JJ Volume 2, Issue 3 December/January 2009 \\

W SPOK

International Association of
Administrative Professionals®

Old West Chapter

26

H=cE

SO
(':‘\'
X

How to Lead By Example:

Dr. Schulerds Ten Rules for Workinlg
by A. J. Schuler, Psy.D.

Continued from last issue. . . negativity, function like antibodies in theeffective leader. By setting a tone ¢f
Negativity Kills world, fighting negativity and addinglistening, others will follow suit.
Literally. What is violence butanexil i f ed to those around t hem. I f nep

treme expression of negativity? Buis a cancer, then good leaders, just in tiBetween Two Positions Always Lies a
killer negativity does not require away they carry themselves and approadthird Option

physical manifestation to wreck itsthe world, fight that cancer, all the time. Leaders know that dilemmas that comg
havoc. We know that negative think- prepackaged-oasd fpeaioty
ing weakens the immune system an@ommunication Starts with Listening are usually preset for failure. There |s
contributes to disease and to an iMondt worry about alwaysiahleast one otkex way ® view|3
crease in mortality. We also knons el f better (you dstmbon, either byeexparaingbtre issuga
that negativity is contagious: for exio be a leader). Think instead about askinding a third alternative or creating

experts know to expect a new spate f@iist heard. Resist the temptation to thinthat decision should only come after (al
imitative suicides or suicide attemptsabout what you want to say in responsgeative examination of many possible

nection to that first poor, despairingpe amazed at how much you learn, amhat makes leaders effective is thdir
person. Suicide, and even sevet@ww much better you understand peopbdbility to generate those options, either
negativity or depression, can spreagbu thought you understood before. Pethrough imagination or consultation,
like an epidemic, or like a cancerple rightly see leaders as those who ubefore making any final decisiond.
Even in small doses, negativity conderstand them, or who make the effort td/hile most people get trapped into de-
tributes to illness and ultimately tot ry t o under st and finmg roonflict @ kither/or,n wiklosg
death. This represents a universéistened will you have earned the right tpropositions, they end up following
truth of Iliivvinrgg . Seeak y@irgwn point of view, based on those who prove they can craft bette
are people drawn to leaders? Becaus®re complete understanding of othesolutions, creating value and advantagg
leaders, through their attitudes angeople and the circumstances arouridr all involved.

abilities to resist or overcome t hem. That 6s wh a tcontimedon page®2 per son |4
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2008 Monthly Programs ~Dates to Remember~

January fi Boys & Girls Club of Cheyenne January 8 i Board Meeting

Presented by Gordon Eldredge
January 15 A Chapter Meeting
February A6 Publ i c Speaking
Presented by Crystal Stratton February 12 f Board Meeting
March i 6 Pr of essi onal Il mag

Presented by Jan Felton February 19 fi Chapter Meeting

ample, when there is a high profiléng better questions, and then repeat bankgotiated compromise. There are cert
suicide in some community, healtty o u r best under st atairdyitimeg nototd conypioraige, byt evenp
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How to Lead By Example:

Dr. Schulerdéds Ten Rules for Workindg apnd Li
continued from page 1 Taking ourselves too seriously when we succeed or w)-'len
we fail, and it also gives us some humility and perspectie
Way other® especially when they fail to see the wisdom of qur

obviously superior points of view (wink wink, nudge,
Good work is , well, good. Great work is inherently rewardjijgiudge!) In the end, the pursuit of ngaarfection is more
Do it with fun and style, and you are not a prisoner of y@important than its achievement, even if it is good to be
labor, but rather a master of your craft. If you help others glpogmpetitive and dedicated to excellence in order to brirlg
the way, either by teaching them or just by setting them up] tauit the best in ourselves and others.
V|

their own success, then both life and work acquire gregater
meaning. None of us live forever, and we should all leavg a
little something behind fgf the good. This fArul ed i[lp] one
favorites; itbés one worth |fepeating and spreading af|qund
In the End, We Are All More or Less Human )
3 opyright/c 003AJ ujer,
And thatos a goo d tpron gPerm|SS| nsgra%hgtoécopythlslﬁt Ie@sﬁlzsr‘l%a thet%llowmg We hav

moods and bad moments. We make mistakes; we have pffts of information is included:
our character that may be less than forever admirable. Tf%ﬂ E{[g‘t\ J. Schuler is an expert in leadership and organizational change. To find
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. .. . . re about his programs and services, visit www.SchulerSolutions.com or call|(40
makes us human. Keeping this in mind helps us refrain fr prog 1oy
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2008-2009 ' Ik'
Chapter Officers WAN E
President
Judy Smith CPS/CAP

smithj@laramiel.k12.wy.us
307-771-2124

Vice President

Becky Poch
pochr@laramiel.k12.wy.us Karen Schroeder

307-771-2604 Karen worked 28 years before retiring from LCSD #1 in the

Business/Budget/Finance Dept.

Secretal
creran Karen belongs to S.E. Scottish Society, Cowboy Joe Club, Good

Sam Club, and IAAP Old West Chapter.

Teresa Canjar

canjar310@msn.com
She enjoys Genealogy, U.W. Football and Basketball Games

tcanja@wdoc.state.wy.us ) . =
and swimming exercise.

307-777-3788
Karen and her husband Doc dated for 24 years and 11 months
Treasurer before they married. They have been married for 8 years. Karen
has 2 children, David and Thomas and 2 grandchildren, Ethan

Karen Grady
and Kiara and 2 step grandchildren, Ashleigh and Erin.

gradyk@laramiel.k12.wy.us
307-771-2226 Karends favorite food/ dessert is B| ueb:¢
with hot fudge.

DEAD OR ALIVE!
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¥ Turning Jobs
0 WIntoCareers 2008-20009
International
Board of Directors
International President
Division Presidenti Barb Horton CAP

Kyle SheldorChandler

Acting President Elect
Division Presidenglectii \ Susan K. Shamali CPS/CAP
Margaret Hartl ! N

Vice President

Vice President CIH c Mary Ramsey -Drow CPS/CAP
Aubree Lujan CAP Ac I ION Secretary
Secretaryi 2008-2009 Janine Riemersma CPS/CAP
Tish Neff CO-WY-MT Division
Treasurer
Treasurer

Karlena Rannals CPS/CAP
Eileen Verosko CPS
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<% Happy Valentinebs Day

B VIINE . . . .
B Words for our Valentine's Day Word Find are listed alphabetically below .
%% / concordance, cordate, core, cordial, courage, courtship, discord, discourage, enam-

ored, heartbroken, heartiness, heartland, heartthrob, infatuation, recorder, ro-
mance, sweetheart, truelove

We have permission to reproduce this word find for home or school.

v
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v v
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v v
v v
v v
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) Valentine's Day Word Find )
: CBCBCEQRWTLHEJ M :
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v NIDLTRTIOTFBONTU »
: MEXEEUDCTCERCCR :
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v LWYTOI RRNMAKTI KS v
M SXI MDMETMCZEDRH v
v BORHTTRAEHENHXI v
v NLQFXHEARTLANDP v
4 YVZDEROMANEZOLDO 4
¢ WCORDIALGTARRID v
: GHPZXIXJFABDFJC :
v v
v ©2002 Vocabulary University® v
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PRESI DENTO3 S MESSAGE

It is a new year, the first month is almost over, and | still am not where | want to be
on any of my goals or resolutions that | set for myself. Are you there too? There is so
much to be done and so little time to do everything we need to do.

Personally, | have encountered some bumps, and distractions, and it has been difficult
to focus my attention because everything demands my attention. | get a little dis-
heartened when | think of al | I need t
may only complete one thing or nothing.

I felt I have always been a good organi-zer
dodé (task 1list), I was pretty good at getti]}
whi ch | couldnot complete to the next day*

builds and builds until it is out of control. Management by Objectives (MBO) now be-

comes Management by Crisis (MBC). Also known as whoever or whatever screams the

loudest.

| went to Google and did a search for staying focused, looking for tips, tricks, (and yes
maybe a little sympathy), and found this terrific Blog by Dave Chong, a software engi-
neer, entitled 11 Ways of Staying Focused.

http://www.davecheong.com/2006/06/21/11 -ways-of-staying -focused/

He writes about the things we all know about, (but if you are like me) forget when you
are in a panic and need to get stuff done. | encourage all of you to visit his article, and
put into practice his advice. There are all kinds of tips, other links to visit with tools
to accomplish your tasks and just make them easier. Please also visit the link to his
article 18 Ways to Stay Focused at Work .

Keep in focus and continue t



http://www.davecheong.com/2006/06/21/11-ways-of-staying-focused/
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10 MAYOR WAYS this workshop will substantially

improve your people skills!

1. FEEL CONFIDENT in situations that once caused
you stress and anxiety.

2. WORK EFFECTIVELY WITH PEOPLE whose per-
sonalities and communication styles differ from your
own.

3. BECOME MORE INFLUENTIAL in your organiza-
tion.

4. BREAK OUT OF YOUR COMFORT ZONE to feel
more comfortable in unfamiliar settings or activities.

5. DELIVER CRITICISM IN A CONSTRUCTIVE
WAY that causes positive behavior change, not anger
or resentment.

6. RECOGNIZE AND ELIMINATE INTERPER-

SONAL TENDENCIES  and habits that are holding
you back professionally and personally.

7. RESOLVE CONFLICT  and move on to collaboration
and cooperation.

8. DIPLOMATICALLY HANDLE TOUGH SITUA-

TIONS by knowing exactly what to say when.

9. STRENGTHEN YOUR RAPPORT fi and your re-
sults i with those up and down the ladder.

10. REDUCE THE STRESS and tension in your depart-

ment by opening the lines of communication.

WORKSHOP AGENDA

Increasing
Awareness

Interpersonal Success Through Self -

Rapport -Building:  Establishing Solid Working Rela-
tionships Up and Down the Ladder

How to Persuade and Influence Others
of Thinking.

to Your Way

Working With Difficult People
Situations

and Handling Tough

Working Through Conflict With Tact and Finesse

Listening Skills:  Your Strategic Advantage in Inter-

personal Effectiveness

People Skills to Help You Shine in Specific Situa-

SPOKES \\
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Location & Dates

Wyoming fi
Casper fi April 6
Hampton Inn
400 West F. St.
Event #1816735

Cheyenne f April 7
Holiday Inn

204 West Fox Farm Rd.
Event #1816736

Colorado

Denver fi April 9
Radisson Hotel Stapleton
3333 Quebec Street
Event #1816739

Ft. Collins A April 8
Hilton Garden Inn

2821 East Harmony Rd.
Event #1816737

Program Schedule

Check-in begins at 8:30 a.m.
Workshop schedule is 9:00 a.m. fi 4:00 p.m.
Lunch is on your own.

Registration Information

Online: www.nationalseminarstraining.com
Phone: 1-800-258-7246

Fax completed form to 1 -913-432-0824 or
Mail to: National Seminars Group

P.O. Box 419107

Kansas City, MO 64141 -6107

Enrollment Fee

$199 per person
Group Discount: When 3 enroll from your organization, a
4th attends FREE.

~For an application form call Tina Hall at

771-2560 ext:
32103~
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Managing

This seminar will help you:

e Respondwithalevelheadfieven i f
ready to blow a fuse

e Adapt to workplace changes fi even those that
are tough to swallow

e Stick with difficult challenges when solutions
dondt come easily

e Follow through on plans . . . Turn good inten-
tions into reality . . . And meet more goals

o Develop the steady self -control it takes to
stand up for yourself and deal with conflicts
positively

e Break on -the-job habits that hurt you, like
procrastination, disorganization, and others

e Bring more discipline into your personal life f
creating healthier routines and relationships

Is this seminar for you?
Ask yourself:

D poes my temper get me into trouble?

‘D Do 1 sometimes rub people the wrong way?
What ds the price | pay?

‘D when was the last time | promised to change a
habit i and | did?

‘D How far could my career go if | eliminated one
or two counterproductive behaviors?

‘D How much time and energy do | spend feeling
hurt, guilty, inadequate, worried, or anxious?
Where has that gotten me?

‘D How much emotional energy do | waste by
overreacting?

Dare any of my bad habits rubbing off on my
kids?
Are you mad enough about your answers to

do something? You can at this groundbreak-
ing seminar.

~For an application form call Tina Hall at
771-2560 ext: 32103~

Emotions
How to stay calm & productive in any situation

yo 8o?orra(?o f

SPOKES

Under Pressure

Location & Dates

a o\
o
Boulder fi February 11 Q
Event #81412
Best Western Boulder Inn

770 28th Street

Denver fi February 5

Event #81419

Radisson Hotel Denver Stapleton Plaza
3333 Quebec St.

Wyoming i

Casper i February 9

Event #81409

Parkway Plaza Hotel and Convention Centre
123 West E Street

Cheyenne i February 10
Event #81410

Ramada Hitching Post Inn
1700 West Lincoln Way

Program Schedule:
Check-in is 8:30 a.m. fi 9:00 a.m.
Program starts at 9:00 a.m. and ends at 4:00 p.m.

Registration Information:
e On-line at www.careertrack.com
e Phone: 1-800-556-3009
e Faxregistration formto: 1 -913-967-8847 or
Mail registration form to:
Career Track
P.O. Box 219468
Kansas City, MO 64121 -9468

Enrolliment fee:

$99 per person (includes course manual); $89 per per-
son for groups of 5 or more.
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Happy Birthday to

Karen Grady f January 3

Answer s

Judy Smith fi January 12
Jane Sailors fi January 26
Diane Nyffler f January 21

Wedre on the

www.orgsites.com/wy/oldwestiaap
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2008-2009 Committees

Admi ni strative
Karen Grady i Co-Chair
Tina Hall A Co-Chair

Audit:
Karen Schroeder CPS fi Chair

By -Laws/Standing Rules:
Becky Pochii Chair
Nancy Scribner CPS/CAP
Christmas Party:
Becky Pochfi Co-Chair
Tina Hall i Co-Chair
Karen Grady i Co-Chair

CPS/CAP Certification:
Judy Smith CPS/CAP i Chair
Sarah Lucero CPS/CAP

Historian/Scrapbook:

Karen Schroeder CPS fi Chair
Hospitality

Becky Pochfi Chair

Karen Grady

Prof e

Membemshig: 6 s We e k :

Debbie Jourgensen CPS/CAP ii
Chair

Judy Smith CPS/CAP

Newsletter:

Tina Hall A Chair

Jane Sailors
Programs:

All Members
Retreat:

Becky Pochi Chair
Retirement Trust Fund:

Nancy Scribner CPS/CAP i
Chair

Scholarship:
Karen Schroeder CPS i Chair
Sarah Lucero CPS/CAP

Ways & Means:
Karen Grady fi Chair
Diane Nyffler
Website:
Karen Schroeder CPS fi Chair

Old West Chapter Mission Statement

The mission of the Old West Chapter, Intern
tional Association of Administrative Profes-
sionals, is to provide and promote awarenes
all administrative professionals.

Members of the Old West Chapter serve as
ambassadors of their profession and attain 4
cellence through:

Professional and personal growth;
Leadership/Career Opportunities;

Team building and support through network
ing;

Community activities and involvement with
other administrative professionals, who sha

common goal.
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