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Message from the President

By Deb Dunbar

I

 would like to wish you each a Happy New Year!  I find it soothing to begin the New Year by looking forward to a clean slate of opportunities.  Setting professional and personal objectives for the New Year is a welcoming way to begin the year.  Planning provides a road map when challenges occur, whether daily challenges or a one-time event.  My personal objectives for this year are to engage in activities that improve my mental, physical and spiritual abilities.  My business and community goals include engaging in activities that will lead to continuous and organizational growth: striving for respect, motivation and compassion.

I am pleased to announce that one of our chapter members (me!) successfully passed the November CAP-OM certification exam.  I feel a sense of accomplishment and achievement.  Even if I had not passed the exam, the time reviewing was well-spent, as I rediscovered many things that you forget in the “busy-ness” of every day work.  I am currently participating in a Leadership Academy at my place of employment and discovered an interesting coincidence.  One of the important factors in leadership is learning how to learn.  After I was notified that I successfully completed the certification exam, I thought to myself that if nothing else came of it, “I learned how to learn.”  I encourage you to take the exam.  It will help you to “learn how to learn” and give you a sense of personal recognition.  Taking the exam could be one of your personal and professional development objectives for this New Year.  If you would like to participate in review classes for the exam, Joann Pierce has graciously offered to lead exam review classes.

For our February program, Susan Cordier will present “Business Etiquette – The New Rules of the Digital Age.”  Please see the program announcement in this newsletter and plan on joining us for this relevant presentation.  

Happy New Year, happy goal planning, and I look forward to working with you all this year!
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Education Corner

Technology Applications specialty now available!
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Submitted by iaap on Tue, 01/03/2012 - 09:46

Take the next step in your career by attaining the Technology Applications specialty from IAAP. Earning the Technology Applications specialty demonstrates your commitment to continuing technology education. Make a difference in your career by earning the TA specialty from IAAP. Here’s how: First, complete three of the Options Technology modules. The modules cover the Microsoft Office Suite including: Word, Outlook, Excel, Access, PowerPoint and Project. Following that, pass the test to receive a Microsoft certification in at least one of the Options Technology modules you competed.  Then, submit the application and the fees for your TA specialty. 
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forits Certified
Administrative
Professional
program:
Technology
Applications.

1AAP's new
specialty recognizes
that technology.

is integral for

every admin. First,
complete three
Options Technology
‘modules. Following
that, pass the test
to eamn Microsoft
certification in at
least one of those
‘modules. Then
you're qualified

to submit an
application and fees
for the Technology
Applications
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Mor information about the Technology Applications specialy s availabe at
wwrw isap-hq.org/certification

o learn more about the Options Technology prograry visit
iaap-hq.org/events/options.
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When You Don’t Know What You Don’t Even Know
Susan Fenner PhD, Manager of Education and Events, IAAP (shared by Susan Cordier)
H

ow many times do we think we have the right answer…only to find out that we don’t even know what we don’t even know and boy, are we off base! Well, it happens to the best (and worst) of us. But here’s some things you can do to pinpoint those nebulous areas and then set about filling the gaps.

-Don’t feel you always have to be right. Sometimes, the greatest accomplishments come when you’re wrong. As Edison said, “I now know 1000 ways not to build a light bulb”, which led to his eventual success. Be open to new ways of looking at a problem and solving it. 

-Do what you can to create an environment where it’s okay to fail. Forget placing blame. Instead, examine what you’d do again and what you’d do differently next time. It’s called an “attitude adjustment” and it will serve you well in life and business. 

-If you have a question, ask! As they say, the only stupid question is the one not asked. Chances are, others are also thinking, “what the heck????”, but are just too timid to ask for clarification, for risk of appearing dumb. Guess who the dummy actually is! You only learn by understanding and you only understand by questioning what you don’t get.

-If it sounds too good to be true, it probably is. Ask others, “What am I not seeing?” Now is the time to find the flaw, while you are still in the planning stages. It will be cheaper and easier to fix. 

-Get an outsider’s opinion. There’s a phenomenon called “group think.” Members try to minimize conflict and reach a consensus decision without critical evaluation of alternative ideas or viewpoints. So, you can all end up going down the same road…but not the road that leads to your desired destination. Outsiders are often more objective because they aren’t part of the group. They bring new viewpoints and personal experiences to the equation.

-Google. This seems to be a solution to almost every dilemma I have nowadays. You’ll find a wealth of information to peruse and see how others have tackled the same issue.

-Keep a file of cool ideas. Whenever you see something that pertains (even slightly) to things you are involved with and strikes your fancy, copy the link or clip the article and file it away for future reference. You don’t have to keep reinventing the same things. Save time and energy and build on what has worked for others. It’s okay to adapt. Sometimes a novel model 
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will spark a whole new approach. Find relevant RSS feeds, subscribe to newsletters in your areas of interest, and regularly scan favorite web sites and publications. 

-Expand your professional network. Track people who are leaders in the field and befriend them. With e-mail, your new BFF can be in the next cubicle or halfway around the world. Where they may not have responded to an inquiry letter years ago, they are likely willing to shoot off an e-mail with advice today. Technology has expanded all your horizons…and networks. And don’t be afraid to start at the top and work your way down. What do you have to lose?

-Use web communities. I am on several list serves and I find them quite useful. This peer-to-peer sharing can be invaluable and save you heartache (not to mention heart burn). The IAAP web communities are a good place to start. Can’t find a suitable group to address your question? Create a 
new community and invite sharp folks to join it. People love to share.

-Take refresher courses –self-study, virtual, or in a classroom. The rate of information/knowledge obsolescence is growing every year. Depending on your industry, what you know this month may be outdated the next. So, it is your responsibility to keep pace with information turnover. Once you stop learning, you stop!

-Find a mentor or someone you admire nearby who will help you fill in the gaps as they occur. This is especially important for those of us who learn best by hands-on. This person can show you in a few seconds what might take you hours to read, absorb, and apply. But, be careful not to overuse your support pal and make sure that the arrangement is reciprocal. Give as much as you take.

-If you are a certifiable don’t-know-what-you-don’t-know person, then you probably didn’t bother 
to read this – you thought you knew it all! But, if you read the points and gleaned at least a few new insights, then you are well on your way to not knowing it all, but knowing where to find it all.
2011-2012 
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February Program Announcement





Business Etiquette –

 “The New Rules of the Digital Age”

Presented by:  Sue Cordier

Sue Cordier has been an administrative assistant for over 30 years, starting as early as high school.  Currently her job is as a virtual assistant to M. Karen Tranter.  She joined the Elmira-Corning Chapter of IAAP when it was Glider Chapter NSA in 1972.  Over the many years she held almost all chapter officer positions and chapter committee chairmanships.  She has served for 3 years as the International Bylaws and Standing Rules Committee Chairman.  Currently, she is serving on the International Election and Tellers Committee.  Sue has also served as a member or chairman of various committees on the New York State Division.  For 2011-2012 she serves as Parliamentary Advisor for the New York State Division.  Sue is a Member of Excellence for 2010-2011.  In her spare time Sue is an avid golfer and duplicate bridge player.  Also enjoys travelling, reading and enjoying family and friends.  Sue shares her life with husband Jim and dog “Miss Abby”. 

Monthly Meeting

Date:

Monday, February 6, 2012

Place:

Big Flats Community Center, Maple Street, Big Flats

Time:

5:30 

Networking/Registration



5:45 

Dinner



6:15 

Program



7:15 

Business Meeting

Cost:

$14.00 
Program and Meal

(Program only $7.50)

RSVP by February 2, 2012 by e-mailing Nancy Riesbeck at  riesbeck@corning-cc.edu or call 607-936-7397.  Make check payable to Elmira-Corning IAAP and send to:  Melissa Terry, 602 Reynolds St., Elmira, NY 14904

Meal Catered by:  Minier’s of Big Flats

Menu:  Meat Loaf, Macaroni and Cheese, Green Beans and a White Chocolate Macadamia Nut Cookie.  Vegetarian alternative is available.

Directions to Big Flats Community Center.  Take I86 (Route 17) to exit 49 Olcott Road.  After exiting, turn onto Maple Street, proceed to first stop sign and go straight through about 1/8 mile.  Community Center is on the right.
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Member Spotlight

This month the Elmira-Corning Chapter recognizes Susan Cordier for her willingness to serve IAAP.  Susan is always available for assistance and her friendly attitude is enjoyable to be around at meetings.  Thank you Susan for all you do!

Susan’s Biography:

Sue Cordier has been an administrative assistant for over 30 years, starting as early as high school.  Currently her job is as a virtual assistant to M. Karen Tranter.  She joined the Elmira-Corning Chapter of IAAP when it was Glider Chapter NSA in 1972.  Over the many years she held almost all chapter officer positions and chapter committee chairmanships.  She has served for 3 years as the International Bylaws and Standing Rules Committee Chairman.  Currently, she is serving on the International Election and Tellers Committee.  Sue has also served as a member or chairman of various committees on the New York State Division.  For 2011-2012 she serves as Parliamentary Advisor for the New York State Division.  Sue is a Member of Excellence for 2010-2011.  In her spare time Sue is an avid golfer and duplicate bridge player.  Also enjoys travelling, reading and enjoying family and friends.  Sue shares her life with husband Jim and dog “Miss Abby”. 


From the IAAP website
Upcoming Events:

Deadline: May 2012 Certification Exam Registration
Wed, 02/15/2012
2012 Spring Conference
Sun, 03/04/2012
Administrative Professionals Week
Sun, 04/22/2012
May 2012 CAP Exams
Sat, 05/05/2012
2012 Education Forum & Annual Meeting (EFAM)
Sun, 07/22/2012

Upcoming Events

Box Top Challenge: save your box tops to support Horseheads Middle School.  Give them to Melissa Terry.

Review Classes for CAP Professional Certification Exam:  contact Joann Pierce for further information.

Avery Great Results Chapter & Division Achievement Awards Winner: Applications are due by February 1, 2012
	Elmira Corning Chapter Programs For 2011-2012

	Date
	Presenter
	Topic

	February 6, 2012
	Susan Cordier
	Business Etiquette – “The New Rules of the Digital Age”

	April 2, 2012
	Deborah Dunbar
	Ergonomics in the Workplace

	June 4, 2012
	Melissa Terry
	Social Media Phenomenon-Facebook for the Fearful


All programs will be held from 5:30 p.m. until 7:30 p.m. at the Big Flats Community Center.

Elmira Corning Chapter IAAP: Deborah Dunbar, President         Phone: 607.962.9440 
Email: dunbar.ds@gmail.com[image: image4.png]
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