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Happy New Year!

That saying evocates thoughts of beginnings; new year, new
month, new week, new day, new resolutions, new relation-
ship, new job, new position, new chance with your spouse/
child/ parents/ siblings/co -workers, new...you get the picture. Each one of
us is handed new beginnings all the time. But do we recognize and make
the most of those beginnings? | know | am guilty of not always grabbing
these opening and running with them.

Some people might wonder why not, those intrepid souls that will try any-
thing. One reason is failure to realize that there is even an opportunity. It is
A Al EAEi AT A £Ax PAT PI A OAOEIT 601 U
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day at the office; but, what would happen if you smiled at everyone you

saw, or greeted each person you met, or took just a few extra minutes with
each client? Nothing terribly shattering, surely, and possibly you made an-
other person feel good if only for a few minutes.
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knew what | was doing, it was safe, and | liked the people | worked with.
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no growth, no seltsatisfaction of improvement, no real rewards. | stepped

way out of my comfort zone, traveled halfway around the world alone to

work for two years in Beijing, China. While | missed my family and friends,

hated being away from my grandchildren, | will never regret that choice! It

was literally a chance of a lifetime. | still see those friends frequently even

though I no longer work with them. And truth to tell, | stepped even further

out when | agreed to a leadership position in the Huntsville Chapter; me,

the ultimate fencesitting follower!

> >
—_ —

Fearz of the unknown, of failure, of change, of not being qualifieglis the

basis for not taking advantage of new beginnings. Not long after | started

work at CSC | was presented the opportunity for a new job with a new boss.

)y AEAT 80O OEETE ) xAO OAAAU UAO O1 110/
months. My then boss informed me he had already submitted me for the

position. | went from being the admin to an account executive, the admin to

a vice president, and now to my current position as the admin for the Vice

President/ General Manager of a brand new business unit in the company,

All xEOEET A UAAO8 4AT E AAT OO AEAAO8 A
my Associate degree, one of my dreams. | will be 60 when | finally attain
the degree, but Wwill finish.
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those same liabilities travel along to hold us back from our full potential.
Another cliché says you get out of (BEGINNING&tinued on page 8)
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Chapter Celebrations

January Birthdays: \ / January IAAP Anniversaries:
67 Desiree Droste 1 13 years? lvagene Baxley
82 Stephany Wingard CPS 10 years? Debbie Griffith CPS/CAP

3 years» Gayla Hale

New Members Chapter Congratulations
January: Micki Salters CPSreceived word during
Margie Burchfield » deciBel Research, the Christmas holidays that she was
Inc. earned the CAP designation. Way to go!

Ruth Ghoja? Madison County Com-  Rozella Coggin CAPis now an UAH offi-

mission District 2 cially certified accountant. Way to go
Rozella! All that schooling has paid off,
and more good things in the future.

Welcome to...

Qualities of a True Administrative Profes- o Uses educational opportunities provided and finds new
sional ones. Attends relevant educational and training sessions

) offered by employers or pursues them independently.
http://www.iaap -hq.org/researchtrends/research_trends.htm Never stops learning. szkes like a sponge Emd Iearr):s as

The International Association of Administrative Profession- much as he/she c_an on the job. _ )

als (IAAP) suggests that a true administrative professional O S flexible. Shifts gears effectively and goes with the
should have most or all of the following qualities... flow if things get hectic.

0 s skilled in new and emerging technology. This in- 0 Gets results. Meets deadlines and always sets personal

cludes a strong working knowledge of a wide variety of ~ 90@ls and meets them.
integrated computer software applications, Internetand O  Takes the initiative. Doesn't wait to be asked to do
Intranet communications and research. something. Stays one step ahead of the boss.

0 Acts autonomously. This means having less direct in- O Innovates. Comes up with new, more efficient ways of
terface with bosses and more with clients and internal de- doing his or her job. Offers assistance, ideas, and recom-
partments. Is able to make decisions independently, and mendations for making things work better in the office.
manages his/her own work and schedule. 0 Can set priorities with little guidance.

0 Provides broader skills beyond the traditional scope of o Can juggle several assignments at once.

the secrete.lry.'Brlngs greater value to the Wprkpla.\ce. 0 Works well with other employees at all levels and from
through skills in such areas as accounting, interviewing,

hiring and training, and coordinating activities with outside other depgrtmgnts. ) .
vendors. 0 Asks intelligent questions about the business.
0 Demonstrates strong interpersonal skills. These can O  Participates in group discussions, meetings, work
include effective listening, good writing, strong negotiating {€ams- not just as a scribe.
and oral communication skills. 0 Thrives with a fair amount of chaos!
Keeps an open mind. (QUALITIESontinued page 4)
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Annual Seminar and Education FOI’UW?" as a space in the Office Expo. Another great fea-
ture of our seminar is the Office Expo, chaired by

by Dianne Seeks CAP Slone West CPS/CAP for the second year. We have
' BOEI cph cmme | AOEO nak ACTEIY BUAT in awidg vaichy of xagdors whp
nual Seminar and Education Forum! This event is Ourerpfese_n nml usnrlezvx_/;)rblng_ Wi Wa mllnlsr:la 'Xe N
largest annual chapter fundraiser, but to date, chap- protessionals on a daily basis. We welcome new ven-

er membersdo ot make up e majorty of aten- (0% 5 Ve 1900 ol e o e,

dees. Our gqal is to change t_h_at demc_)graphlc this 0111 Aas xEl AAl OA8] AO xEOE Ui 66
year by reducing the cost significantly, just $80.00 address and telephone number

per member or $95 for norlAAP members. Full P u ' o

time students also receive a reduced rate. Redstone A buffet lunch catered by the Blue Roof Café willbe
&AAAOAT #OAAEO 51 EI T 60 4inkladed with youcall day igisGkiay fee QlisOE A A O

an excellent central location for the - breaks and continental
event. With all the benefits this 5 : 1 breakfast. In the after-
seminar has to offer, you need to x|l Ui cllnE noon, you have a choice
take this opportunity to attend and L gl i lphig=r =600 of two workshop cate-
invite others as welll The seminar & : p cation gories: technologyz
registration form is available now [ % =1 1 Office 2007 (Outlook,

on our chapter website oy RFCU W(_)rd & Excel), or_devel-
www.iaaphsv.org. We encourage [ s . oping your soft skills

all members and guests to gonline o \ Wynn xEOE O! OOAOOEOAT .

to print the registration form. Only DIVEs OEAOCG 10 O(ATAIE
former attendees will receive a

- T OAEAOd T7AGOA 1
hard copy registration form via standard mail. So | Al 68 7A OOEAA Oi EAAT OEAU (
register soon! Seating is limited. ministrative professionals and the general public will

both find beneficial. | can guarantee, the day will

bring personal and professional benefits you can use
immediately. That is what IAAP is all about this year,
O0w@AAT 1 ATAA ET 1 ACGET 12D AT A xA2

For the first time, we will sell separate tickets for the
morning keynote session to bring in the general pub-
lic, and encourage our bosses and agorkers to at-
tend! We have secured one of the most well known
and sought after keynote speakers in the Southeast,
Mr. John Croyle .

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

Websites? Check It Out

http://www.womenco.com/ - sorry guys, but | am not being discrimina-
tory. This is a site dedicated for women, but has plenty of information
everyone can use. There are job related articles, as well as health, family,
personal finance, and many others. You can also sign up for an e
newsletter.
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The Informer

(QUALITIES ontinued from page-2)Realizes that what we
thought was right yesterday, may not be true today...and
vice versa. Is willing to look at newinformation in a new
light to make new decisions to keep fresh and ufn-date.

In short, administrative professionals are those who master
technology, have topnotch interpersonal and communica-
tion skills, are able to manage projects, track and organize
and be creative in solving problems, and most importantly,
have the willingness to learn and grow, and accept chal-
lenges. |

IAAP Communication #6, 606-09

y AT1680 1 AEA . Ax
years | make lists but mostly | just try and stay disci-
plined with the decisions already made Health for in-
stance. Maintain weight. Eat more vegetables (it would
be so much easier if they came chocolate covered)r
personal development. Stay current. Look for oppor-
tunities. And read (so many bookg so little time).

9 AASdne OAOT 1 Q
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Huntsville Chapter IAAP

ers and an updated version will be launched
before the end of the fiscal yearAdditional
information will be provided as the reporting
project progresses.
Web Development has been completed for
the public site (http://www.iaap -hg.org) and
improvements to the community site con-
tinue. This is a huge project but will result in
significant enhancements and usability.
At the 2008 IAAP Convention and Education Fo-
rum, members passed a motion asking the In-
ternational Board of Directors to compile be-
CEAQET. QAT . OEAM%&hmﬁééEAO
&)aﬁoé)litles?o ahA‘yII&P cl)ffilcecr)at gny level of
the Association. The results of our research
and consultation can be found abttp://
www.iaap-hq.org/eblast/
misconductcommunication.pdf
The Policy Manual has been revised and can be
viewed athttp://www.iaap -hg.org/eblast/

N s s oA s L . P N Aiaa%nolicymanu |.pdf There ate a numberof . . . .
)y 060 OEA OAI A ApPOl AAE &I O 0O | RS L8 ELOL e A OAl AO
o o . . new policiesSuch as promoting Scerfree
able Association.Stay disciplined with the decisions . o o
_ _ meetings and more flexibility for Recertifica-
made and not get diverted.We get so excited about the . : .
o . tion that may interest you. While most general
possibilities that it can be easy to lose focuBut we - . - .
. policies are contained within the Policy Man-
have a finite number of resources for people, budget - -
_ _ ual, our program specific policies are most of-
and time. And so we continue to work the plan and . : e :
_ ten published with the specific information
report progress. The Board also conducts business . o
. . - s e s = about that particular program. This includes
regularly and communicates decisions3 | EAOAGO

where we are:

The results of theBaseline Membership Survey
are being evaluated.The outcomes of this sur-
vey will allow us to move forward on other
initiatives. Decisions will be based on the data
collected from you.

The Online Chapter Join Option was officially

launched on January 1. We are excited that the

option is available but it did come at a

price. Close to 1,900 staff hours were used for
implementation to meet the deadline.This has
impacted both the Project plan and other ini-
tiatives to increase customer serviceThe da-
tabase changes required for this project have
led to changing the monthly reports for lead-
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the website and brochure literature. You can
find the information about the recertification
policy changes in the Fall 2008 Action/
$EOAAOCEIT ET OEA - Al AAOGC
Have you ever wondered what thdosition De-
scriptions for the Board of Directors looks
like? You can check them out attp://
www.iaap-hq.org/eblast/
positiondescriptions.pdf. And the updatedEx-
ecutive Director Position description is also
available athttp://www.iaap -hg.org/eblast/
edpositiondescription.pdf.

The majority of the First Phase Development activities
have been completed. (HORTONcontinued page 6)
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A Little About Me ¥
Margie Burchfield

SME (Subject Matter Expert)

1 | specialize in time management,
files management and office effi-
ciency. | also help people organ-
ize rooms / closets in their
homes (or garages).

1 1 used to be a certified Ergonom-
ics Instructor and can help with
simple ergonomic issues.

1 Until moving to Huntsville, | was
a Notary Public in Oregon and
California.

reconnect with the city and people |  The glass (of sweet tea, preferably) is
grew up with. I'm single with no chil- always half full for me. I'm very organ-
AOAT h Al OET OCE ) & lized, but/kdt & fén&tié &boudit. | love
three wonderful young women. | have love love what | do for a living-which

a chubby Dachshund, whom | recently is good, | suppose, since I've been do-
had shipped from Los Angelesl also ing it my whole adult life! *chuckle*
have a large aquarium in the sun roomprOFESSIONAL

and a flight cage, with two canaries

L . | started m reer iden -
and a cockatiel, in the living room. started my career by accident, actu

_ ally--or Fate, whichever you want to
I enjoy hockey, the ballet, opera, arenagy jt | joined the Air Force when |

football and Broadway.shows. .I al- was 19 and was chosen to work in
ways wanted to play piano, paint, and poqpita| administration, because

speak French. The only one of those | that's what | had done as a civilian

do well is paint. Well, atleast think | here in Huntsville (working for Hville

do it well. I've been an avid reader of Hospital, then Crestwood in Medical
romance paperbacks since the 7th  pacords). When I reported to my first
grade and am currently cewriting @ gty station (Travis AFB, CA), | was
romance with a friend in Chicago) 0 Igjotted to work as a file clerk in the

a member of Romance Writers of Orderly Room-a fancy name for the
America. absolute worst drudgery admin jobs

I love to travel and thanks to the Air  found--in the basement of the medical
Force and a few major corporations, | center. Not knowing any better, | was
spent some wonderful years living,  excited to start my first day, but got

1 Atone time, | was an OSHA certi-working, and playing in Europe and all lost in the maze of hallways trying to
fied Employee Health and Safety over the U.S. My next travel destina- get there. A man in uniform ap-

Committee Chairperson.
PERSONAL
| was raised in Huntsville and left
when | was 19, to find adventure. |

tions include Ireland, the Vatican, Aus-proached me and asked if | was lost. |
tralia and Greece-places | didn't get  was so flustered, because | thought |
around to before. | have plans to visit was going to be late, | didn't pay much
Ireland this September. attention to him. | told him my prob-

can't believe the years have passed sojve |ost 40 Ibs. and counting, so pleasd®™ and, as he walked me to my desti-

quickly! 25 years later, | moved back
to Huntsville, to help my family care
for Mom (who is in the last stages of

nation, he asked some questions about
my background and work history. He
then said, "l don't think you're going

don't tempt me with chocolate...or
Doritos...or McDonald's fries...or...!
Okay, okay, you can tempt me a little

Alzheimer's and Parkinson's) and to  pjt... *smile* to (BURCHFIELD continued page 6)
Our Special Vendors and Sponsmeéase patronize - P i
thsir businesses. & (JLENN, 5%-{’-'?"%@5
PR Héadshots

. Corporate Event Photography
www.gwcphoto.com
a BREAD @ email: glenn@gwcphoto.com
> (256) 533-5811

Advertising Photography
Editorial Photography

2905 Bob Wallace Ave Ste |
Huntsville, AL 35805

Huntsville Chapter IAAP

Commit Yourself to Excellence Pageb



The Informer

Huntsville Chapter IAAP

(HORTONcontinued from-page 4An evaluation of the

Parallel Efforts and Activities is being conducted to de-

termine the resources required to start the Second

guarters Managers and Staff for their extraordinary
efforts in making the Chapter Ofline Join project and
new Website a reality. Thank you to this incredibly

Phase to Turn IAAP into a Remarkable Association by dedicated group of individuals who make things hap-
2010. All decisions are measured against our new mis-pen and keep the business running at the same

OEI 1 O OBnGahding thedsucess of careminded

time. We thank you for yourExcellence in Action.

administrative professionals by providing opportunities

for growth through education, community building and
1 AAAAOOGEED AAOGAIT T PI AT 086

Special recognition and appreciation goes to our Head-

Barb Horton CAP

2008-2009 International President

International Association of Administrative Profession-
als

(BURCHFIELRontinued from page 5)ork in the Orderly
Room after all." | couldn't believe it! | started to argue with
him, until he said, "You're going to work for me instead." It
was only then that | saw the eagle on his shoulder boards.
Yikes! Then, | really didn't know what to do...all my Basic
Training going out of my head, | think | even saluted him
(indoors!). He laughed and said he would clear ivith my
supervisor and that | should report to his office. "Where is
your office?" | asked. "Oh, I didn't tell you? I'm the hospital
commander." And, the rest is history. | transferred through
the years to other military commanders, both as active duty
and GS civilian. When | left DoD, | started working for cor-
porate executives (VPs, Presidents and CEOSs). | figured th¢
couldn't be any different than AF doctors or pilots. For al-
most a year, | was even an Administrative Services Manage

at IBM. What was | thinking?!? Directly managing 11 admint

istrative assistants-it's a wonder I'm still sane! | really
missed supporting an executive and "ruling the office", so |
went back to what | do best.

I currently support half of the executive team at deciBel Re-
search, including the President, the COO, the Chief Scientis
andoneoftheVPs4 EAU EAAD T A AOOL

work with such wonderful people and they spoil me rotten.

z

Santa & Mrs. Claus (aka Gordon &
Ellen Mahathey) with Arc members and
Stacey Brewer CAP.

Yy
Santa Claus Makes a Personal Visit in Huntsville

Br
Santa & Mrs. Claus visited The Arc of Madison County for

a very special Christmas Celebration on Monday, Decem-
ber 22. The Arc provides opportunities for those with
special needs.Everyone at The Arc had the opportunity

to have their picture made with Santa & Mrs. Claust

was a truly blessed event and helped instill the true spirit
tof Christmas! Z

AGO )&i &I 0601 AGA OI

20082009 Alabama Division Board of Directol

President 2 Carolyn Drake CPS/CAP
President -Elect? Linda Hanson

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

Treasurer 2 Ann Davis CPS/CAP

Past President? Joyce Jaet CPS, ALS
Parliamentary Advisor 2 Ellen Mahathey CPS
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_U.S. Postal Service te-€hange Shipping Priges Service Retail Rate
In January — :
Priority Mail:

Envelope $4.95

Small box $4.95

Regular box iiggg
WASHINGTON, DC & Pricing for shipping ser- Large box $11.95
vices will change on Sunday, Jan. 18, the Postal Sgr- APO/FPO box
vice announced today following a vote by its Board| gxpress Mail:
of Governors. » o ) Envelope = _ %1750 )
O4EA 11T O06A O AT1TOAI * AlL6ASU—BOEAALAEA+CAO—A

shipping services products is consistent with in-
dustry -wide prac“ce and prov|des a clear p|Cture This is the first time the Postal Service is adjustlng
of the competitive, affordable prices the Postal SerPrices for its shipping services on a different

OEAA T EEAOOh S OAEA 21 A Bthélule fiIRm ismglingiservice progiadidsta AT O h

Mailing and Shipping Services. ments. Price changes for mailing services,
Prices will change on Sunday, Jan. including stamp prices, will be announced
18, for Express Mail, Priority Mail, in February, and will be effective in May
Parcel Select, Parcel Return Service Price changes for mailing2009. Z

and some international shipping services, including stamp

products. Overall, shipping services prices, will be announced
prices will increase an average of 5 i, February, and will be
percent. The new prices are avail- effective in May 2009
able atwww.usps.com/prices (click

8
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tive within the shipping industry and reinforce the

OA1 OA 01 OOAI 3AOOEAA DO EAEI
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not impose fuel surcharges, hidden surcharges or
surcharges for residential delivery or Saturday de-
I EOAOUS8SG

The Postal Service remains the best shipping value

in the market, Reblin said, especially for Express Farewell to Hillary Marshall

Mail and Priority Mail packages weighing less thanlAAP members bid farewell

v BT O1T A0G8 0AOAAT 3 Al AA @Redddte ArseriinAkPOAT 3 AOOEAA OI AO
i E1 A6 CcOl 01T A POi AGAOh >rleshicdxAdila®Eahkhai0 T OOAT 3 AOOEAA
provides delivery for other parcel shippers and Hillary has accepted a posi-

parcel consolidators, continues to be an excellent tion in Washington, DC with

solution for high-volume shippers. For interna- the Environmental Protec-

tional mailers, Global Express Guaranteed, Expresgon Agency. Redstone Arse-

Mail International and Priority Mail International  nal IAAP PresidentElect,

are the best value in global shipping. Alphadella McRae, will assume the role of PresidentZ
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