
 

2. Remember that each project 

expands to the time allotted to 

it, so set a limit for yourself: "I 

am going to return all my 

phone calls in one hour." "I 

will file papers for 30 min-

utes." "I will spend 15 minutes 

picking up around the house." 

Set a timer. You will be 

amazed how much you can get 

done when you focus your 

time. 

 

3. Check your self-talk. Do you 

frequently say, "I gotta...," "I 

should...," or "I have to..."? 

Replace this self-talk with "I 

choose to..." and recognize that 

you are at choice about what 

(PLACE Continued on page 8) 

  Because life 

seems so hec-

tic lately, I 

have been 

looking for 

reading mate-

rial to help me 

refocus and reorganize. During 

this process, I found a CD by 

Cal Lemon called, Managing 

My Chaos. One of the many 

pitfalls he talks about is pro-

crastination. He has a very in-

teresting take on why some of 

us may procrastinate.  

Some of us are perfectionists 

and strive to meet the extreme 

standards we set for ourselves. 

Therefore when it comes to 

those tasks that seem daunting 

and overwhelming we tend to 

put those off because we are 

unsure of our success.  Is this 

you? 

If you find yourself procrasti-

nating, try some of the tips 

provided below from Stop Pro-

crastination: Ten Tips to Help 

You Overcome Procrastina-

tion (© 2000) by Kathy Paauw. 

Select one idea from the list 

below and make a commitment 

to yourself to create a new 

habit by making it a part of 

your daily routine. 

 

1. How do you eat an elephant? 

One bite at a time! Break larger 

projects into manageable 

"bites" and create a timeline for 

yourself to accomplish these 

smaller tasks.  

0ÒÅÓÉÄÅÎÔȭÓ 0ÌÁÃÅȟ Slone West CPS/CAP 

Stop Those PowerPoint Bullets ,  Donna Gilliland, MOSTraining 

Communicating visually  
 
SmartArt is a new feature in 
Office 2007 used to visually 
represent information. There 
are many SmartArt graphic 
layouts to choose from. It is a 
powerful  tool to quickly and 
easily communicate your in-

formation visually.  
  
Visuals aid recall  
  
Humans process information 
in two channels; auditory  
and visual . It is a proven fact 
that when text and graphics 
are combined together it re-

sults in greater recall of infor-
mation than text alone. 
Visuals are powerful in com-
municating information.  
  
Convert your bulleted lists 
to SmartArt  
  

(BULLETSContinued on page 3) 
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Chapter Meeting: 

¶ Confessions of a Direct 

Report 

¶ Dr. Neil Lamb, Director of 

Educational Outreach, 

HudsonAlpha 

¶ HudsonAlpha Institute for 

Biotechnology, 601 Ge-

nome Way 

¶ March 23 

¶ Networking/Lunch, 

11:30am 

¶ Program, 12pm 

¶ Catering: $8 for soup, half 

sandwich, drink & dessert 
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March Birthdays: 

14 - Anita McCormick 

15 - Sue Jones 

27 - Rosemary Rogers 

 

 

 

 

March Anniversaries: 

Vicki Bevelð1 year 

Cynthia Dempster - 1 year 

Myra Wright - 1 year 

Adriana Stewart - 1 year 

 

 

Chapter Celebrations 

Page 2 

The Informer 

  
Kay Zurcher  - Redstone Federal Credit Union 
Haley Allen - Redstone Federal Credit Union 
 
 
 
 
 
 

 

joined IAAP in February 2008; and has served on the hospi-
tality committee. 
 
Jody gave birth to her first child, Joshua in December; she 
allowed the Huntsville Chapter the privilege of giving her the 
first IAAP baby shower on November 5, 2009.  She and her 
husband, Thomas also have two dogs, Abby a mini beagle 
and Akira a mini poodle. She enjoys reading and watching 
movies. 

 
WƻŘȅ ǎŀȅǎΣ ά.ŜƛƴƎ ŀ ƴŜǿ ƳƻǘƘŜǊ ƛǎ ǎǳŎƘ ŀ 
ƧƻȅΗέ             

Member Spotlight 
Jody Sawyer is employed with 
Huntsville-Madison County 
Airport Authority as Secretary 
in the Capital Improvements 
Department which is responsi-
ble for monitoring all the con-
struction at the airport. She 
has been with Huntsville-

Madison County Airport Authority for three years. 
IŜǊŜΩǎ ŀ ƭƛƴƪ ǘƻ ǘƘŜƛǊ ƭŀǘŜǎǘ ŎƻƳǇƭŜǘŜŘ ǇǊƻƧŜŎǘΥ 
http://www.hsvairport.org/PortReport/2010/
january_february/Chambers.htm. 
 
Jody began her career working for State of Alabama 
!ǘǘƻǊƴŜȅ DŜƴŜǊŀƭΩǎ hŦŦƛŎŜΣ !ƭŀōŀƳŀ /ƻƳƳƛǎǎƛƻƴ ƻƴ 
Higher Education as Administrative Assistant.  She cur-
rently holds a B.S. Social Counseling degree from Our 
Lady of Holy Cross College, New Orleans, LA.  Jody 

Welcome to...  

4ÈÅ ÃÈÁÐÔÅÒ ×ÏÕÌÄ ÌÉËÅ ÔÏ ÓÁÙ ȰÇÏÏÄ-
ÂÙÅȱ ÔÏ ÌÏÎÇ ÔÉÍÅ ÍÅÍÂÅÒȟ Sue Jones. 
Caught up in the RIF going on at Boe-
ing, Sue decided now would be the 
perfect time to return home to Ken-
tucky and the Lexington area. Her 
plans had her moving February 24. 
Even before she left Huntsville Sue 
was checking out the IAAP chapters in 
the area. Best wishes, Sue! 



You can easily convert your bulleted lists to a SmartArt illus-
tration. Read on for the easy instructions. 

1. Click in the bulleted list located on your slide 
2. Right -click  to bring up the shortcut menu 
3. Click Convert to SmartArt  
Choose the layout you feel will work best 

 
Which programs can you create SmartArt graphics in?   
  
Microsoft Office Excel 2007, Microsoft Office PowerPoint 
2007, Microsoft Office Word 2007, or in an e-mail message in 
Microsoft Office Outlook 2007.  
 
Tip:  If you want a SmartArt graphic in a program document 
where this feature is not available you can copy and paste a 
SmartArt graphic. 
 
Printed with permission. All rights reserved with Donna Gilliand, 

MOSTraining, 2009.http://mostraining.com/.     
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1. Which of the following spellings is correct?  

a) acomodate  

b) accomodate  

c) acommodate  

d) accommodate  

e) Don't Know 
 
2. Which of the following spellings is correct?  

Commonly Misspelled Words 
Presented by the Business Writing Center, training busi-

ness writers since 1985  

 

Commonly Misspelled Words is a list that has circulated 

among American businesses for decades. Select the cor-

rect or preferred spelling in each of the following ques-

tions to test your spelling of the most commonly mis-

spelled words.  

a) arguement  

b) argument  

c) arguemant  

d) arguemint  

e) Don't Know 
 
3. Which of the following spellings is correct?  

a) comitment  

b) comitmment  

c) commitment  

d) comitmant  

e) Don't Know 
 
4. Which of the following spellings is correct?  

a) consensus  

b) concensus  

c) consencus  

d) consenssus  

e) Don't Know 
 
5. Which of the following spellings is correct?  

a) deductible  

b) deductable  

c) deductuble  

d) deductabel  

e) Don't Know 
 
6. Which of the following spellings is correct?  

a) embarras  

b) embaras  

c) embarass  

d) embarrass  

e) Don't Know 
 
7. Which of the following spellings is correct?  

a) existance  

b) existence  

c) existanse  

d) existanc  

e) Don't Know 
(WORDS continued page  5) 

http://www.writingtrainers.com
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Chapter Announcements 

also supports the Educational Outreach team in administra-
tive, scheduling, meeting logistics and purchasing areas. 
Herod joined IAAP in 2008 and received her Certified Admin-
istrative Professional® (CAP®) rating in May 2009. 
 
Join the Huntsville Chapter for breakfast and networking at 
the Apple Store at Bridge Street Town Centre.  Learn about 
Mac solutions for your business needs while networking with 
administrative professionals from the Huntsville Metro area. 
We thank our business partner, Costco, for providing break-
fast! 
 
A Smart Place - according to the article in the February 2010 
issue of Initiatives, there will be a projected 1960 job open-
ings in northeast Alabama through 2016 for Office & Adminis-
trative Support occupations. 
 

OfficeTeam announces 2010 Administrative Excellence 
Award call for nominations - OfficeTeam and the Interna-
tional Association of Administrative Professionals are accept-
ing nominations for the sixth annual Administrative Excel-
lence Award.  
The award is given to an administrative professional who 
demonstrates a commitment to leadership and education, and 

(ANNOUNCEMENTS Continued on page 8) 

 Dedra Herod Named 2010 Ad-
ministrative 
Professional 
of the Year  - 
Dedra Herod 
was named 
2010 Adminis-
trative Profes-
sional of the 
Year by the Huntsville Chapter of 

the International Association of Administrative Profession-
als (IAAP) during a special ceremony at 801 Franklin on 
February 23.   
 
Candidates were nominated by their peers and scored 
based on accomplishments in IAAP, education, and at their 
workplace.  At the ceremony, nominees were posed a busi-
ness related question, asked to give an impromptu answer, 
and were evaluated by a panel on their response. Priscilla 
Daly, Alabama Division 2009 Administrative Professional of 
the Year, was the guest speaker. 
 
Herod is employed at HudsonAlpha Institute for Biotech-
nology in Huntsville, Alabama as the Executive Assistant to 
the Director of Educational Outreach, Dr. Neil Lamb. She 

Mark your calendar & 

Save the date:  

Tuesday, April 20, 2010 

Keynote Speaker: Ralph Petroff 

Annual Seminar & Education Forum 

Huntsville Chapter IAAP 

Point of Contact: 

Stephany Wingard, CPS 

256-799-3522 

stephanyw@iaaphsv.org  

Will be held at the Redstone Federal Credit Union Education 

Building, 220 Wynn Drive 



 
8. Which of the following spell-
ings is correct for a page at the 
beginning of a book?  

a) foreward  

b) forword  

c) forworde  

d) foreword  

e) Don't Know 
 
9. Which of the following spell-
ings is correct?  

a) harass  

b) haras  

c) harrass  

d) herrass  

e) Don't Know 
 
10. Which of the following spell-
ings is correct?  

a) liason  

b) liasson  

c) liasone  

d) liaison  

e) Don't Know  

Answers on page 7 

 

(HOW Continued from page 3) 
brainteaser 
 
If you throw me from the window, 
I will leave a grieving wife. 
Bring me back, but in the door, and 
You'll see someone giving life! 

 
What am I? 

  
 

(Answers on page  9) 
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WebsitesðCheck It Out 
 http://www.execenrichment.com/ -According to the Society of Human Resources 
Management, Dr. Cal LeMon has been designated among the "Ten Best Speakers in 
America." Past speaker from Internation EFAM. Cal is a prolific writer who continues 
to supply his clients with creative articles to appear in organizational newsletters. 
This free, monthly journal will splash on your CRT screen in living color. Using a lin-
guistic play on the Cal's last name, LeMon, (yes, we know it is a bit cheesy) you will 
discover eight information-packed segments. 

2009-2010 Board of Directors 
PresidentðSlone West CPS/CAP 

President-ElectðStacey Brewer CAP 

Vice PresidentðTrish Cantrell-Teetor 

SecretaryðSusan Crittenden 

TreasurerðRozella Coggin CAP 

Immediate Past PresidentðStephany Wingard CPS 

Parliamentary AdvisorðCarolyn Drake CPS/CAP 



Things You Should Never Wear 
to Work  
Are you looking for a guideline on 
never-wear-to-work fashions, or 
are you just curious about what 
you should never wear on the job? 
You're in the right place. Here are 
some of the items you shouldn't 
wear on the job, ever, and why. 
 
1. Leggings: Leggings are never a 
work -friendly choice. Why, you 
ask? These stretchy pants hug the 
buttocks (bad for meetings), look 
way too casual, and are too 
ȰÙÏÕÎÇȱ ÔÏ ÂÅ ÔÁËÅÎ ÓÅÒÉÏÕÓÌÙȢ 
Unless you work in fashion, back 
away from the leggings immedi-
ately! They are not for you (but 
you can totally wear them at home 
if you want). For those in love with 
leggings for at-home wear, look for 
a pair of tie-dyed ones. . . I recently 
saw a few pairs that were totally 
amazing. 
 

2. Cleavage-Baring Tops : Cleav-
age is distracting on the job, as 
well as unprofessional. Toss those 
v-neck dip tops and American Ap-
parel tees, or at least just wear 
them for layering instead of main-
stays. You'll probably find that 
people take you more seriously as 
well, which is never bad, and you 
might just scoop up that promo-
tion you've been drooling over. 
 
3. Band Tees: Even though that 
concert was completely epic, you 
don't need to share it with every-
oneɂthe love is gone, unfortu-
nately, and that tee's better saved 
in the bureau along with your 
other band memorabilia, or 
dragged out for that gym session 
you've been procrastinating about 
for the past few weeks. Running, 

anyway? It's better done with a lit-
tle AC/DC. 
 
4. Jean Capris: Denim capris are so 
dangerous. Capris, in general, are 
extremely difficult pants to pull off, 
because they just expose a sliver-
ish of the ankle and calf, and they 
can make you look pretty short. In-
stead, why not try a pair of sleek 
cigarette pants or a pencil skirt to 
slenderize the bod? Those are way 
sexier than any pair of capris, any-
way, but still completely work ap-
propriate with the other comple-
mentary additions, including hose, a 
jacket or cropped coat, and a pair of 
heels. 
 
5. Platform Sneakers : Stop right 
there! If this was ever a considera-
tion of yours, step back into the 
closet and change! Platform shoes 
might make you look taller, but let's 
face it: so do heels, wedges, boots, 
and stilettos. Don't deny it! Your 
platform sneakers need to slowly 
disappearɂit's a great excuse to go 
shopping, anyway. 
 
6. Gym Pants or Sweatpants: 
While those exercise pants are su-
premely comfortable, they're not 
necessarily the best thing to wear to 
work (um, at all). Leggings are even 
better, but your best best to stay 
professional is to wear Lycra-
infused work trousers in a dark 
color. 
 
TrackBack URL for this entry: 
http://www.typepad.com/services/
track-
back/6a00d8341cec5d53ef0120a4d
38efe970b 
Posted on 07/24/2009    

Page 6 

Volume VI, Issue 4 

Seminar Committee    by Stephany 

Wingard CPS 

 

The Seventh Annual Seminar and Educa-

tion Forum is the Huntsville Chapterôs 

major fundraiser for our operations capital. 

It is just weeks away now. There has been 

a lot of behind the scenes work completed, 

but there is much more to do! 

 

The speakers have been lined up with a 

wide range of topics. Mr. Ralph Petroff, 

CEO of Magna Vista Group, will be the 

keynote speaker. Part of his bio reads: 

ñPetroff was born in Canada, and raised in 

Saigon, Vietnam. His family moved to 

Melbourne, Florida, and then Huntsville in 

1963, where his father was recruited by 

rocket pioneer Wernher von Braun to head 

his NASA research and development ef-

forts.ò When I met with Mr. Petroff to dis-

cuss him serving as the keynote I was en-

thralled with all his stories and experi-

ences. I am sure you will enjoy them also! 

Rounding out the seminar, the other speak-

ers are Donna Gilliland providing two ses-

sions, one on LinkedIn and the other on 

Twitter and their business applications; 

John Cook will talk about how to make the 

office environment work for you, which is 

not an ergonomic session; and June Guth-

ier will round out the afternoon speakers 

discussing business etiquette in how it per-

tains to international protocol. 

 

The registration brochure should be avail-

able on the chapter website in the next few 

days. Look for the announcement, then 

submit your registration. Attending the 

seminar is not the only way you can help 

the chapter out. First, consider sharing the 

registration brochure with other support 

personnel you know. Then, get involved! 

We need vendors for the Office Expo, door 

prizes, program ads, sponsors, and items 

for the participant goodie bags. 

 

Donôt know anyone? Sure you do! Where 

do you get your office supplies? Who does 

your printing? Provides your coffee or bot-

tled water? Who caters your business func-

tions? Businesses like that are perfect for 

the Office Expo. Who cuts your hair? Pro-

vides you insurance? Or other personal 

services you use? Many of them have cou-

pons or other promotional items they are  
(SEMINAR continued on page 8) 

http://www.typepad.com/services/trackback/6a00d8341cec5d53ef0120a4d38efe970b
http://www.typepad.com/services/trackback/6a00d8341cec5d53ef0120a4d38efe970b
http://www.typepad.com/services/trackback/6a00d8341cec5d53ef0120a4d38efe970b
http://www.typepad.com/services/trackback/6a00d8341cec5d53ef0120a4d38efe970b
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deciBel Hosts Drake State IAAP Members 
HUNTSVILLE, Alabamað3 March, 2010 
 

deciBel hosted ten International 

Association of Administrative Pro-

fessionals (IAAP) members from 

J.F. Drake State Technical Col-

lege. They met some of dBôs man-

agement team, the administrative 

team, and toured the facility. This 

was an opportunity for the students 

to interact with business profes-

sionals and gain insight into the 

business world. The students also 

attended a 30 minute mini-seminar 

on telephone and email etiquette, 

presented by Stephany Wingard, a 

Certified Professional Secretary 

from CSC.   

 
IAAP members enjoy a pizza lunch in the deciDeli.  


