
 

 

March ñóProfessional Imageó 

Presented by Jan Felton  

 

April ñMentor/Protégée Graduation Ceremony  

 

May ñElection of Officers  

 

June ñInstallation of Officers  

 

 S c h o o l  D i s t r i c t  # 1  

SPOKES 
February/March 2009  Volume 2, Issue 4 

2009 Monthly Programs  

The Wyoming Administrative Assistants Conference  

Youõre expected to do whatever it 

takes to keep the òtrain movingó 

amidst the confusion brought on by re

-engineering, restructuring, new tech-

nologyñwhatever changes youõre up 

against.  

It seems like for every one task out-

lined in your job description, there are 

20 more òbetween the lines.ó 

And thatõs where this valuable confer-

ence comes in. Youõll have the exciting 

opportunity to learn new, practical 

skills that will enable you to manage 

your job and your career with new 

professionalism, new authority and 

new success. 

 

Conference at a Glance  

 

Track 1: 5 Traits that Define Todayõs 

Top Assistants  

Stepping into leadership ñPrepare for 

new roles and blurring boundaries  

Controlling office technology before it 

controls youñA prescription for over-

coming digital stress  

Sharpening your written voice ðWrite 

like you talk if you want to command 

respect 

Guerilla problem -solvingñBring solu-

tionsñnot problemsñto your boss 

Laying the groundwork for on -time  - It 

all starts with a plan  
 

Track 2:  Professional Development  

Organize everything in your life ñYour 

office, your boss and yourself  

Staying in sync with your boss ñThe se-

crets to a boss/assistant relationship that 

òclicksó 

Juggling multiple projects with ease ñ

Keep it all on track, on time and under 

control  

Dealing with chronically impossible peo-

pleñNeutralize the impact difficult per-

sonalities have on your life  

Everyday negotiation skills ñGet others to 

see it your way . . . At work and at home  
 

5 more benefits of attending . . .  

Learn how to bring out the best in people . 

. .and turn conflicts into cooperative part-

nerships.  

Get the secrets to handling multiple pro-

jectsñand multiple bosses ñwith profes-

sionalism and ease.  

Discover practical techniques and short-

cuts for getting your many duties done in 

less time.  

Develop the initiative and independent 

thinking skills that define top -quality 

assistants.  

Increase your effectiveness, productiv-

ity and satisfaction ñand eliminate a 

lot of stress!  

 

 

 

 

 

 

Location & dates:  

Casper, WY ñMay 4  

Ramkota Hotel  

800 N. Poplar  

Event #223434  

 

Cheyenne, WY ñMay 5  

Holiday Inn  

204 W. Fox Farm Road  

Event #223631  

 

Registration:  

Tables open at 8:15 a.m. Plan to be regis-

tered and ready to go by 8:50 a.m.  

 

The program begins at 9:00 a.m. sharp 

and will wrap up at 4:00 p.m.  

Lunch is on your own from 11:45 a.m. to 

1:00 p.m. 

continued on page 2 

March 12 ñBoard Meeting  

 

March 19 ñChapter Meeting  

 

April 9 ñBoard Meeting  

 

April 16 ñChapter Meeting  

 

April 23 ñAPD Luncheon  

~Dates to Remember~  



 

continued from page 1  

 

Enrollment fee:  $199 per person; with four or more, $189 each.  

 

Enroll now:  

By phone:  1 -800-873-7545 or  

1-913-677-3200 

On-line: www.skillpath.com  

By e-mail: enroll@skillpath.net  

By fax:  1 -913-362-4241 

By mail: SkillPath Seminars  
        P.O. Box 804441 

        Kansas City, MO  

        64180-4441 

T h e  W y o m i n g  A d m i n i s t r a t i v e  A s s i s t a n t s  

C o n f e r e n c e  
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M e m b e r ô s  S p o t l i g h t 

Judy Smith 

Judy has worked for Laramie County School District #1  

Planning & Construction Office as a Administrative Assistant 

for 11 years. 

Judy belongs to IAAP-Old West Chapter which she is currently 

the President and Victory Missionary Baptist Church. 

She enjoys motorcycling, softball, and reading. 

Judy and her husband Steve have been married 31 years. 

Judyõs favorite food/dessert is anything chocolate but her fa-

vorite is ice cream.  

 

DEAD OR ALIVE! 

2008-2009  

Chapter Officers  

President  

Judy Smith CPS/CAP  

smithj@laramie1.k12.wy.us  

307-771-2124 

 

Vice President  

Becky Poch 

pochr@laramie1.k12.wy.us  

307-771-2604 

 

Interim Secretary  

Teresa Canjar  

canjar310@msn.com 

tcanja@wdoc.state.wy.us  

307-777-3788 

 

Treasurer  

Karen Grady  

gradyk@laramie1.k12.wy.us  

307-771-2226 

This SkillPath conference qualifies for 5 contact 

hours (.5 CEUs)  in accordance with guidelines set forth by 

the International Association for Continuing Educa-

tion and Training ñAuthorized Provider number 

3307. 

 

Your tuition is tax deductible.  

 

On -site training and keynote speaking . . .  

We can deliver this conference right to your companyõs door 

or provide customized, you -pick -the-day training on any 

program pertinent to your organization's training goals. 

Whether you have 3 or 300 people to train, SkillPath is the 

answer. For complete details and a not -obligation quote, 

call 1 -800-873-7545 and ask for the on -site training depart-

ment.  

 

For a copy of the registration form, contact Tina Hall at 771

-2650 ext: 32103 or hallch@laramie1.k12.wy.us . 
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Division Presidentñ 

 Kyle Sheldon-Chandler 

Division President-electñ 

 Margaret Hartl 

Vice Presidentñ 

 Aubree Lujan CAP 

Secretaryñ 

 Tish Neff 

Treasurer 

 Eileen Verosko CPS 

2 0 0 8 - 2 0 0 9  

I n t e r n a t i o n a l  

B o a r d  o f  D i r e c t o r s  

International President  

 Barb Horton CAP  

Acting President Elect  

 Susan K. Shamali CPS/CAP  

Vice President  

 Mary Ramsey -Drow CPS/CAP  

Secretary  

 Janine Riemersma CPS/CAP  

Treasurer  

 Karlena Rannals CPS/CAP  

Literature for the Administrative Assistant  

Survival Guide for the Admin-

istrative Assistant 

(Paperback)  
by Justa Victorin  (Author, Illustra-

tor), Amerista  (Editor), LLC  (Editor) 

"The objective of this chapter is to 

provide the reader with a historical 

perspective and the opportunities 

of the profession..."   

Price: $18.24 at Amazon.  

 

Be a Kickass Assistant: How to Get from a 

Grunt Job to a Great Career 

(Paperback)  
by Heather Beckel (Author)  

Price: $17.99 at Amazon.  

 

 

 

 

 
Laughing All the Way to Work: A 

Survival Guide for Today's Admin-

istrative Assistant (Paperback)  

by Patricia Robb  (Author), Lynn Crosbie  

(Contributor), Krysta Anstey  (Contributor)  
 

Price: $20.95 at Amazon.  

Building a Partnership with Your 

Boss (Take - charge Assistant) 

(Paperback)  

by Jerry Wisinski  (Author) "Once upon 

a time, secretaries and bosses had a 

rather lopsided relationship..."   

Price: $10.36 at Amazon  

 

The New Executive Assistant: Ad-

vice for Succeeding in Your Career 

(Paperback)  
by Melba J. Duncan  (Author)  

 

Price: $10.17 at Amazon  

 

 

From Secretary Track to 

Fast Track: The Get Ahead 

Guide for Administrative 

Assistants, Secretaries, 

Office Managers, Recep-

tionists, and Everyone 

Who Wants More 

(Paperback)  
by Ken Lizotte  (Author), Barbara A. Litwak  (Author)  

 

Price:  up to $100.00 at Amazon (depends on new or 

used)  

http://www.amazon.com/exec/obidos/search-handle-url/ref=ntt_athr_dp_sr_1?%5Fencoding=UTF8&search-type=ss&index=books&field-author=Justa%20Victorin
http://www.amazon.com/exec/obidos/search-handle-url/ref=ntt_athr_dp_sr_2?%5Fencoding=UTF8&search-type=ss&index=books&field-author=Amerista
http://www.amazon.com/exec/obidos/search-handle-url/ref=ntt_athr_dp_sr_3?%5Fencoding=UTF8&search-type=ss&index=books&field-author=LLC
http://www.amazon.com/exec/obidos/search-handle-url/ref=ntt_athr_dp_sr_1?%5Fencoding=UTF8&search-type=ss&index=books&field-author=Heather%20Beckel
http://www.amazon.com/exec/obidos/search-handle-url/ref=ntt_athr_dp_sr_1?%5Fencoding=UTF8&search-type=ss&index=books&field-author=Patricia%20Robb
http://www.amazon.com/exec/obidos/search-handle-url/ref=ntt_athr_dp_sr_2?%5Fencoding=UTF8&search-type=ss&index=books&field-author=Lynn%20Crosbie
http://www.amazon.com/exec/obidos/search-handle-url/ref=ntt_athr_dp_sr_3?%5Fencoding=UTF8&search-type=ss&index=books&field-author=Krysta%20Anstey
http://www.amazon.com/exec/obidos/search-handle-url/ref=ntt_athr_dp_sr_1?%5Fencoding=UTF8&search-type=ss&index=books&field-author=Jerry%20Wisinski
http://www.amazon.com/exec/obidos/search-handle-url/ref=ntt_athr_dp_sr_1?%5Fencoding=UTF8&search-type=ss&index=books&field-author=Melba%20J.%20Duncan
http://www.amazon.com/exec/obidos/search-handle-url/ref=ntt_athr_dp_sr_1?%5Fencoding=UTF8&search-type=ss&index=books&field-author=Ken%20Lizotte
http://www.amazon.com/exec/obidos/search-handle-url/ref=ntt_athr_dp_sr_2?%5Fencoding=UTF8&search-type=ss&index=books&field-author=Barbara%20A.%20Litwak
http://www.amazon.com/Survival-Guide-Administrative-Assistant-Victorin/dp/0615176194/ref=sr_1_21?ie=UTF8&s=books&qid=1238172418&sr=1-21
http://www.amazon.com/Be-Kickass-Assistant-Grunt-Career/dp/0446678147/ref=pd_bxgy_b_img_a
http://www.amazon.com/Laughing-All-Way-Work-Administrative/dp/1592993540/ref=pd_bxgy_b_img_a
http://www.amazon.com/Building-Partnership-Your-Take-charge-Assistant/dp/0814470130/ref=pd_bxgy_b_img_a
http://www.amazon.com/New-Executive-Assistant-Advice-Succeeding/dp/0070182418/ref=pd_bxgy_b_img_a
http://www.amazon.com/Secretary-Track-Fast-Administrative-Receptionists/dp/0814479022/ref=sr_1_62?ie=UTF8&s=books&qid=1238178076&sr=1-62
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P R E S I D E N T õ S  M E S S A G E 

 

 

Whoopee! Itõs my favorite time of year! Spring and summer are my  

favorite seasons! The renewal, refreshing, long, warm sunny days, Iõm 

ready!  

 

 

 

It is also the time of transition. The Old West Chapter Nominating 

Committee will be contacting each of you to ask you to consider serving 

as a chapter officer, what a way to grow and blossom and develop your 

leadership skills. You know one of the nice things about belonging to an 

IAAP chapter is you get to grow and practice skills in a comfortable and 

supportive environment. Then, it is incredibly easy to apply these skills 

in the workplace.  

 

So get out there and grow and continue to Engineer for Success!  
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C o m p l e t e  t h e  P u z z l e  
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4 
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6 

      

 

7 

               

                 

         

8 

       

        

9 

        

  

10 

 

11 

            

                 

          

12 

      

                 

                 

Down  

1. Pathways (2 words)  

3. Spreadsheet application  

4. A printed heading for official stationery, usually containing a 

companyõs name, address, telephone and fax numbers, and of-

ten including a logo and other details.  

5. Parliamentary  

9. A written communication similar to a letter but without the 

formal address blocks at the beginning.  

11..  Month the Old West Chapter chartered.  

Across  

2. Old West Chapter Newsletter.  

6. Reference manual  

7. Retirement Trust Fund (abbrev.)  

8. Great results!  

10. the field of business concerned with recruiting and managing 

employees (2 words) 

12.  Information organized in a narrative, graphic, or tabular form.  
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ELECTION OF OFFICERS 2009!! 
 

 
Now is the time for all good members to come to the aid of their chapter!  
 
LǘΩǎ ǘƘŀǘ ǘƛƳŜ ŀƎŀƛƴΧƻǳǊ ŀƴƴǳŀƭ ŜƭŜŎǘƛƻƴ ƻŦ ŎƘŀǇǘŜǊ ƻŦŦƛŎŜǊǎ ǿƛƭƭ ǘŀƪŜ ǇƭŀŎŜ ŀǘ ƻǳǊ aŀȅ нмst meeting. I 

have outlined below the nomination timeframe and the duties of each office. 
 
The Nominating Committeeτconsisting of Teresa Canjar, Karen Reynolds, and Debbie Jourgensenτwill be contacting mem-
ōŜǊǎ ōŜǘǿŜŜƴ ƴƻǿ ŀƴŘ !ǇǊƛƭ ол ǘƻ ŘŜǘŜǊƳƛƴŜ ǿƘƻ ƛǎ ƛƴǘŜǊŜǎǘŜŘ ƛƴ ǊǳƴƴƛƴƎ ŦƻǊ ƻŦŦƛŎŜΣ ŀƴŘ ŘƻƴΩǘ ōŜ ǎƘȅΤ ƛŦ ȅƻǳ ŀǊŜ ƛƴǘŜǊŜǎǘŜŘΣ 
please feel free to contact one of us. 
 
Once nominees are determined, a secret ballot will be mailed to all members by April 30. Ballots will be returned to a pre-
determined location and will remain sealed until such time as they are opened at the May 21 meeting and the results an-
nounced. 
 
In accordance with Old West Chapter by-laws, there are two requirements to be a chapter officer: 
 

·a candidate for office shall have been a Professional or Professional-Merited member for at least one year prior to 
the time of nomination; and 

·a candidate for the office of President shall have served as an officer, or a member of a standing committee of this 
Chapter, for at least one full year prior to the time of election. 

 

The term of office is from July 1, 2009, through June 30, 2010, and officers may serve more than one consecutive term in the 
same office (meaning our current officers can serve again in that same position). Below are the duties required of each office: 
 

The President shall perform the duties prescribed by chapter bylaws and by the parliamentary authority adopted by 
IAAP; appoint all Standing and Special Committees; be a member ex-officio of all committees except the Committee 
on Nominations; call meetings of the Board of Directors whenever such meetings are necessary; and keep the Division 
President fully informed on all matters concerning the Chapter. 

 
The Vice President shall, in the absence of the President, serve as presiding officer at all Chapter meetings or at meet-
ings of the Board of Directors; in the event of a vacancy in the Office of President, succeed to the Office for the unex-
pired term; and perform such duties in accordance with the Bylaws and Standing Rules and as may be assigned by the 
Board of Directors. 

 
The Secretary shall be responsible for the minutes of all Chapter and Board of Directors meetings; give written notice 
of the Annual and Special meetings as required; and perform such duties in accordance with the Bylaws and Standing 
Rules and as may be assigned by the Board of Directors. 

 
The Treasurer shall be responsible for all funds of the Chapter and for the records of its financial affairs; keep a com-
plete and accurate record of Chapter membership; be bonded with premiums paid from Chapter funds; perform such 
duties in accordance with the Bylaws and Standing Rules and as may be assigned by the Board of Directors. 

 

Speaking from personal experience, serving as a chapter officer is a very rewarding and educational experience, and I would 
encourage each of you to give serious thought to serving the Old West Chapter as an officer. If you have any questions about 
ǘƘŜ ƴƻƳƛƴŀǘƛƴƎ ǇǊƻŎŜǎǎΣ ǘƘŜ ŜƭŜŎǘƛƻƴΣ ƻǊ ǘƘŜ ǊŜǉǳƛǊŜƳŜƴǘǎ ƻŦ ŀƴȅ ƻŦ ǘƘŜ ƻŦŦƛŎŜǎΣ ǇƭŜŀǎŜ ŘƻƴΩǘ ƘŜǎƛǘŀǘŜ ǘƻ ŎƻƴǘŀŎǘ ¢ŜǊŜǎŀΣ YŀǊen 
or myself.  
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Please join  
 

the Old West Chapter IAAP  

 in celebrating  

Administrative Professionals Week  

Thursday, April 23  

11:30 a.m. ð 1:00 p.m. 

at  

Poor Richards Restaurant  

2233 E. Lincolnway  

ñExcellence In Actionò 

presented by 

Betty Haukap 
Director of the 

 Peace Officer Standards 

 & 

Training Commission 

Menu Choices:  

Cajun Grilled Chicken Breast with Rice Pilaf & Fresh Vege-

tables  

Roasted Turkey Breast on Whole Wheat Bread, Swiss Cheese, 

Lettuce & Tomato served with French Fries  

Roast Beef Sandwich on Sourdough Bread served with a  

                           cup of Soup  

Cost:  $15 (includes tip)  

Please RSVP by April 20 to Karen Grady at 771 -2226 or gradyk@laramie1.k12.wy.us , Tina Hall at 771 -2650 

or hallch@laramie1.k12.wy.us , or Becky Poch at 771 -2604 or pochr@laramie1.k12.wy.us    

There will be door prizes given throughout the luncheon.  

PLEASE DISTRIBUTE TO INTERESTED STAFF  

mailto:gradyk@laramie1.k12.wy.us
mailto:hallch@laramie1.k12.wy.us
mailto:pochr@laramie1.k12.wy.us
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HAPPY ADMINISTRATIVE PROFESSIONALS WEEK  

APRIL 20 ñ24, 2009  
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Happy Birthday to  

Nancy Scribner ñFebruary 9  

Teresa Canjar ñApril 23  

Karen Schroeder ñApril 19  

Weõre on the web 

www.orgsites.com/wy/oldwestiaap  

 

 

 

 

 

 

Old West Chapter Mission Statement 

 

The mission of the Old West Chapter, Interna-

tional Association of Administrative Profes-

sionals, is to provide and promote awareness of 

all administrative professionals. 

Members of the Old West Chapter serve as 

ambassadors of their profession and attain ex-

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 share a 

common goal. 

Administrative Professionalõs Week: 

 Karen Grady ñCo-Chair  

                Tina Hall ñCo-Chair           

Audit:  

 Karen Schroeder CPSñChair  
 

By -Laws/Standing Rules:  

 Becky PochñChair  

 Nancy Scribner CPS/CAP  

Christmas Party:  

 Becky PochñCo-Chair  

  Tina Hall ñCo-Chair  

 Karen Grady ñCo-Chair  

 

CPS/CAP Certification:  

 Judy Smith CPS/CAP ñChair  

                Sarah Lucero CPS/CAP  

 

Historian/Scrapbook:  

 Karen Schroeder CPSñChair  

Hospitality  

 Becky PochñChair  

 Karen Grady  

Membership:  

           Debbie Jourgensen CPS/CAPñ
Chair  

          Judy Smith CPS/CAP  

Newsletter:  

 Tina Hall ñChair  

                 Jane Sailors  

Programs:  

 All Members  

Retreat:   

 Becky PochñChair  

Retirement Trust Fund:   

 Nancy Scribner CPS/CAP ñ
Chair  

Scholarship:  

 Karen Schroeder CPSñChair  

 Sarah Lucero CPS/CAP  

 

Ways & Means:  

 Karen Grady ñChair  

 Diane Nyffler  

Website:  

 Karen Schroeder CPSñChair  

2008-2009 Committees  

 

Start collecting odds and ends for our 1st 

annual Garage Sale coming in June.  

Keep collecting items  to be recycled.  

Administrative Professionals Week is fast 

approachingñremember we need door 

prizes for our luncheon on April 23rd.  

Also, if you come across articles or infor-

mation that you would like published in 

the newsletter, please contact Tina .  

Tidbits   


