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CALGARY CHAPTER MEETINGS 

NEW LOCATION:   35th Floor Conference Centre  -  Interna'onal Hotel Calgary (220—4 Avenue SE) 

MEETING DATES:  Every 2nd Wednesday of the Month (September to June) 

MEETING START TIME:  5:30PM 

Speaker:		Karen	Turner,	Turner	Ef�iciency	Coaching	Inc.		

(see	Page	3	for	speaker	and	topic	details)	
	
Please	 Note:	 	 This	 is	 also	 the	 Calgary	 Chapter’s	 Executive	 Night	 …	 this	 is	 your	
chance	 to	 invite	 your	 Managers,	 Supervisors	 or	 Bosses.	 	 Don’t	 miss	 this	
opportunity	 to	 show	 them	what	 IAAP	 is	 all	about,	what	your	 IAAP	Membership	
does	for	you,	and	in	turn	how	your	membership	enhances	you	and	your	career.	
	

This Speaker Presenta�on Qualifies for 1 Recer�fica�on Point 

Our	Next	Meeting	...	

MARCH	9,	2011		—	How	to	Find	6	Weeks	You	Didn’t	Know	You’d	Lost	



Message	from	IAAP	International	President,	Mary	Ramsay-Drow,	CPS/CAP	

The Calgary ExchangeThe Calgary Exchange  Page 2Page 2  

- Mary Ramsay-Drow, CPS/CAP - IAAP Interna�onal President 

Breaking in the New Boss(es) 
 

In the January/February 2011 issue of OfficePro is an ar%cle 

en%tled, “Breaking In The New Boss.”  It has some great %ps 

about working with a new boss, which was totally relevant for 

me, if not a few months a>er I needed the informa%on. 
 

You see, the boss that hired me at Harley-Davidson re%red 

last May, then an interim boss was put in place un%l they 

could hire a new General Counsel, and the day a>er I         

returned from EFAM in Boston, a new boss was awai%ng me… 

and then just 3 months later, I was assigned two more bosses. 
 

Two of the bosses were brand new to Harley-Davidson, while 

the third was already with the company.  Paul is the General 

Counsel, while Becky & Steve are Assistant General Counsels 

with lots of work on their plates and lots to learn.  Paul      

reorganized the Legal Department a>er taking over and this 

was what precipitated my increase in number of people to 

support. 
 

I pride myself in being able to adapt to the changing           

environment at work.  But it was a strange year for me in 

2010.  The previous General Counsel was a 24/7 non-stop 

worker, who was very paper oriented and relied upon me not 

only as an Execu%ve Assistant, but also as a personal          

assistant, at least in many parts of her life.  So I worked at a 

frene%c pace most of the %me, in addi%on to keeping up with 

my IAAP du%es [at the %me preparing to become                

Interna%onal President]. 
 

When she re%red, my interim boss was rarely in the office as 

his role was to close a deal for subsidiary we were selling off 

in Italy and he traveled a lot.  As a result, I had a lot of down 

%me, which was great because I had %me during the day to 

work on IAAP and to get prepared for EFAM and the coming 

year. 
 

Then we get to the new bosses. 
 

While my previous boss was 10 years older than me – my 

three new bosses are 10, 12 and 14 years younger than me – 

with en%rely different needs and expecta%ons.  They are a lot 

more technologically savvy and more willing to give me      

project work and don’t need me to handle their personal 

lives.  They all communicate in slightly different ways, and I 

am s%ll geLng used to that.  Previously, I’d only supported 

one boss for the past 15 years … so it is s%ll taking some 

geLng used to juggling all of their needs.  But I have a       

renewed vigor for my roll at work and think the coming year 

will be challenging as each con%nues to grow more            

comfortable working with me and providing me even more 

opportuni%es to help them out. 
 

Also, all three are totally cool with my being IAAP                

Interna%onal President – Paul keeps the OfficePro issue with 

my photo on the cover on a shelf right next to his office      

conference table and lots of visitors have read the ar%cle and 

commented to me about it.  I recently spoke at a chapter   

anniversary event, and Steve asked me how it went.  Becky is 

all about professional development for women. 
 

I feel very fortunate to have the support and encouragement 

from my bosses for the work I do for them and for the work I 

do in IAAP. 
 

I like quo%ng this passage from “Change is Good, You Go 

First” by Mac Anderson & Tom Feltenstein -- “Each of us 

wants to be part of something bigger than ourselves.  Call it 

purpose, des%ny or a simple desire to get beyond the         

insufficiencies of our current existence.  An individual’s   

yearning to reach outside his life is a seed of greatness 

wai%ng for a stream of inspira%on.”  
 

It comes down to being excellent at what we do, with a deep 

level of commitment and knowing that what we do has     

purpose. 
 

I feel that purpose once again in my work as an administra%ve 

professional. 

 
 
 



March	9,	2011	Speaker		and		Topic	Details	...	
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How to Find 6 Weeks You Didn’t Know You’d Lost 

 

All you have to do is save an hour a day.  Every %me you 

wade through office clu$er to find something, every %me 

you are interrupted by telephone or email request, EVERY 

TIME you say “I’ll do that in just a minute”, it costs you 

%me.  Start recovering your %me NOW. 

 

Join us March 9th, and hear how you, like 2000 

other managers, execu%ves and entrepreneurs 

(and their employees) regain that lost %me by 

establishing habits and processes that boost  

daily produc%vity – now and forever.  The 

presenta%on will focus on Outlook and        

Blackberry %me saving techniques. 

  

 

 

 

Karen Turner—Turner Efficiency Coaching Inc. 

 

Turner Efficiency Coaching Inc. was founded in 2002, when 

Karen was working in Canada’s largest metropolitan      

centres and iden%fied common faults with key internal 

systems.  Surprised by how these environments were set 

up for failure, Karen has developed processes to 

effec%vely manage paper, control email, and 

meet looming deadlines. 

 

Since that %me, the company now has 3 coaches 

who turn wasted effort into produc%ve           

%me - especially when it comes to Outlook and 

BlackBerry.  In fact, the Turner coaches o>en 

teach Outlook and BlackBerry vendors how to 

maximize these programs. 

 
 

 

Registration	is	now	open		…			2011	Administrative	Professionals	Day	Event	

Register today and save...early bird pricing closes February 28th! 

 

Thursday, April 21st -- 11:30 am to 4:30 pm 

Calgary Zoo - Safari Lodge  
(Doors open at 11:15) 

  
Our guest speaker, PATRICIA MORGAN, will take you from "From Woe to WOW"; please join us on this development 

journey.  The event will be a busy fun-filled day with buffet lunch, trade show, silent auc%on and of course networking. 

 

Registra%on form available on our website: www.iaap-calgary.org   

(Mee%ngs&Events\Administra%ve Professionals Day\Delegate Registra%on) 

  

See you there! 

- Lucinda (Cindy) Sharlow, CPS/CAP, Calgary Chapter APW Chair 

Email:  apw@iaap-calgary.org 

Passion & Purpose Pins are available for   Passion & Purpose Pins are available for   Passion & Purpose Pins are available for   Passion & Purpose Pins are available for   
purchase from the Calgary Chapter Treasurer.                     purchase from the Calgary Chapter Treasurer.                     purchase from the Calgary Chapter Treasurer.                     purchase from the Calgary Chapter Treasurer.                     
Purchase yours at the next meeting.Purchase yours at the next meeting.Purchase yours at the next meeting.Purchase yours at the next meeting.    



Calgary Chapter of Excellence (COE) 
 
As men%oned in previous edi%ons of our 
newsle$er and also at each of our  
monthly Chapter Mee%ngs, the Calgary 
Chapter is par%cipa%ng to achieve our 
Chapter of Excellence dis%nc%on.   
 
We are working hard and are making   

excellent  progress … at February 15th 
we now have achieved 10 Criteria and 
have 7 Criteria in progress.  There is a  
total of 19 Criteria and a minimum of 14 
are required to be achieved to receive our 

Chapter of Excellence.  The Chapters    
progress is presented at each Chapter 
Mee%ng.  

2010-2011	Pathways	to	Excellence	Update	
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- Terri Peters, CPS, Calgary Chapter Vice President 

Member of Excellence (MOE) 

 

If you have not yet signed your Member of           
Excellence Commitment Form - it is not too 
late.  You may find that you have already 
achieved certain criteria without even knowing 
it.  It would be great to have as many of our 
Calgary Chapter Members working towards 
achieving their Member of Excellence as      
possible.   
 

For your Member of Excellence there are a  
total of 11 Criteria and a minimum of 8         
criteria must be a$ained (Criteria #6 is a     
mandatory requirement).   
 

Remember that you will need to keep all of 
your documenta%on for each of your achieved 
criteria in the event of an audit, this includes 
your signed Member of Excellence Form.   

 
 
If you have any ques%ons regarding the      
Member of Excellence process or need any  
addi%onal  informa%on, please touch base with 
me at our Chapter Mee%ngs or you can also 
contact me at (vicepresident@iaap-calgary.org) 
and I would be happy to assist you.   
 
You can also find great resources on the IAAP    
Headquarters website (www.iaap-hq.org) a>er    
logging in to view member only content, under 
the Member Resources tab, then  Pathways to            
Excellence and 2010-2011 Pathways to          
Excellence informa%on tab. 

IAAP Mission 
 

Enhancing the success of        

career-minded                    

administra%ve professionals 

by providing opportuni%es 

for growth through             

educa%on, community       

building and leadership     

development. 

IAAP Core Values 

 

         Integrity:    We demonstrate this cornerstone of our profession through honesty, accountability and high  

   ethical standards. 

         Respect:    We create respect within our profession and associa�on through listening, understanding and  

   acknowledging member feedback. 

     Adaptability:   We ensure the success of our associa�on by embracing posi�ve change and by nurturing diversity,  

   crea�vity and visionary thinking. 

  Communica�on:  We cul�vate and maintain excellence by remaining approachable at all levels, communica�ng  

   openly and building strong rela�onships. 

    Commitment:   We are steadfast in our goals to develop learning opportuni�es for career-minded administra�ve  

   professionals and to strengthen efficiency and effec�veness. 



How	to	Think	Like	Bill	Gates		
-	from	Sources	of	Insight	(“Stand	on	the	Shoulders	of	Giants.”	…	Insight	and	Action	for	Work	and	Life)		
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Over the years, I’ve asked various people at Microso> 

about how Bill Gates thinks.  I’ve asked people from his 

speech writers to people that have survived his execu%ve 

reviews, where Bill is known for his grueling                     

interroga%ons.  I was always curious how somebody of 

that caliber flexed their mind and used their skills to slice 

and dice problems. 

 

Bill Gates sees and thinks differently than most people 

do.  He has an amazing ability to find the flaws, or see   

opportuni%es, or connect the dots.  He can zoom in to   

details with precision or zoom out to the big picture.  He 

can flip back in %me or fast forward to the future.  He also 

has the ability to focus on the merits of the idea or         

innova%on before worrying about the business 

case.  Chances are, you could benefit from Bill’s thinking 

skills, even if it simply means geLng a new perspec%ve on 

your problems.  Whether you’re trying to change the 

world, or you want to unleash your best, it doesn’t hurt to 

be able to leverage the thought pa$erns of a billionaire 

and one of the world’s most influen%al philanthropists. 

 

10 Ways to Think Like Bill Gates 
 

While I don’t think Bill will lend you his brain, you can do 

the next best thing.  You can take some of this thought 

pa$erns and prac%ces for a test-drive.   Here are ten 

pa$erns to get you started: 
 

1. Priori'ze.  “What’s the next best thing you should be 

thinking about?”  It starts here.  Time is your most   

limited and precious resource.  This is about asking 

whether the problem is even worth your %me.  Before 

you throw cycles at it, figure out whether it’s worth 

it.  Is it significant?  How much %me should you spend 

on it?  For an example of how Bill Gates figures out 

how to priori%ze, check out the following video: Bill 

Gates on Mosquitoes, Malaria, and Educa%on. 

 

2. Ask smarter ques'ons.  If you want be$er answers, 

ask be$er ques%ons. Rather than geLng stuck in one 

line of ques%oning, such as “what’s wrong with this?” 

or “what’s right with this?”, you can explore your 

thinking more deeply, by asking a range of              

ques%ons.  One of the skills we learn at Microso> is 

Precision Ques%ons / Precision Answers.  In this       

approach, there are 7 categories of precise ques%ons: 

1) Go / No-Go -   Do we need to talk about this?            

2) Clarifica%on – What do you mean?    3) Assump%ons 

– What are we assuming?     4) Basic Cri%cal Ques%on – 

How do we know this is true?     5) Causes – What’s 

causing this?      6) Effects – What will be the effects?  

7) Ac%on – What should be done? 

 

3. Make data-driven decisions.  This is one of the     

toughest switches to make.  By default, most people 

make emo%onal decisions and then find data to       

support the decision.  This means asking ques%ons like, 

“what’s the data say?”  This means geLng informed, 

before you make your decision.  This means evalua%ng 

the sources of data.  It’s an extreme exercise in      

emo%onal intelligence to pause your emo%onal       

response, while you check your logic and cri%cal    

thinking. 

 

4. Divorce your ego.  This is where you separate yourself 

from the problem.  This is also about separa%ng     

yourself from the solu%on.  Instead, you hold the   

problem or solu%on out in your hands and inspect it 

from different angles.  Rather than focus on whether 

you’re right, it’s about whether the solu%on is 

right.  It’s about being able to beat up the thinking, 

without taking it personally. 

 

5. Frame the problem.   Framing a problem is simply how 

you look at a problem, just like how you frame a      

picture.  It’s about choosing what to focus on, what’s 

in and what’s out.  When you frame the problem, you 

bound it.  Framing also helps you get a be$er            

perspec%ve on the problem, as well as share the    

problem more effec%vely with others.  Some ques%ons 

to help frame a problem include: Who’s the customer? 

What are their needs and priori%es? What’s happening 

in the market? What are compe%tors doing? What are 

our op%ons for responding?  How do we differen%ate? 

How is technology changing and what possibili%es 

does it offer our customers? What are the priori%es for 

our business? 
 

 



How	to	Think	Like	Bill	Gates		—	Continued	
-	from	Sources	of	Insight	(“Stand	on	the	Shoulders	of	Giants.”	…	Insight	and	Action	for	Work	and	Life)		
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6. Get perspec'ves on the problem.  This means being 

able to switch your perspec%ves.  Rather than see the 

glass half-full or the glass half-empty, you should see 

both.  Challenge yourself to switch back and forth from 

finding flaws to finding opportuni%es.  If you only know 

how to play the Devil’s advocate, you have a limited 

view.  Like a mul%-faceted diamond, you should be 

able to look at the problem from different angles.  This 

also means being able to broker in experts and get  

other people’s perspec%ve on the problem.  Problem 

solving is a team sport.    It’s also about leveraging 

smart people without domain exper%se.  For example, 

you can take a dev manager in consumer devices and 

have him/her move into the enterprise or business 

applica%ons. 

 

7. Model the problem.  By abstrac%ng the problem into a 

model, you can think about it in simpler ways, without 

being bogged down by the implementa%on               

details.  One of Bill Gate’s favorite tools is his white-

board.  A whiteboard makes it easy to sketch out ideas 

and visualize them.   A whiteboard can help whether 

you’re trying to map out the problem or draw a       

solu%on.  Keep in mind that George Box taught us that, 

“all models are wrong, but some are useful.” 
 
8. Think of the system and the ecosystem.  Bill Gates has 

an engineering mind.  He can see the problem as a  

system.  You can map out the system by asking      

yourself ques%ons along the line of, what are the bits 

and pieces?  … How does it work?  … How do the bits 

and pieces work together? … what’s the flow through 

the system? … What are the inputs and outputs?  A>er 

you have a handle on the system, you can ask yourself 

about the ecosystem or the system of systems. 
 
9. Think of the problem over 'me.  It’s easy to look at 

the problem and just see it as a sta%c snapshot.  The 

challenge is playing out the problem or your solu%on 

over %me.  Time can drama%cally change what it looks 

like.  Consider the impact of trends.   Consider           

sustainability.  Some things that look good only      

temporary, and really break down when you apply 

%me to them.  Some%mes %me is on your side.  You 

might find that there may be be$er windows of       

opportunity. 

10. Think strategically.  Strategy guides your ac%ons.  You 

can think strategically along different lines.  Consider 

the core of what you do (mission, vision, values, and 

goals.) Consider internal analysis (strengths and   

weaknesses, resources and capabili%es, and         

benchmarking.)  Consider external analysis 

(compe%%ve analysis, opportuni%es and threats, and 

industry condi%ons.)  Consider the organiza%on design 

(structure, controls and incen%ves, culture and       

people.)   Consider execu%on (roles, responsibili%es, 

resources, ac%on plans, measurement, and               

accountability.)  Consider func%onal strategies 

(marke%ng and sales, opera%ons, human resources, 

and R&D.)  Consider strategic choices (corporate    

strategy and business strategy.) 

 

If these thought pa$erns and prac%ces don’t stand out as 

different or extraordinary, contrast them with some     

common default pa$erns: 
 

♦ less focus on emo%onal intelligence and more driven by 

emo%onal reac%on 

♦ more likely to start thinking about a problem before asking 

which ones 

♦ more likely to ask a limited range of ques%ons, from one 

specific angle or perspec%ve (such as Devil’s advocate) 

♦ more likely to get lost in the details of the problem rather 

than step back, model it, and play with possibili%es, unlikely 

to see the challenge as a system or think about the           

ecosystem (the players, the key levers, the centers of gravity 

… etc.) 

♦ unlikely to think about the problem over %me (especially 

larger %me frames like 1 year, 3 years, 5 years … or consider 

trends) 

♦ Unlikely to think strategically over tac%cally, or get mired in 

tac%cal details before evalua%ng strategic op%ons and 

differen%ators, strengths, or weaknesses. 
 

The good news is, thinking is a skill and there are plenty of 

resources that we can use to improve our thinking tech-

niques.  One of my favorites is Edward de Bono’s Six   

Thinking Hats. 
 

 
- Provided by Lisa Adam, CPS/CAP 
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When paying via PayPal for 

your Chapter Mee%ng Fees, 

you pay an addi%onal $2.00 

for service fees. 
 
 

Start thinking about             

purchasing the Calgary     

Chapter Mee%ng Savings Card 

for mee%ngs start in the    

2011-2012 term, star%ng    

September 2011. 
 
 

 By purchasing this Savings 

Card, you will achieve a cost 

savings of $25 as the card   

en%tles you to 5 Calgary  

Chapter Mee%ngs at the     

reduced rate. 
 
 
 

Contact:  

treasurer@iaap-calgary.org 

DID YOU 
KNOW ... The Calgary Chapter expresses our gra%tude to  

LISA SEIB, HELMS BRISCOELISA SEIB, HELMS BRISCOELISA SEIB, HELMS BRISCOE   

who recently became a Silver Sponsor of the Calgary Chapter. 

The deadline for newsle$er ar%cle submissions is the 12th of each month.  

The newsle$er will be published on or around the 15th of every month. 

 
Send your newsle&er submissions to: 

Terri Peters @  

vicepresident@iaap-calgary.org 

Newsletter	Publication	Dates	

Calgary	IAAP	Chapter	Website:		h$p://www.iaap-calgary.org/ 

Headquarters	Website:		h$p://www.iaap-hq.org/	

Newsletter	Articles	Submissions	/	Suggestions	Email:		vicepresident@iaap-calgary.org 	

Calgary	Chapter	President	Email:		president@iaap-calgary.org 	

Calgary	Chapter	Vice	President	Email:		vicepresident@iaap-calgary.org	

Calgary	Chapter	Treasurer	Email:		treasurer@iaap-calgary.org 	

Calgary	Chapter	Secretary	Email:		secretary@iaap-calgary.org	

Helpful	Information	...	

CHARACTER 
You cannot dream yourself into a 

character; you must hammer and forge 

yourself one.  

~ Henry David ThoreauHenry David ThoreauHenry David ThoreauHenry David Thoreau  
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  March 2, 2011  Execu�ve / Commi&ee Chair Mee�ng 
 

  March 9, 2011  March General Chapter Mee�ng 
 

  March 7-9, 2011 2011 Spring Conference, Tampa Florida 
 

  April 6, 2011  Execu�ve / Commi&ee Chair Mee�ng 
   

  April 13, 2011  April General Chapter Mee�ng 
 

  April 21, 2011  Administra�ve Professionals Day (APD) Event 
 

  May 4, 2011  Execu�ve / Commi&ee Chair Mee�ng 
 

  May 11, 2011  May General Chapter Mee�ng 

 
 

Chapter  Orienta�on Dates:  March 19 2011 — May 14 2011 
 
 

Please Note:  If you are interested in registering for any of the above Chapter Orienta�on Sessions, please email Cheryl 
Gathercole, CAP - Calgary Chapter President at president @iaap-calgary.org.  

Upcoming	Events,	Mark	Your	Calendar	

Items noted on the calendar above in ORANGEORANGE, , pertain to all members. 

Items noted on the calendar above in PURPLEPURPLE, pertain to the Board of Directors only. 

Items noted on the calendar above in PINKPINK, , pertain to all members and denote our Chapter Orienta%on Dates. 


