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Executive Night

SPEAKER:

Nathalie Giarrusso

PROGRAM: Shared Leadership

DATE:

TIME:

PLACE:

MENU:

COSsT:

Thursday, October 6, 2011

5:30 p.m. Networking

6:00 p.m. Dinner

6:25 p.m. Program (60 minutes for recertification points)
7:35 p.m. Business Meeting

Spirit AeroSystems Conference Room

Choice of Roast Tenderloin of Beef or Chicken Picatta;
Vegetables; Salad; Chef’'s Choice Dessert;
Coffee and Iced Tea

$20 for dinner; $4 for meeting only
*** | ate Cancellations and No Shows will be billed

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

to cancel your reservation please contact:

Diana Smith (work 517.7486)

no later than noon, Monday, October 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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"People want to be part of something larger than themselves. They want to be part of something they're
really proud of, that they'll fight for, sacrifice for, that they trust.”

~ Howard Schultz, Starbucks
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Greetings from the President . . .

An Administrative Professional’s Creed

| believe that | am a professional, and that my chosen career is a profession
worthy of respect.

| believe that not just anyone can do my job.

| believe that | deserve recognition for the multidimensional contributions that | make to the
workplace.

| believe that | am a valuable team player, and that my contributions affect the bottom line of
my organization.

| believe that | possess unique skills, abilities and talents, and that | am meant to use and
develop them.

| believe that | have the potential to acquire new skills, to enhance my knowledge base, and
to master new technologies . . . ."

| believe that | can turn my job into a career!
-Author Unknown-

If, after reading this, you still don’t think you are REMARKABLE then you need to come to
one of our meetings!

September was our first “official” 2011-2012 meeting with our own Deb Moody, CPS/CAP,
presenting on Assertive Communication Skills. We encourage members to participate in
what Minisa Chapter, IAAP offers. Deb has accomplished criteria number eight on the MoE
(Member of Excellence) list, building confidence in public speaking, and developing a strong
network of peers for encouragement and support. We also were excited to have several
guests with us; one guest, Cheryl Neubauer, joined that same evening.

October usually means cooler weather and again we will be celebrating our executives with a
magnificent dinner and program at Spirit AeroSystems. Nathalie Giarrusso, Organizational
Development Manager at Bombardier Learjet will be our guest speaker. We hope you and
your executive will be able to join us.

After attending a Membership Committee meeting this past month I'm really excited for what
they have planned! What a great committee they have formed: Jeretta Eash, Bobbie Frye,
CPS/CAP, Diana Smith, Jenny Stephens, CPS and Bethel Banzhaf. They are setting the bar
to be REMARKABLE for the years ahead. | look forward to the growth and leadership that
they have visualized for Minisa!

Remember we have challenged our members to start tracking what they do . . . some have
already accomplished four to six MoE criteria without even knowing it. We are Leaping into
the REMARKABLE!

Jocelyn Pickard
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Dates to Remember AL
October 1 Kansas Division Fall Seminar — Flint Hills Technical College, Emporia, Kansas
October 6 Chapter Meeting — Executive Night
October 13 Membership Committee Meeting, 5:30 p.m., Bobbie Frye’s house
October 20 Pow Wow Deadline (e-mailed [minisachapter@hotmail.com] submissions are greatly appreciated!)

October 27 Board Meeting

\ November 3  Chapter Meeting /

About Our Program and Speaker

Nathalie Giarrusso has a passion for studies and completed a Bachelor degree in French
Literature (University of Montréal), a Bachelor degree in Psychology (Concordia University), a
graduate program in Industrial and Organizational Psychology (Concordia University), an MBA
(University of Quebec at Montréal) and a Master in Training and Development Management
(University of Sherbrooke).

Nathalie started her career in aerospace at Pratt & Whitney Canada in quality assurance for four
years, followed by two years as director of the Business Training Center with LaSalle College, and
nine years at Gerald-Godin College as faculty advisor for Pharmaceutical Studies. She was very :
involved in developing the competencies of the pharmaceutical industry’s workforce, her all-time professional passion!
Nathalie joined Bombardier Aerospace in 2007, and in October 2010 accepted a two-year assignment to join Learjet as
the manager of Organizational Development.

Shared Leadership: As traditional forms of leadership have fallen by the wayside, defeated by their ineffectiveness, new
forms have come to the forefront to offer more effective leadership. One of these new forms is termed "shared
leadership," or leadership that is distributed among members of a group. The value of shared leadership is that it benefits
the group by allowing each member of the team to bring his or her own expertise to the table, resulting in the availability of
much greater expertise than one leader alone could bring. This seminar aims at:

1. Giving a practical road map to building shared leadership teams and using them to gain competitive advantage.

2. Moving from theory to solid practice, this seminar lays out the short-term building blocks and long-term strategies
needed to create truly shared leadership.

3. It puts emphasis on how to identify the range of team skills and behaviors needed to reach the best
business results.

COMMITTEE REPORTS

#Z

Publications Committee

&
The committee has been working on the 2011-2012 large roster which is in the final proofing stage. The
roster will shortly be distributed to the members through a secure website. Printed copies will be available to any
member on request. The roster includes major association dates, chapter meetings, all committees, member information,
past presidents and award recipients, a reference section and the chapter’s bylaws and standing rules.
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Executive Night Committee

-

Every year Minisa Chapter hosts an Executive Night. This is one J
of our signature events in which we share gratitude, honor and appreciation
for our executives. We would like to encourage all of you to invite your
executive to attend our dinner and program meeting. To show our
appreciation, all executives in attendance will be recognized by the
committee and each member will be asked to introduce her executive.

Executive Night will be held on October 6 at Spirit AeroSystems’
Executive Conference Room, 801 S. Oliver, Wichita.

Membership Committee
Bethel Banzhaf, CPS/CAP, Chair

The Membership Committee has been working on our next

membership drive and discussing how we can share IAAP with other admins
in our community. Several plans are in the works so stay tuned.

The

1 “# % % We are thrilled that local celebrity, & & ,has
agreed to talk to us about “what not to wear in the workplace”. If you have
heard Ms. Bing speak before, you know this will be a fun program. Start
inviting potential members now so they’ll save the date on their calendars.

It was great to have several guests attend our September meeting thanks to
Margie Williams, Sandy Samo and Jocelyn Pickard. Jocelyn’s guest, Cheryl
Neubauer, joined the chapter that evening. Welcome Cheryl!

Program Committee
Diana Smith, Chair

() A majority of chapter members voted to
attend the Mosley Street Melodrama on December 1 for our Christmas
Social. The show is Goodnight Gracie! Did You Lose Your Garland? Family
and friends are welcome to join us for this lighthearted entertainment!

If you plan to attend the show, *

+ to guarantee seating. Dinner plus the show is
$27 and the show only is $16. Cash or checks payable to Minisa Chapter,
IAAP. —( _ "

Service Awards Committee

It is almost time to elect Minisa Chapter’'s 2011 Outstanding i
Member of the Year (OMY). The nomination form and voting

instructions will be e-mailed to all members and included as an insert with
the November issue of the Pow Wow. Please read and follow the instructions
carefully.

All members with two or more years of membership in Minisa Chapter are
eligible to receive the OMY award. Exceptions are the current president and
former recipients within the last ten years. All members, except members of
the Service Awards Committee, are eligible to vote for one of the members
listed on the eligibility list in the voting instructions. No other members can be
nominated. Only written nominations will be accepted.

August 11, 2011
No Program
EFAM Report

September 1, 2011
Assertive Communication*
Deb Moody, CPS/CAP

October 6, 2011
Shared Leadership*
Nathalie Giarrusso

November 3, 2011

Work-Life Balance Organizational
Skills*

Bronda Boley

December 1, 2011
Christmas Social
Mosley Street Melodrama

January 5, 2012

Dressing for Professional Success
Bonnie Bing

Membership Recruitment

February 2, 2012
Effectiveness: Executive and Admin*
Mark Withrow

March 1, 2012
Invest in You*
Mary Miller, CPS

April 5, 2012
Six Sigma and Admins*
Deborah Stubblefield

May 3, 2012 (Annual Meeting: closed)

Support Local Business: Reinventing
Business Plans*

Sara Bagby, Watermark Books

June 7, 2012

Presentation Tips*

Sue Houser, CPS/CAP
Installation of Officers

* CPS/CAP Recertification Points Awarded
— 60 minute programs
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Certification Committee Debra Moody, CPS/CAP, Chair

Mock exams have been scheduled for those preparing to take the November exams. If you are interested
in taking the mock exam, make sure to register with Deb Moody at debra.j.moody@spiritaero.com no later
than October 7, 2011.

When: Saturday, October 15 e gk ’
Arrive: 7:30 a.m. # B> - o‘) 5 '
"‘“\) -v(& Q;.OQU y

CAP 8 a.m.—12:30 p.m. a P .. R

12:30 p.m. — Lunch B Aot o 4 cH
oM 1 p.m. —4:30 p.m. s%_ov gl
Where: CGF Industries = * o

2420 N. Woodlawn, Bldg. 500

Wichita, Kansas

(Note: the easiest access to the parking lot is by going one block east to North Walden Drive and
entering from that direction.)

Proctor: Deb Moody, CPS/CAP
Cost: None

Register by:  October 7, 2011

Membership Recruitment Event

A

Special Guest Speaker
& &

Dressing for Professional Success

Start inviting future members now!

Recruiting a new member fulfills criteria #10 for Member of
Excellence, PLUS a chance to win a prize!
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International Association of Administrative Professionals
Minisa Chapter

—_—— R eSS
SRS T P>

International Association of

Administrative Professionals®

The Minisa Chapter of IAAP cordially invites you to

WHEN: THURSDAY, OCTOBER 6, 2011 AT 6:00 PM

WHERE: SPIRIT AEROSYSTEMS, INC.
ADMINISTRATION BLDG., EXECUTIVE CONFERENCE ROOM
3801 S. OLIVER, WICHITA, KS 67278

DINNER: 6:00 PM

PROGRAM: 6:30 PM
GUEST SPEAKER: NATHALIE GIARRUSSO
“WHERE ARE YOU COMING FROM? SHARED LEADERSHIP”

RSVP BY SEPTEMBER 20: MARGO LANDIS, COMMITTEE CHAIR
523.3897 (OFC) OR 841.3659 (MOBILE)
E-MAIL: MARGO.L.LANDIS@SPIRITAERO.COM
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CAP Certification Update

3

August 15, 2011 CAP Study Group October 15

rppplieztion elezeline i fie The coordinator is Jeretta CAP: 7:30 a.m.—12:30 p.m.
November 4-5, 2011 CAP and . .
CAP-OM exams !Eash. Plegse contaqt J_elreltta OM: 1 p.m.— 4:30 p.m.
if you are interested in joining | Mock Exam Site
the group. CGF Industries

_ *
NEVEITIOET & = HEELE SE0 2420 N Woodlawn, Wichita

November 5 — CAP exam

 Camuleh Contact Deb Moody,

— CPS/CAP (316) 523-3428

Mock Exam Information

>

YV VY

Note: the easiest access to the parking lot is by going one block east to N. Walden Drive and entering from that
direction.

Proctor: Deb Moody, CPS/CAP

Cost: None

Register by e-mail to: debra.j.moody@spiritaero.com no later than October 7, 2011

Welcome . ~w Member!
Cheryl Neubauer
THAHK VOU Sponsor: Jocelyn Pickard
NS
=N \ -

K5 7
Thanks to Margie, S—
ank you,
Sandy and Jocelyn for TR, o
bringing guests! researching and
organizing our
first virtual

study group!
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Computer Corner
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In previous versions of Office, if you have several windows open in various programs,
they are all shown at the bottom of the desktop, in the taskbar at the bottom of the
screen. The more that are open, the narrower each taskbar tab is.

and you can see there are pages stacked.

You can hover your mouse over any
program to see what documents you have
open. Then move your mouse to that
particular document and click on it to open
the document.

You can even close windows from this hover
mode. Simply take your mouse to a
particular document and click on the red “x”
in the upper right-hand corner and that
document will be closed. Or, if you want to
close the program, right click on the icon and
it will give you the option to close all windows
in that program as well as other options.

In Office 2010, Microsoft has reduced the clutter in the taskbar. Now, instead of all the windows being listed across the
bottom of the desktop in the taskbar, they are stacked behind the corresponding program, Explorer, Outlook, Word, etc.,

The first picture shows what is open in Explorer, the second shows what’s open in Outlook.

October

rations

Reta Snyder — October 9

Bee Paredes — October 10

Donna Shrader — October 14

Jacki Redd— October 18

Diane Walters, PLS, cPS/CAP — October 19
Teresa Virden — October 20

Terri Fiscus-Goforth — October 22

Cherie Schulte — October 27

Jeretta Eash — October 29

Diana Smith — October 29

2
©
©
e
o}
—
m

% Margo Landis, cPs/CAP (2005)
= Diana Loux (2006)
@ Linda McCurdy, cps (1988)
%) Cyndi Mullins, CPS/CAP (2005)
) Jacki Redd (2005)
E Ruth Smith, cPS/CAP (2005)
C

<

g.

N
A
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: Before sending any membership application form to headquarters o
e Please make sure the “I would like an IAAP membership pin” box °
e Ischecked “yes”. o
° [ J
® |f this is not done, the new member will not receive a pin. :
[ J

[ J
: Pins may be ordered from the IAAP store at http://www.iaap- °
e hg.org/shop. o
° .‘

4 8 " 9 ( ( 1

Remember what it was like when you changed jobs, graduated from college or moved to another city?

Here is a tip: Become aware of new members in your organization and invite them to sit with you. Make a habit to call
those who have recently joined and make them feel welcome.

[Just watch a civic organization with lots of older seasoned members and see how many of them actually approach a
guest or make the first move to make a new person feel comfortable.]

Source: Marlene Chism, www.icarepresentations.com

Every Meeting an Advertisement,
Every Memher an Ambassador

5 Support chapter meetings and activities

5 Getinvolved — grow into leadership

5, Promote positive and friendly environment
5 Treat evervone with respect

5 Bring guests

5 Llearn who we are

52 Maintain a standard of excellence )
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News From Around the Association. ..

KANSAS DIVISION

Falll Saiinan

WHEN: Saturday, October 1

TIME: 8 a.m.-4 p.m.

WHERE: Flint Hills Technical College, Emporia, Kansas

HOST: Heartland Chapter

oy
WHAT: Using Graphics to Enhance Communication )

Writing and Grammar — Thinking Creatively ‘ - ) /
Graphic Design =

COST: $40 member; $45 non-member

DISCOUNT: $25 member; $40 non-member: postmarked September 20

> — 6 ( 8 ( : Every member has the opportunity to track their professional
development on this form — a great tool to complement your yearly performance reviews at work. Two awards will
be presented at the 2012 Kansas Division Annual Meeting banquet: one to the Kansas Division member with the
most points and one to the chapter president who accrues the most points. Fill out your activities monthly so it's

done by the end of the year! The form is included with this edition of the Pow Wow and posted on the Kansas
Division website.

INTERNATIONAL
- +066 5 _° (
The Research and Educational Foundation wants to help you grow your career!

We're going to do that with the R&E's new 2012 EFAM Scholarship Program. The program
helps cover the cost of attendance for temporarily unemployed admins or those who have
never been to EFAM before. It's part of the foundation's commitment to helping admins reach
and maintain their professional edge. Scholarship applications will be accepted starting 7
October 1, 2011 through January 31, 2012. amr?sisad C -

ernational President |
Visit the updated R&E webpage to learn more about the EFAM scholarships, the foundation, and how to help the R&E
reach its goals. The page includes an FAQ about the R&E, scholarship information and donation forms. It's the go-to
source for the R&E. Please join the R&E as we advance the careers of administrative professionals.

»The $ 9 (( 6 - (( ( + $* $ in San Diego, CA. Additional details are
available in the “Events” section of the IAAP website (http://www.iaap-hg.org/events).

For more information, go to the members’ page at www.iaap-hg.org.
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auctions to defraud customers. Last week, |

consulted on an ethics complaint where a business
coach betrayed a client’s confidentiality. And, recently a
physician was convicted of insider trading based on
information from a patient, a violation of both business
ethics and her professional ethics.

This morning, | read about a company using online

Business ethics are the key to profits. If clients and
customers don’t trust you, and your business ethics, they
will not do business with you. Would you buy from a
company you didn'’t trust? Of course not!

Business ethics have become a hot-
button topic. There are often ethical
conflicts between making money, and
doing what is right. There can be
dilemmas about doing what is best for
your employer, what’s best for your own
career and what's best for the
customer. Business ethics is about
negotiating these minefields. Here are
my Top 10 Principles for Positive
Business Ethics:

1. Business Ethics are built on Personal Ethics.
There is no real separation between doing what is right
in business, and playing fair, telling the truth and being
ethical in your personal life.

2. Business Ethics are based on Fairness. Would a
disinterested observer agree that both sides are being
treated fairly? Are both sides negotiating in good faith?
Does each transaction take place on a “level

6. Business Ethics require a Business Plan. A
company'’s ethics are built on its image of itself and its
vision of the future and its role in the community.
Business ethics do not happen in a vacuum. The clearer
the company’s plan for growth, stability, profits and
service, the stronger its commitment to ethical business
practices.

7. Business Ethics apply Internally and Externally.
Ethical businesses treat both customers and employees
with respect and fairness. Ethics is about respect in the
conference room, negotiating in
good faith, keeping promises and
meeting  obligations to  staff,
employers, vendors and
customers. The scope is universal.

8. Business Ethics require a
Profit. Ethical businesses are well-
run, well-managed, have effective
internal  controls and  clear
expectations of growth. Ethics is
about how we live in the present to
prepare for the future, and a business without profits (or
a plan to create them) is not meeting its ethical
obligations to prepare for the future well-being of the
company, its employees and its customers.

9. Business Ethics are values-based. The law, and
professional organizations, must produce written
standards that are inflexible and universal. While they
may talk about “ethics”, these documents are usually
prescriptive and refer to minimal standards.

playing field"? If so, the basic principles of
ethics are being met.

Business ethics is
about quality and

Ethics are about values, ideals and
aspirations. Ethical businesses may not
always live up to their ideals, but they are

3. Business Ethics require Integrity. the key clear about their intent.
Integrity refers to wholeness, reliability and t fit
consistency. Ethical businesses treat people O profts. 10. Business Ethics come from the

with respect, honesty and integrity. They back
up their promises, and they keep their commitments.

4. Business Ethics require Truth-telling. The days
when a business could sell a defective product and hide
behind the “buyer beware” defense are long gone. You
can sell products or services that have limitations,
defects or are outdated, but not as first-class, new
merchandise. Truth in advertising is not only the law,
business ethics require it.

5. Business Ethics require Dependability. If your
company is new, unstable, about to be sold, or going out
of business, ethics requires that you let clients and
customers know this. Ethical businesses can be relied
upon to be available to solve problems, answer
questions and provide support.

Boss. Leadership sets the tone, in every
area of a business. Ethics are either central to the way a
company functions, or they are not. The executives and
managers either lead the way, or they communicate that
cutting corners, deception and disrespect are
acceptable. Line staff will always rise, or sink, to the
level of performance they see modeled above them.
Business ethics starts at the top.

Ethics is about the quality of our lives, the quality of our
service, and ultimately, about the bottom line. An
unhappy customer complains to an average of 16
people. Treating employees, customers, vendors and
the public in an ethical, fair and open way is not only the
right thing, in the long run it's the only way for a
company to stay in business.

Written by Dr. Philip E. Humbert, writer, speaker and success coach. Dr. Humbert has over 300 free articles, tools and
resources for your success, including a great newsletter. It's all on his website at: http://www.philiphumbert.com.
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September Meeting Highlights . . .

President Jocelyn Pickard Jeretta

f'»«:., o
Tk L)

Margo, Bee, Nancy

Paulyna Deb, Diana, Jeretta Margo and Bee
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+ 0 IAAP Core Values
Stress Reduction Skills Tip Integrity.
When you're faced with seemingly overwhelming

stress and pressure, take steps to reduce your load by We

eliminating unnecessary obligations, saying “no” more

often, and resting your mind. Sometimes something as demonstrate this

simple as a full night's sleep can do wonders for your cornerstone of our
stress level. profession through
Quote: hones.t.%

“The superior man is distressed by the limitations of accountability and
his ability; he is not distressed by the fact that men high ethical

do not recognize the ability that he has.”
9 Y - e standards.

—

Have the courage of being your Membership
genuine self, of standing alone and A Otf31

. ugust 31:
not wanting to be somebody else. 48
~ Lin Yutang

( -
When referring to completed reports, books, magazines, newspapers or pamphlets, you should bold or
italicize the title. Never use more than one design technique.
Examples

| need to replace my copy of the Paperback Oxford Dictionary.
| am upset that the magazine Golf For Women is no longer being published.

Other items that should be bolded or italicized are movies, plays, musicals, operas, television and radio
series, long poems or musical pieces, paintings and sculpture.

Use quotation marks around titles that represent only part of a completed work, e.g., chapter titles,
sections, columns in a newspaper.
Examples
Did you read the chapter “13 Ways to Mind Your Reader’s Business” in Business Writing Basics?
This year’s theme for the conference is “Protecting Our Nurses.”

You should also use quotation marks around the titles of complete but unpublished works, such as
manuscripts, dissertations and reports.
Examples
| will edit your report “Strategic Thinking for 2009” tomorrow so it will be ready for the meeting.
(The report is not yet ready for release.)
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Bethel Banzhaf, CPS/CAP
P O Box 854
Wichita, KS 67201

Administrative Professionals®

MINISA CHAPTER

Publications Committee:
Chair:

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

minisachapter@hotmail.com

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

Newsletter Information

See your name in print! All chapter members are
encouraged to submit articles, information,
personal updates, anything you think would be of
interest to other chapter members. All members
who submit articles will receive incentive points.

SUBMISSION
DEADLINE

THIRD 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
One space after periods

ADVERTISING

SPACE AVAILABLE:
Business card size

RATE:
$15 for 11 issues

Advertising is accepted on a
space available basis.

Submit check with your business
card made payable to Minisa
Chapter, 1AAP, c/o0 Bethel
Banzhaf CPS/CAP, P O Box 854,

Wichita, KS 67201 i )

All copy is subject to editing for length and clarity and is printed at the

discretion of the editorial staff.



