting for members to make announcements, share news, etc. Examples of 
Good of the Order are announcements of promotions at work, awards or recognition received, family news, upcoming 
events other chapters are holding, or other “care” information that you like to share with the other chapter members. 
 

FYI is a  feature column for the benefit of all members.   
Information presented is to assist new members as they begin to explore chapter offerings.   
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  Dress for success . . . but pay less!  
                                                   

 
 
 
 

 
 
 

 
 

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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One-Minute Idea 
 
Jumpstart Your Decision Making 
 
After reviewing an e-mail or phone message, act 
immediately.  
 
“If you can complete the task in two minutes, do it 
right away,” says David Allen, author of Getting 
Things Done: The Art of Stress-Free Productivity.  
 
Remember that your “delete” key can be the best 
organizer of all. 
 

  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 
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Lay or Lie? 

There aren’t that many English confusables which one can honestly claim as nightmarish, but this is one of 
them. Not only do these basic words relate to the same sort of action—being put down/putting oneself 
down—but the past tense form of one is the same as the present tense form of the other. The confusion is 
built in and even careful users are likely to have problems with this pair. 
 
To lay is to ‘put down’ and is a transitive verb (i.e., one which is generally followed by an object): Lay your 
sleeping head, my love . . .  (first line of poem by W. H. Auden). 
 
To lie is to ‘be at rest on a horizontal surface’ and is an intransitive verb (one which is not followed by a direct 
object): He told the dog to lie down at once. 
 
Confusion mostly arises from the fact that the past tense of lie is lay: The dog lay down and went to sleep 
straightaway. 
 
While the past tense of lay is laid: They laid the picnic food out on the table, the past participle form (i.e., the 
one used after ‘has’ or ‘had’) is lain for lie: The farmhouse has lain empty for almost two years now; and laid 
for lay: The soldiers had laid thousands of mines in the course of the war. 
 
How to avoid: Before using lie or lay, ask yourself which of the two you mean. Then work out whether it 
refers to an action in the present or past, and follow the lie-lay-lain or lay-laid pattern. This is also one of 
those differences where a sensitive ear to the sound of a sentence can help. 
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