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People who are cocky and arrogant say, “I know that”, and move along. People who are
confident and positive ask themselves, “How good am | at that?” and seek to improve.

~ Jeffrey Gitomer from The Little Gold Book of YES! Attitude
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| look forward to meeting your executives at our Executive Night celebration on October 4. Thank
you to Margo Landis CPS, chairman of the Executive Night Committee, and the committee
members, Gayla Bridwell and Jocelyn Pickard for coordinating the event. Margo will announce the
Executive of the Year on Thursday evening. Joseph Onijala, Corporate Communications, Spirit
AeroSystems, Inc. will present the program Diversity: Recognizing and Leveraging the Value of
Human Similarities and Differences. It should be an interesting evening.

Have you registered for the Kansas Division Workshop to take place in Wichita on Saturday,

October 13? Monique Richardson CPS and the rest of the committee have organized an educational experience for us.
Carolyn Van der Veen will present Getting Things Done, the art of stressful productivity. This is also an opportunity for you
to talk with other Kansas Division members. Thank you to those who have volunteered to bring breakfast goodies.

Betty White CPS is putting together “a task force of Kansas Division members who are interested in mapping our course
through the Kansas Division Strategic Plan.” She e-mailed the chapters, asking for several volunteers willing to help with
reviewing and revising the Kansas Division Strategic Plan. She wants as many chapters as possible to have a
representative on the task force. | have not heard who will represent other Kansas Division chapters, but Sue Houser
CPS/CAP has volunteered from Minisa Chapter. As you may remember, there is talk of moving from a "numbers based"
to "values based" incentive plan for 2008-2009. | am sure we can count on Sue to represent us well and to keep us
informed as plans unfold.

Several of our members will be sitting for the CPS or CAP exam in November. They have been putting a lot of effort into
studying for this certification. Keep a good thought for them and send positive vibes on November 2 and 3. By mid-
December there will be cause to celebrate! The celebration will also include the resuming of our once-a-month Saturday
trips and tours, or so | have heard from our Queen of Trips and Tours, Ruth Smith CPS!

H

The Membership Committee is organizing our informational meeting, fondly referred to by IAAP members
as the IMPACT meeting. In order for us to impact other admins in the Wichita area, we must encourage
them to attend this event Thursday, November 8. The flyers will be ready for distribution soon. Please
share them with your friends and colleagues.
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Have you purchased your Entertainment Book from the Ways and Means Committee ($25)? They will be I
available at the October meeting. There is a new item available, thanks to Bobbie Frye CPS/CAP and her
sewing machine . . . amazing what happens when she is laid up from surgery on her foot! Bobbie has made black neck
scarves for all of your IAAP pins. See a committee member to purchase one or more ($10 each).

Have you given any thought to serving on the Minisa Chapter board of directors? We will be electing the Nominating
Committee soon. If you have a desire to serve on the board, please let the committee know early or when you are called,
say YES! Look over the guidelines binder to see where you feel you fit best. By virtue of her current office, Cyndi Mullins
CPS will automatically be our president for 2008-2009, but all other offices will need to be filled. If you have not received a
copy of the guidelines binder, please contact Cyndi. She will have them at the meeting.

Hail and Farewell! Debbie Carter was officially inducted into Minisa Chapter at our
September meeting. We're glad to have her aboard. Sandy Early also joined Minisa,
changing her status from International Member-At-Large. Sandy has changed her
departure from Kansas date from next year to next month! | am sorry to see her leave us
so soon, but she feels she is being called to return to her family in Washington State.
Sandy assures me she will continue her affiliation with IAAP and that we should look for
her at the convention in New Orleans in 2008. | would like to share with you some
comments from Sandy. Following the September meeting: “Thanks again for inviting me
to last night's chapter meeting. The information offered during Bronda's presentation and
the overall structure and business acumen of the group is just what I've been looking
for.” Telling me of her move to Washington a few weeks later: “The Minisa Chapter is a truly professional group of women,
and | am proud to have been a very small part of it, if only briefly.” | want each of you to know that | am also proud of the
members of Minisa. Thank you for allowing me to serve as president.
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Dates to Remember

October 2 Board Meeting
October 4 Chapter Meeting — Executive Night and Executive of the Year Presentation
October 18 POW WOW Deadline (e-mailed [minisachapter@hotmail.com] submissions are greatly appreciated!)

October 30 Board Meeting

November 2 CAP exam

November 3 CPS exam

November 8*  Informational and Networking Reception  and Chapter Meeting

\ * ** Important Date Change : this is the second Thursday of November /

About Our Program and Speaker

Joseph Onijala was born in Nigeria, West Africa. His father's occupation as a preacher in the Evangelical Churches of
West Africa exposed Joseph to missionaries and the education curriculum of the missionary schools. During the Nigerian
civil war in the late sixties, Joseph had a rare opportunity to attend Ahmadu Bello University in Zaria, northern Nigeria, for
a crash course to receive certification as a school teacher. After a short stint as a secondary school teacher, Joseph left
Nigeria to attend Tabor College in Hillsboro, Kansas. Having graduated with a degree in humanities, Joseph moved to
Wichita to attend graduate school at WSU. Joseph was a regional manager with Primerica Financial Services before
moving to The Boeing Company where he later became diversity manager for the Central Region. Currently, Joseph is
coordinator of volunteer programs at Spirit AeroSystems, Inc.

In Diversity: Recognizing and Leveraging the Value of Human Similarities and Differences , Joseph will be covering:

Diversity exercise Factors that necessitate the value of Diversity
What's your definition of Diversity? Demographic Changes

Internal Dimensions What are they

External Dimensions Global Competition

Organizational Dimensions Economic Advantage

What is your role?

% COMMITTEE REPORTS

Chapter History Committee Linda McCurdy CPS, Chairman

The Chapter History Committee held a meeting and scrapbooking sessions on September 15 and September 22, at the
home of Bobbie Frye CPS/CAP. The scrapbooking sessions were productive and 24 pages for the scrapbook were
created. The committee’s goal this year is to complete three scrapbooks. The first is for the year 2003-2004 for Bobbie
Frye CPS/CAP, the second is for the year 2004-2005 for Marianne Eyles CPS/CAP, and the third is for the year 2005-
2006 for the second year Bobbie Frye CPS/CAP served as president.

The committee and the board will be advised of future sessions via e-mail. All members are welcome to help at any of the
scrapbooking sessions for whatever amount of time your schedule allows. If you do not receive an e-mail regarding the
scrapbooking session and would like to be included, please e-mail or call Linda McCurdy CPS. If you have questions or
need additional information, please contact Linda McCurdy CPS.
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Executive Night Committee
Margo Landis CPS, Chairman

Executive Night planning is progressing well. The Executive

Night Committee received several nominations from the

Minisa membership. The nominations have been sent to

three judges. The results from the judges have been received and are in the
process of being tallied. The nominee with the highest total number of points
will be this year's recipient.

The committee would like to thank each of you for your nominations and for
helping us stay on a tight schedule. We look forward to awarding the winning
recipient on October 4, 2007.

Ways and Means Committee
Bobbie Frye CPS/CAP, Chairman

The planning committee met to discuss ideas for raising funds for the
chapter. It was decided to pursue the following projects:

Continue with the Entertainment books through the end of the year. If
all books are sold, our profit will be $200.

Hold another garage sale; last year's profit was $500.

Enchiladas — Bobbie will continue to make enchiladas and bring to
meetings for those interested and donate the profit to the chapter.
Watch for other opportunities to set up service of meals. Last year's
profit was $80 and this years Potwin profit was $351.10.

Continue to sell the chapter cookbooks. We are at the total profit
level on the books now. Change the pricing to $12 for non-members
and $10 for members to help move the product. Last year’s profit
was $51.

Continue with office angels since they are total profit. Last year we
made $48.

Continue with sale of casserole carriers since they are total profit.
Last year's profit was $80.

Make pin sashes ready to sell at the division fall workshop.

Pampered Chef fundraiser in November. Members could purchase
items for Christmas gifts and the chapter would profit.

Lawn/Leaf and Kitchen Bags fundraiser. Make up to $5.50 per roll of
heavyweight trash bags.

Tupperware fundraiser. They have two books to sell out of.

Super Video Cards — sell cards for buy-one-get-one video/game
rental. Cards sell for $10 and our profit is $5.

Terri Lynn Premium Quality Nuts and More — we tasted samples and
decided that these items would make great gifts.

Papa Murphy Cards — Papa Murphy cards were sold in the past and
it was decided to try them again. They will take back unsold cards.

Green Lantern Car Wash Cards.
Spears Pie Fundraiser.

The committee is hoping there is enough variety of projects that all members
will find something of interest that they can participate in. The funds raised
are to cover the costs of the chapter’'s programs and activities for the year.

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

January 3, 2008
TBD *
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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CAP and CPS Mock
Exam

Publications Committee &?

Bethel Banzhaf CPS, Chairman

Chapter Roster: the committee has updated the roster
and added some new sections. Rosters will be distributed
to members at the October meeting, and sent to those unable to
attend. This is your resource for international, division and chapter
contacts, programs for the year, chapter award guidelines and past
recipients, and of course, the chapter bylaws and standing rules. New
sections include committee “fast facts” and IAAP protocol.

Norma Farnsworth CPS is Webmaster of the chapter Web site this year.
We will continue to keep the information current and add information Saturday October 6
about chapter activities as they occur. !

Pow Wow : don't forget the deadline for committee reports, articles, etc., 8—-11:30 a.m.

is the third Thursday of every month. Please follow the Publications Style

Guide and submission requirements as listed on the back page of the _

Pow Wow. Book reviews, articles, computer tips, etc., are always PI&CE.
appreciated. However, we must have written permission from the original Southside Education Center

author to reproduce any copyrighted material. (47th and Oliver)
\ I / Room E203

Publicity/Community Service Committee Non-members welcome
Monique Richardson CPS, Chairman
Contact Norma Farnsworth CPS

Members of Minisa Chapter answered the phones for the KPTS phone norma.j.farnsworth@spiritaero.com
drive on September 14 from 7 p.m. - 10:30 p.m. We enjoyed dinner from
Wendy's and had a good time networking in between calls. Members who
helped were: Marianne Eyles CPS, June Crawford, Ruth Smith CPS, Sue
Houser CPS/CAP, Bethel Banzhaf CPS and Monique Richardson CPS.
The phones kept ringing and our KPTS coordinator was very excited at
the amount that was pledged that night: $5,779.

Bronda Robbins CTM, Liaison

We have several opportunities to assist with funds for the Retirement Trust Foundation this year. First,
the Christmas cards are now available. They are beautiful this year, with the theme “Happy, Merry and
Bright.” The inside reads, “With wishes for a Happy Holiday and all the best in 2008.” These cards can be
used to send greetings to business associates, IAAP members, family and friends — anyone you normally
send cards to.

(o~ RTF commemorative pins are also available. They debuted at international convention, and capture the
'==':\"~.L spirit of Tampa quite nicely.
/'

‘;% Our October fundraising effort is an “empty your pockets” jar. I'll have a bank available, and I'd like

THE everyone to donate their spare change (spare paper money is also acceptable!) for RTF. In November,

TRHSJ; which is RTF month, we will be using a calendar method for collecting donations. | found the idea on the

RTF website, and it looks like lots of fun! Also, we will be having a silent auction to raise funds for the Trust

early next year, and any donations toward this auction are appreciated! I'm looking for things like we raffled off at last
year's meetings — whatever you think would be used/appreciated by others.

Thank you in advance for your donations to the Trust during the 2007-2008 year.
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Membership Committee Bethel Banzhaf CPS, Chairman

November is membership drive month. Invite your co-workers and friends to join us for a fun and
informative reception on November 8. There will be no formal program and our regular business
meeting will follow the reception.

We will be showcasing the many benefits and ways to grow by belonging to Minisa Chapter and IAAP.
Tables will be set up with various displays and people will collect items at each table. There will be
give-aways, door prizes, skits, and a chance to practice your IAAP elevator speech! We hope to
recruit many new members by telling our guests how much IAAP has helped us grow professionally
and personally. We will be distributing flyers the first week of October, so please provide Bethel with
the names and addresses of prospects so invitations can be mailed to them.
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News From Around The Association . . . VAAP® Kansas Divis fon
KANSAS DIVISION /IIDRIVE >
2007 - 2008

The Fall Workshop will be held on Saturday, October 13 in Wichita. If you have not yet been able to attend a Kansas
Division workshop, this is a great opportunity to do so since it will be held locally. All members are encouraged to attend
for a great day of education and networking with fellow members from different parts of Kansas.

The program will qualify for three CPS/CAP recertification points. Lunch is included in the $20 registration fee.

Date: October 13, 2007

Time: 8:30 a.m. — 2:30 p.m.

Location:  Cowley County Community College Southside Education Center 4501 S. 47th Street
Speaker: Carolyn van der Veen

Topic: Getting Things Done: The Art of Stressful Productivity

Mark your calendars now and plan to attend. If you know of hon-members who would be interested in this informative
workshop, invite them to attend with you.

The registration form is available from any Kansas Division officer or President Marianne Eyles CPS/CAP.

INTERNATIONAL

International President McCoy's Incoming Address: Those who were unable to attend the International Convention in
Tampa can watch International President Judy McCoy’s president’s address at www.iaap-hg.org at Members’ Place. Click
on Communications/Publications, then International President's Communications. Scroll down and click on the "Play"
arrow in the media player to view the video of Judy's incoming president's address.

Birthdays

Jacki Redd (18)
Diane Walters CPS/PLS (19)
Terri Fiscus Goforth (22)

Bronda Robbins (24)
Monique Richardson CPS (2005)

Service Anniversaries
Stacy Derebery (2003) Linda McCurdy CPS (1988)
Fern DeShazer (2006) Cyndi Mullins CPS (2005)
; : Margo Landis CPS (2005) Jacki Redd (2005)

Diana Loux (2006) Ruth Smith CPS (2005)
National Boss Day — October 16

What Makes a Good Boss?

In a recent survey of OfficePro® magazine readers, more than two-thirds of administrative professionals surveyed said
they were satisfied working with their managers. Areas in which administrative professionals said their managers excel
include:

Being approachable

Giving feedback and praise when warranted

Communicating with other departments

The administrative professionals surveyed said their managers could improve most
by:

- Communicating with them better
- Utilizing their administrative assistant's skills more fully
- Doing better to plan ahead

IAAP offers the following tips on how the best bosses work most effectively with their administrative assistants:
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Work with your administrative assistant as a team — and act accordingly.

Listen. Administrative assistants may have a better feel for the pulse of the workplace than their bosses.
Communicate. Offer instructions that are clear and precise. Better yet, take an opportunity each day to review
tasks and needs with the administrative assistant.

Show appreciation for a job well done.

Offer training. Realize that technological and managerial training may help an administrative assistant fill this
changing role more effectively.

Let an administrative assistant be a manager. Give this person the authority and responsibility needed to fulfill a
management role — and confirm this responsibility in the job description.

According to a recent IAAP "Profile of Administrati ve Professionals" survey (3,200 total survey respon  ses), here
are ratings of qualities that administrative suppor t staff say are most important in a manager/supervi  sor/boss:

(On arating scale of 0 to 10 — 10 being most important quality; O being least important quality)

Effective communicator 9.6
Is approachable 9.5
Stands up for employees 9.3
Knows his/her job and has an effective vision for success 9.3
Gives feedback and praise when warranted 9.1
Well-organized; gives clear direction 9.0
Delegates meaningful tasks 8.8
Understands work processes 8.7

Changing Colors in a Clip Art Image in PowerPoint

You can change the color of clip art images to create a different look or to match the current color
scheme. The Recolor Picture command displays a dialog box with a preview of the picture and a list
of all of the colors in the picture. You can change any color in the list.

1. Select the clip art object.

2. Onthe View menu, point to Toolbars , and then click Picture to display the Picture toolbar.

3. On the Picture toolbar, click the Recolor Picture button. The Recolor Picture dialog box appears with the
Colors option selected in the Change area.

4. Click the Fills option to display the fill colors in the image.

5. Under New, click the down arrow next to the color you want to change and then click the color you would like. The
color swatch changes to your chosen color and the preview box on the right shows that all the parts that were the
original color are now the new color. Repeat these steps to change other colors.

6. When finished, click OK.

Woman'’s Investment Education Program 2007 Submitted by Carmen Ned

The Sedgwick County Extension Education Center is offering a workshop designed to help women increase their
investment skills. The Woman's Investment Education Program 2007 is being offered from October 9 — November 20. The
course consists of six weekly sessions from 7 p.m. - 9 p.m. and is open to both women and men. Couples are welcome.
The great thing about it is once you have paid the registration fee you can repeat the program as many times as you like.
Details are listed on the registration flyer enclosed with this issue of the Pow Wow.
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The Art of Being Positive

There is nothing easier than being a critic and knocking down others’ ideas. It's a bit more
difficult to come up with a possible solution and win allies to implement it. So, it's no
wonder that the world is full of negaholics at a time when what we really need is more
creative-minded, optimistic, futuristic, well-positioned risk takers.

What can you do to join the category of realistic optimists and better your chances of
being perceived as a leader, a visionary, and a promotable team member?

Recognize that repeated negative input gets you attention for the moment — but
also labels you as a group misfit and lessens the respect the group has for
you.

If you have legitimate concerns, address them before the group adopts an action.

Once the group has decided to move ahead on a path, support the decision
and get on board.

Don't just shoot ideas down; offer constructive and doable solutions.

If you find that you consistently disagree with the group, maybe you need to find a new group that conforms more
with your personal ideology. Your continued negativism is a bummer for you and the group and causes
divisiveness.

Look for other successful models. Don't just run things through your own personal and limited radar screen.

Once you've voiced your disapproval, drop it. Nagging gets you nowhere and gives you a bad name.

Don't put others down behind their back or spread gossip. People will begin to distrust you if you chronically
complain about others. They are likely to conclude that if you speak that way about one person, you will
probably speak that way about them. Take personal responsibility to act with integrity.

If you agree to do something, be positive and give 100 percent. Don’'t make negative comments about it, or say
you wish you’d never agreed to do it.

If you truly don't understand something, don’t hold the group back with your wariness; arrange for a private
tutoring session with the person who proposed the solution.

It isn’t cute or savvy to always be seen as the doubting Thomas. Design a more professional image for yourself.

If you find that you are almost always in the minority and a nay-sayer, take a good look at yourself. You might need an
attitude adjustment. This could be a symptom of something deeper that needs to be addressed. If you don'’t, you could be
inadvertently holding yourself back from future personal and professional success.

360-Degree Feedback

There are times when all we can see about ourselves are negative things. Other times, our
focus is only on the positives. The truth of the matter is we're made up of strengths and
weaknesses and need to be aware of both to position ourselves well.

A useful tool is 360-degree feedback because it compiles comments and observations from
the people around us. First we evaluate ourselves, then we have higher-ups, underlings,
and peers add their thoughts. While it sounds threatening, it can provide invaluable
information. Consider having several other people comment on your appearance, resume,
skill base, and conversational/interview deportment. What you find may be very
enlightening.

Here’s what may come to the surface:

Some people exhibit different behaviors to the people above them and below them in status. Be careful if you fall
into this category. You never know when the scales will be tipped and positions change. Treat all people with
respect and courtesy, regardless of rank (this also includes children).

We all have biases. Know what your biases are and work to keep them in check. Things we say, ways we act,
can give us away without our even being aware that we are labeling people, reacting to personal hot buttons,
or becoming sensitive to past experiences. Know yourself.

Most of us think we project a good image . . . especially when we are going on an interview. But the age of the
interviewer, the formality or casualness of the corporate culture, or the age/disrepair/trendiness of the clothing
we choose may tell more about us than we’d like. Dress for the image you want to portray, but try to match
company culture and interviewer expectations.
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Oftentimes we show different behaviors when we’re under stress as opposed to calm times. Be sure that you can
identify when the heat is going up and your responses are too. Don’t wait for others to notice and comment on
it.

Look for some validity in criticisms. None of us are perfect. We may not see ourselves in a certain way. But, if
several others proclaim an unflattering side of you, look to see why they have that perception and how you can
make a more positive impression. Don't just ignore it and think you are 100 percent right.

360-degree feedback can tell us many things about ourselves that we may not know. It's like having the benefit of a mirror
that shows us our back side. Use it to your advantage. A starting point for positive self-talk is to be aware of one’s position
in relation to one’s needs and desires. Self-awareness is a trusted instrument of self-talk, because a person is in the best
position to visualize himself honestly and proffer solutions. He will find balance and judge his ability to interact with others
frankly and confidently.

Source: IAAP Headquarters

Linda McCurdy CPS, Chapter Photographer

Bronda presenting “Skills Portfolio” Sandy and Debbie
Listening intently Welcoming new member, Debbie
Kansas Division President-elect Banzhaf Pat announcing her promotion

presenting President Eyles with permanent Chapter
of the Year award from Kansas Division board
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Bobbie FryeCPS: On September 10, | had surgery to see if the foot specialist could correct some of the

issues | have had with my foot since | broke it two years ago. He ended up removing a bone in my ankle, a bone chip in
the top of my foot and a bone spur which had a nerve on top and was probably causing a lot of my problem. Then he
searched further into the area of the break and found that the bones were rubbing together at the break and | had an
issue with the tendon that ran across that area. Therefore, he also removed about a nickel size area of bones in the
center of my foot to prevent further problems. Hopefully | will be as good as new in a couple of months. Best of all, | went
back to the doctor yesterday and he skipped the cast and put me in an air cast for six weeks. | am now back at work and
doing great, using the wheel chair sometimes and a walker other times.

Patti Neace retired from Spirit AeroSystems on September 6. Patti's plans for the first few weeks were to do little more
than relax, relax, and relax and enjoy a nice, a leisurely cup of coffee each morning. Now that she's run out of Bailey's,
she's enjoying plain coffee to a slightly lesser degree.

Patti is glad to have more time with her dog Greyson. She inherited Greyson when her daughter Amie moved out.
Greyson is now 12 and in failing health. She has a trip planned for late October to visit Amie in Richmond, Virginia. At
some point, she plans to take her mother and aunt to visit their 92-year-old sister in Ft. Lauderdale, Florida. Patti said it's
nice, not worrying about what time she'll get off work so she can help her mother with errands and such. Her mother is
also enjoying the more regular schedule and extra attention. And, of course, Patti hopes to get more involved in IAAP as
she gets settled into her new retirement schedule.
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Dress for success . . . but pay less!

The Working Woman’s Shop
A Consignment Boutique

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

IAAP Members receive 10%
off all orders

2625 S West St Lot 608

2075 N. West St. T-W-F  10:00-5:30 Wichita, KS 67217 316-304-6935
Wichita KS 67203 Th urs  10:00- 7:00 MRichardson4@MaryKay.Com
316-943-3388 Sat  10:00-4:30

www.workingwomanshop.com
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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/MinisalAAP

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 copYy must be proofed

0

$ &
1

ADVERTISING

st %
&

%

+
 $
-$./*0
2 3456)

y




