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Stephany Wingard CPS
International launched their new Pathways to Excellence Program

last July. Membership Manager, Joy Johnston, attended the Alabama
Division meeting in June providing an overview rollout of the pro-
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CELLENCE ' gram. More information was presented during the Convention in
'“ACTION New Orleans. And Alabama Division President Carolyn Drake CPS/CAP also con-
20082009 ducted a presentation of the program at PESC this past September. Since this pro-
A:.T.:l'ﬂ:::'::,;:," gram is in its pilot year headquarters is monitoring it.

.Commit Yourself to Excellence

The IAAP Pathways to Excellence Recognition Program is designed to raisar
value as a careeminded administrative professional by becoming aMember of
ExcellenceThe program is based on the ten principles of: 1. certification, 2. com-
2 | Chapter News mitment, 3. communication, 4. education & training, 5. fiscal responsibility, 6. lead-
ership development & roles, 7. marketing, research & community outreach, 9. re-
cruitment & retention, and 10. strategic planning. A Member of Excellence will at-

Inside This Issue

Finessing the Business

Meal
tain a minimum of 8 of 11 criteria, none of which is extremely difficult to achieve.
3 |Message from VP The program runs from July 1, 2008 through June 30, 2009, so there is still time to
Division News meet the necessary criteria.
4 |Websitess Check It Out By participating in the Pathways to Excellence program you can only improve

yourself professionally and personally. We all strive, or should, to be the best pos-
sible employee every day. (I hope no one starts the day out planning to be a fail-
5 |Bylaws & Standing Rules ure!) In order to accomplish that feat of excellence we have to strive daily to in-
crease our knowledge, our skills, our abilities and our resources. Change comes
and, as professional admins, we adjust and embrace the change. Pathways is just

Board of Directors

International News

6 [March Meeting Announce- another chance to change and grow.
ment
What do you need to do? Check out the Pathways to Excellence home page in the
7 |Seminar Chapter Mem- -AT AAOSO o1 AAA T 1 ) !hd.dg). ¥hk Neéntbed df Excetlence8 EAA D
bers Assistance link takes you straight to the criteria. You will also find the validation spreadsheet

Z similar in nature to our chapter Professional Development form, the commitment
form, as well as the online submission form. There is even a FAQ link for questions
concerning the program. Plus, a resource close at hand are your chapter and divi-
sion officers.

8 | Photos from APY

As chapter president | have a goal of 20% of our membership attaining their Mem-

ber of Excellence. That is only eleven from the 50+ professional members in the

chapter. To date | know of only two members who have already submitted their
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your future.

(PATHWAYS continued on page 5)

International Association of Success means we go to sleep at night knowing that our talents and abilities were used in a

Administrative Professionals® . -
mimistrative _'° essionals way that served others~ Marianne Williamson
Huntsville Chapter
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Chapter Celebrations

March Birthdays: March IAAP Anniversaries:

152 Sue Jones None
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Happy B rthday!
New Members Congratulations
February: Stacey Brewer CAP, (;ongratulations! Be-

) ) cause you have recruited at least 5 new

Angela Hardin » DRS Technologies members during the 20082009 Excellence

in Action year, you are a winner in the Re-
cruit 5 contest. You will receive anAma-
zon.comgift certificate within the next 24-
Dianne Richardson 72 hours in the amount of $25.Thank you
for your dedication to IAAP.
Best regards,
Joy Johnston
Welcome to... Membership and Distribution Manager

MembersAt-Large:

Finessing the Business Meal: Mind Your munication items should be muted or off during business meals
’ (during any meals shared with others for that matter). Your guest/

Table Manners s or host/s should have your undivided attention. Allow your voice-
Www.women.com, January 18, 2009 by Beth Strong Taber mail to receive any messages that come in, and, if necessary, excuse
yourself to check them if you are expecting an
urgent or important call. If a matter must be

Ve handled immediately, do so out of the earshot

of your table partners and any other restaurant
patrons.

3. Your Napkin

When you are seated, take your napkin and
place it in your lap. If you are attending a more
formal gathering, where there is a definite host

In your business life, you will be required to
attend business meetings, formal and informal
events, even interviews, that involve dining.
Knowing what is expected of you as the guest
or the hostess is very important, and this
knowledge, or lack of, can make or break your
business dealings.

In this article, | will explain a few basic table
manners that will help you to be comfortable at|

any dining event? and your comfort level or hostess, wait for them to place their napkin
most assuredly relates to your success! Future articles will addressin their lap first, before placing yours in your lap. There is no need
more aspects of the dining experience. to do it with any kind of flourish 2 simply unfold it quietly below
the table.
How to Handle: .
Your napkin is to be used to dab the corners of your mouth, when
1. Your Purse or Briefcase necessary, and should never be used as a tissue. Once you

have placed the napkin in your lap, it is never to touch the

Your purse or other item, such as a briefcase or laptop case, is not . . -
table surface, again, until you have finished your meal and

placed on the table or hung on the back of the chair. If small

AT OCER EO AAT AA BIAAAA i1 UITasIeapyitedepas fitisneqsssansfonyause reiexcuseddn £ 65 ¢
large for that, it should be placed next to or under your chair out the middle of the meal, place it on your chair for when you
of the path of the wait staff. return. In more upscale restaurants, the waitperson may

2 Your Electronics bring you a new one when you return.

Your cell phone, BlackBerry, iPhone or any other electronic com- (MANNERS continued on page 4)
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A Message from Your Vice Presideqtiacey
Brewer CAP

It is truly an honor for me to be selected as the 2009
Administrative Professional of the Year. The past yeg
has been one of intense personal and professional
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ening and increasing our skills and abilities, we are
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find a means to stay ugto-date.
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While IAAP offers many technology/hardskill pro-
COAi Oh EOG60O OEA O1 £#0 OEE
Through involvement on IAAP committees and the
Board of Directors, | have developed new skills in
teambuilding, public speaking, event planning, conflic
resolution and many, many other areas. These skills
are never obsolete!

Being involved in IAAP has also been my creative out-
1 AOs8 )y AT160 ETT x EI x
desk work becomes monotonous. | get into the same
routine day after day and eventually get burnt out.
Being involved in planning IAAP events and meetings
has allowed me to step outside of the box and use
those skillsthatmy8uv ET A AT AO1 80
this creative outlet has been my saving grace when
things at work have gotten hectic.

C

4

I challenge each of you to step out of your comfort
UrTA ATA AAATT A ET O 1 OAA
OEIi PIU AiT60 EAOA OEI A 1
While | am the first to admit that IAAP is not always

among my top priorities, my professional and persona
growth are! | encourage you to reap the full benefits
of your IAAP membership and make the commitment
to your personal and professional growth. Do it for

Huntsville Chapter IAAP

Division Newsfrom Carolyn Drake CPS/CAP, Division
President
Unauthorized Email - Recently a communication from IAAP

LIHQ Certification

Manager Kathy Schoneboom CPS/QAP was dlstrlbuted re-
G ledraligerling reie@aurses| | @ishadne tas| in- AT A
Aforsai ey A yoq per er rgapest. O 1 07 001 U OEAC
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has paid for a banner ad about thelr review course. How-
ever, they were not given permission to use member email
qagr Bcleq NGV TR wepreayireds A €
to ad he following disclaimer to their ad about the co

O)!10 ATAO T1 O ci OAOT 10 AT AT OC
Taking a review course does not guarantee passing the CPS

i 0 #10 AQGAI 086 4EAU AEA 1710 ETA
unauthorized email.

Some have asked why the Certification Department did not

Bl R ey B GR e H co B A E 1 A

would not send a special notice to the chapters each time a
new course comes about. You may recall that in the past we
have had information on the IAAP web site on review
courses we have been made aware of; that information was
\alvallablexogall membérs a@dmhdnRebers. The review
courses information has not yet been brought over to the
new web site, but will be in the future.

yourself. You deserve it! Z

Huntsville Chapter IAAP
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privacy of our members and adhere to the Communication
[Policy, found on page 14 of the IAAP Policy Manual. This
policy protects us from solicitations and protects our per-
sonal information. Feel free to share the link with those who
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(MANNERS continued from page 2) Beth Strong Taber is the author & Little Kinder Than Necessary: A
4. Your Utensils Collection of CharactesBuilding Secrets now in its 4th printing,

which she wrote and dedicated to her three children when they were

Your utensils are to be used from the outside im if the little. In a wonderfully rewardirJg career with Qelta Air I:ines, she A

salad course is first, the salad fork will be located on the out-held positionsininEl ECEO OAOOEAA AT A [T AT ACAT /

side of the dinner fork. If soup will be served, the soup Spoonworking _in the information management industry While_als_o serving

will be located to the right of your knife. Glassware is always as an etiquette consultant in the Boston area. Her desire is for all peo-

located on your right? above the knife? and should return ple to learn the art of reating themselves and those around them
yourrig xEOE EET AT AOO AT A OAODPAAON O OAI Aj

there after each sip. OEAON OEAO OPI AAGAGR " OEATE Ui 6" Al

After each use of your knife, place it on the upper right side OET OAOOI AT 6066 xA [T AEA ET 1 OOO0AI OAO

of your plate, blade facing toward you. (American and Conti- us to remember that kindness is contagious.

nental styles of eating will be handled in future articles).

Once a utensil has been used, it never touches the table,

again. 7 Y, i ;
gusmv' v (A PBELL
5. Your Bread Plate ;_//'/I;-’fg,.c.‘ffq.,, ¥

),ir Image v Our Passion

PR Headshots
Advertising Photography
Editorial Photography

Corporate Event Photography
www.gwcphoto.com

The bread plate is always located to the left of or above your
forks; and your butter knife will be on it or above it. When
eating your bread, tear small pieces with your fingers and
butter them (with your butter knife) as you go? do not bite
off a piece of bread and do not butter a whole slice of bread
at one time. If the butter is located on a central dish, take a e
portion of it and place it on your bread plate. Proceed to but- email: glenn@gwcphoto.com
ter your small pieces of bread using your butter knife and the (256) 533-5811

butter that you have placed on your plate. If passing a bread 2903332\,"'}":?'2"’_93%%55‘9 !
basket, pass to your right, as you would any other food items.

Note: When finished with your meal, wait patiently for the

wait staff to clear your items. Never stack your dishes or 20082009 Huntsville Chapter Board of Direc-
push them away from you.

tors
That is a very brief overview of a few of the more common
issues that women have to negotiate while dining during President 2 Stephany Wingard CPS
business. | will cover more topics in the future, but I highly President -Elect> Slone West CPS/CAP

recommend that you invest in a good business etiquette Vice President» Stacey Brewer CAP
book. There are many excellent ones on the subjert one of it ik CRS/CAP.
U EAOI OEOAO EO * AANOAI Elely 7 E CEFCRHAABLUCKEBERSCA 41 A0 0

thorough, but concise enough for the timeerunched busi- Treasurer ? Rozella Coggin CAP
nessperson. Past President? Dianne Seeks CAP
Bon Appétit! Z Parliamentary Advisor ? Rozella Coggin CAP

Websites? Check It Out

http://www.bls.gov/oco/ocos151.htm 2 Bureau of Labor Statistics, Secretar-
EAO AT A ' ATET EOOOAQOEOA | OOEOOAT 6Oqg O« O 1A
with the largest number of new jobs. Opportunities should be best for applicants
with extensive knowledge of software applications. Secretaries and administra-
tive assistants today perform fewer clerical tasks and are increasingly taking on
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(PATHWAYS continued from page 1)
Iwant to hear from those who selected
not to participate to find out why not. |
want to hear from those who are par-
ticipating and find out what your issues
may be holding you back or slowing
you down. | want to hear from every-
one on your opinion of the program, in
general and specifically if there are cer
tain areas you feel strongly about.

Youare W@ A AT 1T AT AA EI
Commit Yourself to Excellence!Z

mer

vote at any meeting of the Chapter.

B) Standing Rules may be amended
or rescinded:

1. By a majority vote, provided the
proposed amendments shall have beer
communicated to the members at least
10 days prior to the meeting date or
have been read at the previous regular
meeting.

2. By atwo-thirds vote without pre-
vious notice.

Reggegtyqu gl?agg'rerail any pro-
posed changes or considerations to ei-
ther the By-laws or Standing Rules to
cil.spina@uah.edu Thank you so much

Bylaws and Standing Ruleg

for your prompt attention to this mat-
ter. 7

Cil Spina CPS/CAP, committee chair

Each year the members of Huntsville
Chapter are requested to provide any
proposed bylaws or standing rules
changes to the Bylaws committee,
which is chaired this year by Cil Spina
CPS/CAP After reviewing any propos-
als, the chair will submit the commit-
OAABO OAAT I 1 AT AAOE
ship in accordance to the chapter By
laws. For the current year the only revi-
sion made to the Huntsville Chapter By,
laws has been to amend the Standing
Rules to align the per mile reimburse-
ment with federal regulations.

Just as a reminder, the Huntsville Chag
ter By-laws may be amended by any of
the following methods:

Section 1.Bylaws

a) Atany meeting of the Chapter by
a quorum vote, provided the proposed
amendments shall have been commun
cated to the members at least 10 days
prior to the meeting date or have been
read at the previous regular meeting.

International Newg

communication from President Barb Horton
CAP

There is no denying that we are experi-
encing an economic ebb and flow. Be-
sides job loss, cutbacks for training,
>ducation and membership dyes.ate .
ﬁa\lT'/in anqarxpacétr)% §omL rgg[méeéq
don't have all the answers but | can tell
you two things: first, what action the
Board of Directors is taking; and secon
how this affects me as a member.

1.

Fiscal Responsibility

“IAAP is taking a critical look at expendi
tures. We are making significant cuts in
some areas and working on additional
cost-saving guidelines for now and the
future.

IAAP has always had a barebones
“budget, but we are looking for ways to
tighten the belt even further. The tim-

ing of the Project Plan to Turn IAAP int

Huntsville Chapter IAAP

couldn't happen at a better time. In
addition to the work done to date, at
the Spring Board meeting we will re-
view all of our products and services
against the new mission statement:

Enhancing the success of careminded
administrative professionals by provid-
ing opportunities for growth through
education, community building and lead-
ership development

2. Membership:

Now more than ever your membership

offers value. In the November/

DeceAmbe~r issue of OfficePro | wrote an
7A00A 91 00 -Ai AROOEEDS
tage of every membership benefit of-

fered from networking your way to a

new job to enhancing your skill set and

keeping the job you have.

Become a Member of Excellence
http://www.iaapnet.org/Default.aspx?
pid=5976 and stay focused on what
matters most. Interestingly, we are see-
ing an increase in new members who
have already lost their employment;
7they recognize the edge that IAAP give
our careers.
)y 060 AAOU O1 1 EOA EI
jthat we are immune from the current
economy issues, but there are things we
can do to be better prepared for any
changes that might affect us. And we
are working harder than ever to create
Excellence in Action to ensure that
membership in IAAP is part of your so-
lution and part of your future. 7

A

a Remarkable Association by 2010

b) By unanimous vote, if not distrib-
uted previously as required in Para-
graph A of this section.

Section 2. Standing Rules

A) Standing Rules may be adopted
without previous notice by a majority

Huntsville Chapter IAAP
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