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You havethe job. You like the company, the tasks you do, and think

this just might belT. You want to ensure you keep the position,

maybe even be successful so you can move up in the company.

What do you do? Paul E. Lubic, Jr. has the answers for you in his
ebook Career Success Guide: Techniques to Increase Your Ability to Advance;
http://www.practicalcareeradvice.com. Many of his tips you have heard

before:

Dress for Succesd.00k and act like the position you want to obtain. Notice

how the person or people currently in the position you desire dress, then
Ail11iTx OEAEO 1 AAA8 91 0O 1 000 POi OEAA OE
increase your chance of promotion.

LeadPEEAEO | AAAAOOEED OEOI OCE UI OO ETA b
the title of leader to lead. One excellent way to gain experience in leading
is through your local IAAP chapter by accepting a position as a committee

I &hdivAdficer, if you are just willing to step up to the challenge.

Accumulate KnowledgeContinue your education, increase your skills and
ETT x1I AARCAh AT A OOOAU OEA ET O AT A 106060
are many opportunities for training from IAAP at the local level all the way
01 OEA ET OAOT AOGETTAI 1 AOGAI 8 +AADP Al AU
OAOO 10 OEA AT i PATUBO 1T AxOI AOOAOh OAAI
the local college, go online to hp Learning Center.

Work Hard. 4T Ox1 OE EAOAG6 Ui O 10
OEAO EO A OAPI OOh 1T AEET C A
ui 60 1T x1 AT 00808 $11860 EOO
higher than normal quality within the company.

Form Relationships2 AT AOET 1 OEEDPO OAI AET OEA AT OA 1
xEAO UT O ETTx806 910 106060 OOO0OAET A cii
your peers and your customers. By nourishing these various relationships
you will win in the future because these same people can champion your
cause when you need them the most. Practice cultivating relationships
with IAAP chapter members when you network at meetings.

Communicate.You must be proficient in your oral and written communica-
tions because to advance you must be able to ¢ convey your ideas in an
effective manner. Communication skills are as important as technical
skills. Afraid of presentations before groups? Gain experience as a commit-
tee chair or join Toastmasters.

Make a PlanKnow where you want to go within the corporation or what you
want to achieve while you are employed with this company. You should
know what your goals and objectives are for your career, and the steps to
qualify for your advancement. (SUCCESS continued on page 6)
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Chapter Celebrations

February Birthdays: "I February IAAP Anniversaries:
162 Jody Sawyer

2672 Trish Cantrell-Teetor

1 yearr Mary Duren

1 year» Jody Sawyer

1 year? Deloris Smothers

3 years? Slone West CPS/CAP

New Members Chapter Congratulations
January: Mentoring Program ad hoc committee:
Shannan Malone Oakwood University Rhonda Pendleton, Lesa Glines, Cathy

Nancy Sumerel DRS Technology Askew CPS/CAP

Certification & Education committee:
Angie Krueger CPS/CAP

Welcome to...

Build the Right Skills what you need to learn from what would be nice to

Copyright© 2009 OfficeTeam, An Equal Opportunity Employer, leamn

key partner with IAAP 1 You don't have adequate time or financial resources

. to devote to the process
The skills you learn and enhance throughout your career can P

open doors to new opportunities, but what are the best waydVhy skiltbuilding is critical in today's environment:
to approach skibuilding activities? How much of a role can
your employer play in the process? And which skills require
expertise, versus just proficiency? We already know the positive impact consistent skill
building can have on your professional prospects.

From the ground up What's different in today's environment is the balance

Your technical and interpersonal skills may have played a ma-  in responsibility between employer and employee. In

Consider the reasons:

jor role in landing your current job. But your interest and ac- previous years, companies set specific paths for ad-
tivity in expanding your skill set will position you well for your vancement and guided staff development. Today, the
next achievement a promotion, a new position in another responsibility rests more heavily with you. In many
company or perhaps a higher salary in your current role. De- cases, employers will look to you to set your own path,
spite all of the benefits that can result from growing your skill decide which skills are most important and gain support
base, it's a challenging prospect for many. Which one of the from the company in pursuing this path.

following obstacles has the most impact on you? 1 Jobs will several times in the course of your profes-

1 You don't have the opportunity to learn on the job sional life, sometimes unexpectedly. The same goes for

N N careers. Your skill bagSKILLS continued on page 4
1 You find it tough to prioritize your efforts and separate * page 4)

Today, loving change, tumult, even chaos is a prerequisite for survival, let alone suecdssmas J Peters
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falefR08p-2010 a prosperous year.

Even though it is only February and we have a few months

before the board transition, the time is now to be thinking

about the future leaders of the Huntsville Chapter. This chap-

ter is filled with intelligent, successdriven individuals!

Therefore, | would challenge each member to take some time

to review the Huntsville Chapter Bylaws and Standing Rules

as well as our officer descriptions to see if there is an officer

position or committee chair position of which you are inter-

IAAP has offered me so much more than | ever could have ested. | will begin looking for the slate of officers and commit-
imagined. When | joined, | thought | would be content to be tee chairs soon, so please let me know if there is something in
OEOOO6 A 1 Ai AR08 4EA AEADOA purtitubAthtly &y Would Prefé to AvorlOnith. A EAA  AE £AES
ent plans! Ever hear that excitement is contagious? Well it is
true! | immediately dove in full force and began getting in-

+ A0S t NBaAaARS

Slone West CPS/CAP

What does it take to be a leader? For

me, a little bit of time, a drive to learn

and a desire to empower others. Until
| joined IAAP, | never saw myself as a

leader. | have always had a desire to
learn more and be more, but leading?

This is YOUR chapteg help us make it what you want it to

volved in committees. If you had asked me (even at that time) e

if | saw myself on the Board of Directors | would have said no.

However, with the encouragement of my fellow chapter

members, here | am.

Sometimes all it takes for us to step out of our comfort zone g’,_ENN' ne ()A}ufggu

EO O EAOA OITATTA AAI EAOA EI A s’ ROAOU
member of the Huntsville Chapter | believe in you! | believe PR Headshots

that you are the future of this chapter. | believe that only Advertising Photography

Editorial Photography
Corporate Event Photography
It is an honor to have been chosen to serve as PresideBlect }:"W‘l”'gwéphmohcotm

: email: glenn@gwcphoto.com
and to have been asked tq lead this chapter for the 2909 (256) 533-5811
2010 year. As any past officer can attest, | cannot do it alone. |

] 2905 Bob Wallace Ave Ste |
will need the help and support of each and every member to Huntsville, AL 35805

through you and your insight can we make this chapter great!

Websites? Check It Out

http://www.asaporg.com/ - American Society of Administrative Profes-

. sionals (ASAPY} free professional development service association and online re-
source created for administrative professionals, by administrative professionals. ASAP
is dedicated to providing administrative professionals with the most up-to-date tools,
educational opportunities, career development and advancement resources to guide
them in their careers. ASAP's free online benefits and resources include: Webinars
and podcasts geared specifically for administrative professionals' career development;
career advice from featured industry experts; mentoring program; Admin bookshelf
with recommended titles to help administrative professional's advance in their profes-
sional and personal lives; Tech Tips; Health Tips, and much, much more.
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(SKILLS continued from page2dnge sets the founda-
tion for these changes and enables you to make smooth
transitions. You may leave a company, but the skills you
gained there remain with you wherever you go.

1 In an uncertain market, it's especially important to
demonstrate to your company that you are an invalu-

able resource. Upgrading your skills is one way to make

yourself more marketable to your current employer.
When you learn a new skill, be sure to share that news
with your manager, and note how it can help the de-
partment. Companies look favorably upon employees
who take proactive steps to enhance their skills and
contribution to their roles.

The challenge for administrative professionals:

1 You are at the forefront of change. Whether it's a new
technical tool or office procedure, you are often the
first to learn, help others adapt and provide feedback

to key decision makers. Because of these job responsi-

bilities, a willingness to constantly learn is essential.

9 Your approach to skibuilding efforts can have a di-
rect impact on your ability to advance in the organiza-

tion. What new roles do you want to take on? To make

room for these, how will you delegate and train junior
staff to assume some of your existing responsibilities?
Having a transition plan is critical to growth.

Your challenge: Build the right skills

Here are several steps that can help you enhance your skills:

1

1

be tough to build into a busy schedule, but it's not im-
possible. Tap a mentor for help in keeping you focused
on your objectives.

Do some homework Research articles, websites and
professional associations to find out which skills are
most in demand for your position and industry. Your
network is also a great resource to tap for this informa-
tion.

Make the connection Don't stop once you've done
your homework. How do your research findings relate
to your professional situation?

For instance, your research may reveal that administra-
tive professionals are using desktop publishing software
more frequently, and you make the connection to your
current role (your company is nhow producing newslet-
ters internally). After evaluating your current situation
and talking with your manager, you take on the respon-
sibility for editing these newsletters. Learning the basics
of the software program will enable you to make the
necessary changes.

Decide between proficiency and expertiseDoing

your homework and making the connection will help
you decide which skills need basic proficiency versus
expertise. |

1 Look closely at your current jab When was the last
time you learned a new skill? When was the last time
you asked for the opportunity? If you don't have the
chance to spread your wings in your current role, now
may be the time to look for new responsibilities.

ﬁ‘ffﬁM‘f& BREAD (.cb

1 Involve your manager Before you look for opportuni-
ties outside the company, talk with your boss and make
it known that you want to take on new dutiesnost
managers appreciate initiative and willingness to learn.
Skiltbuilding efforts that directly support business needs
are more likely to be considered favorably.

9 Pick one opportunity outside of wornk Not all of your
learning should take place at the office. Think about
what you do with your own time. Coaching a Little
League team teaches you motivation and management
(not to mention patience). Planning a charitable fund-
raiser builds organizational skills. You get the picture.
Find one extracurricular activity and connect it with a
necessary work skKill.

1 Enlist support from a mentor Skills enhancement can

President 2 Stephany Wingard CPS

President -Elect? Slone West CPS/CAP

Vice President? Stacey Brewer CAP
Secretary? Annette Kelly CPS/CAP
Treasurer ? Rozella Coggin CAP

Past President? Dianne Seeks CAP
Parliamentary Advisor 2 Rozella Coggin CAP

20082009 Huntsville Chapter Board of
Directors

Huntsville Chapter IAAP
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Administrative Professional of the Year

It is quite an honor to be selected to participate in
OEA (O1 OOOEI 1T A #EADPOAOO
you, the chapter members, nominate a fellow mem-
ber you feel most ably demonstrates the qualities of
a professional admin. The final step for these candi
dates will be the evening of-ebruary 24, 6pm, at
#AOOAAAAB O AO Pledsedomeiout to0
support our chapter nominees in the final step of the
selection process? before an unbiased panel of
judges. Look for your invitation to be delivered to
your inbox any day now.

0

2008 APY candidates and committee
members

Annual Seminar and Education Forum

| POEl ¢ph ¢nnw | AOEOhAEA
nual Seminar and Education Forum. With all the
benefits this seminar has to offer, you need to take
this opportunity to attend and invite others as well!
The seminar registration form is available now on our
chapter website www.iaaphsv.org. We encourage all
members and guests to gonline to print the registra-
tion form. There is a copy of just the registration form
on Page 7 of this issue dfhe Informer. Registration
deadline is April 14.

Stacey Brewer CAP is heading up the search for event
sponsors. There are gold and silver level sponsorship

options, and the offer includes website recognition, as
well as a space in the Office Expo. The opportunity is
still available for your company to join the ranks as

sponsor, so contact Stacey at stbrewer@redfcu.org for

details.
Anoﬂ]er great fezi[éu e of our em& %53 (\%Off' .
Ex;%,' cRa?re%l by éré%W§S§CP§/ 8 ev@e céb\m%)

new vendors each year. If you would like to recom-

mend a vendor for the Office Expo, contact Slone via

AT AET AO OI 11T AaxEI AAT OA8T AO

nKrReAeénail address and telephone number.

Now is also the time to line up your vendors, personal

and professional, for door prizes and items for the

participant bags. In the past our participant bags have

always been a great hit with those attending due to

the quantity, quality, and variety of items inside. They

are so successful because of the efforts put forth by

the chapter members to make the bags such a success.

And most years we have been able to offer a door

prize to just about every attendee thanks to your hard

x| OE EI

year a repeat! Begin connecting with your contacts.

In the afternoon, you have a choice of two workshop

categories: technology Microsoft Office 2007

(Outlook, Word & Excel), or soft skills with
,,,,,,, i 3

i1 (OiF AT o8 )y £ UI OO 1 AEEAA

20Q7 Qhatiey(s EoinihgA Take Bdvan@de 0fGhe Mig

crosoft Office training and get a head start in your of-

fice skills with training by Donna Gililand of

MOSTraining.

The day will bring personal and professional benefits
you can use immediately. That is what IAAP is all
AAT OO0 OEEO UAAOh C

Ow@AAT 1 Al
proof of it! |
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(SUCCESS continued from pageVr) Lubic expounds on

more key tips, techniques and secrets for being successful in
your career in his ebook. The January 2009 issue Ad-
minAdvantageOAUOh OEEO AAIT T E EO A
xEl xAT 00 Oi OOAAAAA ET OEAL
nigues you can acquire through your membership with IAAP
and the Huntsville Chapter. Just as you have to push yourself
to improve in your job, you need to push your involvement
within IAAP. That effort is your key to success, and your key
Ol %oAAIT 1 AT AA ET 1 AGEIT T 8 Z#1 |

20082009 Alabama Division Board of Directols
Preslgent » FRTRIN Dighe §PSIGAR 1 1 A

Vice President? Brenda Fischer CPS/CAP
Secretary? Jacqueline Powell

Treasurer 2 Ann Davis CPS/CAP

Past President? Joyce Jaet CPS, ALS

January Chapter Meeting Highlights

Celesta Bridgeforth receiving her
membership pin from President
Elect Slone West CPS/CAP

Guests and members listen to the pro-
gram speaker as they enjoy lunch.

Members and guests en-
joying the wonderful lunch
AAOAOAA AU ! OAUBO
Fresh

Special thanks to our January
meeting catering sponsop

! OAUBO - AOEAO &OAOEA
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