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Schedule

October 11, 2010
November 8, 2010
December 13, 2010
January 10, 2011
February 7, 2011
March 7, 2011
** APW 2011 **
Thursday, TBD at NIU Naperville,

(a regular meeting will not be held
during the month of April.)

May 9, 2011
June 13, 2011

Schedule is as follows unless otherw
noted:

5:3007:00 PM Check in/Dinner/
networking/Business Meeting
7:0088:00 PM Educational Program

To RSVP for meetings, pleasmail
Deborah Allen
deborah.allen@us.gt.comr send
reservations with payment to:
Deborah Allen
Grant Thornton
1901 South Meyers Road,
Suite 455, Oakbrook Terrace,

IL 60181

IMPORTANTCancellations are required 48 hours in
advance of the event or meeting. Late cancellations a
no shows will be billed a $10 fee. All no show/
cancellation fees must be paid prior to attendance at

another TRC event or meeting.

" In the Spotlight!

New Member Spotlight
Carrie Blaine

After nearly nine years filling various
administrative and marketing roles for
a regional paint manufacturer in Sara
sota , FL | moved to lllinois with my
husband searching for greater oppor-
tunities. | was fortunate enough to
secure employment with a wonderful
group of individuals at Huizenga Capi;
tal Management in October 2010.

am currently attending DePaul Univer
sity parttime, working toward a BA in
General Business, with plans to con-
tinue on to receive a MBA in General
Business.In my spare time | enjoy pa-
per crafting, scrapbooking, crochet,
Pilates and spending quality time with
my husband, family and friends.

Upcoming
Events

October 10
National Concierge Association
(NCA)
At Catch 35 in Naperville
5:30 to 7:30

October 20
National Hospitality Expo at NIU
At NIU 3:00 to 7:00

November 1
Board Meeting
At Grant Thornton

November 8
Chapter Meeting
At Wyndham
5:30pm & 8:00 pm
Corporate Travel, Ted Scheele with
Hobson Travel

November 29
Festival of Lights Tree Decorating
At Wyndham Lisle

December 1
Festival of Lights Tree Lighting
At Wyndham Lisle

New Member Spotlight
Emy Trotz

| am the Executive Assistant to the Mayor of Naperville. §
have held this position since August, 1999.
| am a graduate of Northern lllinois University with a BS il
| taught school in Genoa, IL and substituted
Bolingbrook, IL. | was involved in the Chamber of Commerce

field for over 15 years, working for the DeKalb, Bolingbrook, Naperville an

Education.

Lisle Chambers.

| have two daughters and 9 grand children.
| am President of the Exchange Club of Naperville and am very involved in Ng-
WAOFSalo
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Presi dent 6s

Now that my first short meeting is over,
will consist of member installations among other things. Our speakebDiaitineMichels with
Serendipity HR and she will speak @isappointments in working together and how to handle

the disappointments. Thi s subj ect, |l dm sure, will wo# pl a
disappointments can be heartbreakers in any case. '
This year promises to have a | ot of infor ci ti

theDecember Diva Holiday Eventand | hope you enjoy what we have in store for you. JanuanjebliSearch Bootcampnd
for those of you in transition, this will be a must session for you.

Pl ease plan on coming out to the monthly meetings argetdo get
update your profile on the Two Rivers Website.

| have to mention a little something about my dogs. As you know, | have four. Animals will do the strangest thiaggayT h&ebt
my dogs out to do their business. When | opened the door to let them in, two of them were hanging out in the backlimer toming

call ed. I said Cash and Cherish get over here bhuy@ashhhday st
possum in his mouth (I assumed it was a possum and, assumed it was dead). | screamed, get that out of your mqetiaad he drop
my back door and came into the house. I was thinktypead t hat

disease, ticks or anything because Cash had it in his mouth. | just left it there, too afraid to sweep it up atine tinasiv. itAnfew

hours later as | was preparing to let them out again, | opened the door and the possum was gone. | wonderedjimgagasfushpla
with my dogs or, did something else come along and gobble it up. Oh well, | was glad it was away from my backodasp &dhave
closer eye on my dogs because they wil!/l [ N i 19.
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Veroni ca O-fioleyni e d
Two Rivers Chapter President
~With Passion & Purpose ~

SAls  Reminder
2 L/% You can now use PayPal to pay for your Dinner. See our website for more info: www.is@privers.org

THANK YOUI!

Ver oni ca o RBEmey President ones

I would like to thank the following individuals for the wonderful Dinner at Dusk event:
Carmia Stanovich, Director of Sales with the Naperville Convention & Visitors Bureau
Katie Duzam, Marketing Manager with the Naperville Convention & Visitors Bureau
Laurie Wassman, with Northern lllinois University
Dan Gustafson, General Manager with Marriott Naperville
Wes Graf, Director of Sales with Marriott Naperville
Sandra Wolf, General Manager with Country Inn & Suites
Brian Malloy, Sales Manager with Country Inn & Suites
James Adams, General Manager with Hotel Arista
Barb Hocker, Director of Sales with Hotel Arista
Noonie Aguilar, General Manager with Courtyard Marriott
Jackie Bernier, Sales Manager with Courtyard Marriott
Bernandette Weber, General Manager with Hampton Inn
Robin King, Sales Manager with Hampton Inn
And | etds not forget the two great Troll ey C;
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Beware-Bossbd6s Pet

Submitted by Susan Fenner on Wed, 05/11/2011 - 12:24

You remember back in grade school. There was always at least one kid each year (usually the
same one) who was designated as fiTeacherodés P
and was al ways held up as a role model for e

liked Mister or Miss Goody Two Shoes who basked (and flaunted) in the limelight, lording it over
everyone el se who wasnét as fortunate or favored. We all/l managed
happens in the workplace. Do you know someone who is the Bossods
Why do we dislike this person so much? Some reasons that come to mind i we feel they are getting special treatment which makes us

feel short changed; they have the bossds ear and an i ns padsthet rack
peons and direct everything toward the exec, leaving us out of the information and decision-making loop and making us feel like

schmucks.

So, wh at can we do about it? You can chew on it alll y o Mouwanbot b u
win with a negative campaign. Theyoll go right to the mbuntkeger an
youdve played into their hands. So, the only answer is to focus
Thereds also strength in numbers. Rally the team and puspowener gi e
one individual has overall. Build camaraderie. Then t hegatpfersefon w

-serving purposes. Broadcast team results. Let the boss see what the work group is accomplishing and who is contributing. Stay posi-
tive, act as if thingsare hunky-d ory and t hereds no imposition, excel withiyouthe p:

own. Overcoming obstacles and finding new niches is a sure way to get recognized and rewarded. Make the boss look good (of course

attaching your name) and youdél !l find that professi onackdasdmoanmé | | w
envies your status. ltés only fun when you can rub peopleds nose
And | et me say thiséif YOU are the Pet, think about yotogetmoeput at
mentary attention from your exec? In the short run, youlashidregent t h
and then the tables will turn and youol |l be the pariah. Itds a ¢

Tired? Teamwork!

i\\ Submitted by Ray Weikal on Thu, 08/18/2011 - 10:04 A Y
q When you've got a huge project and the afternoon drag, the best thing might be to avoid the coffee
} ] @ \ X ~ machine and find a few co-workers instead.
,.-".‘“ ? A:Anewstudypublished in the American Psychol ogical Asso
W ogy: Applied found that teamwork basically nullifies the negative impact of fatigue when it comes to

y problem solving. Researchers had U.S. Army recruits perform a series of hands-on math challenges

involving filling jugs with various amounts of water. As fatigue set in, the individual recruits became increasingly inflexible and unsuc-

cessful. Teams of recruits, however, maintained their performance despite being tired.

"In situations where fatigue is a factor, decisions should be made by teams rather than individuals when possible, the study con-
cluded. I f that isndét practical, then organizations shresultfrdm tr ai n
fatigue and possibly delay crucial decisions.”

These are definitely results that can be applied in virtually any office situation. What's been your experience with the reviving power of

teamwork?



http://www.iaap-hq.org/sites/default/files/teachers-pet.jpg
http://www.newswise.com/articles/view/579707/?sc=lwhp
http://www.iaap-hq.org/sites/default/files/teamwork.jpg
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Ask IAAP: What to Do When There's Not Much to Do at Work
.
Submitted by Susan Fenner on Wed, 11/24/2010 - 13:18

Q.Pl ease helpé. At my current job, I have

the work day. My talents and skills are

do?

A. Try to make the best of it. Here are some positive things you can do in the new job:

Talk to your boss and let her know that you can be of so much more help to her. Perhaps she
hasndét ever worked with an administrative ___.
you are capable of or what admins are trained to do.

Give your boss examples of projects or tasks that you coiil q be
you are usurping your bossés position, but rather helpindg her
could be doing i for example, show sample spreadsheets of information that would help your manager track information or
projects.

Sit down with your exec at | east once a week to go over whdtos

Ask for more responsibility i especially things that require you to apply management skills. Examples: overseeing the leasing/
purchase/maintenance of office equipment like the photocopy machines and phone system.

Look for tasks your boss doesnét particularly |Iike and ask ji f t

Create jobs for yourself. Go through the files and clean/arrange them. Come up with a record retention schedule, get approval, and
then cull through old records.

Prepare a workstation or desktop/office manual for your position or department.

Create a system for dealing with mail, files, items t mutdsweithdi gne
details. Lump tasks together and deal with them once a day or so.

Think of some things you could do for the whole office i like sorting through professional publications and clipping out or highlight-
ing articles of interest for managers or coworkers, or maybe you could take over the travel planning/booking for the office, or
use your spreadsheet skills to organize data and information for the group.

Talk with admins in other departments. Ask how they handle downtime. Find out what they are doing and suggest that your depart-
ment might benefit from doing the same.

Are there any long-range projects you can work on? How about creating a brand new process or system? (First, get buy-in from
your manager).

Focus on streamlining the routine aspects of your present job so that you can spend more time doing higher-level things.

Try to anticipate needs whenever possible: note where your manager needs help (handling details, meeting deadlines, etc.), then
pick up the slack.

Use the Afreeo time to hone your computer skills. Get eatuptotjori a
speed on time-saving short cuts.

Take advantage of every | earning opportunity while stilolfindrQ you
something new.

Volunteer to troubleshoot hardware/software problems or train others on software.

Develop a list of beneficial Web sites for yourself and the execs.

Read more. Make it a part of your job to scan newspapers, business publications, magazines, and Web sites every day. Get a
wider point of view of business.

Offer to read or peruse materials for your exec and then clip items of interest or abstract them. This will take you up a notch and
further hone your business skills.

Get a copy of the annual report and strategic plan for your company/department. See what you could be doing that you are not
now doing to meet these larger goals.

Read some books that will help you be a better admin. Some suggestions: 1001 Ways To Take Initiative At Work by Bob Nelson;

Think Like A Manager by Roger Fitz; 108 Skills Of Natural Born Leaders by Warren Blank; How To Be The Person Successful
Companies Fight To Keep by Connie Podesta and Jean Gatz.

Do allyoucantotrytostaybusyiusual |y a job can grow to fild]l a personds skill:

Try to figure out what is stopping you from enhancing your current position. Are you holding back or is your manager holding back
from giving you more responsibility? Find out why. Use this time to assess your career path and future career development
plans. Try to determine if the Adowntimed in your curforent] pos
greater responsibility, future career growth and job satijsfac
ever, use your current employerés resources in your job dearc

Giving more advanced responsibilities to administrative assistants is only possible when they have the skills and educational level
to handle higher-level roles. Do an honest self-evaluation and inventory of your communications skills (writing ability, language
usage skills, in particular), business knowledge, and technical skills; always be on the look-out for ways to increase your
knowledge and skills, and, in turn, become more valuable to an employer.

Good luck!



http://www.iaap-hq.org/sites/default/files/bored.jpg
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Handling Disappointments in
Working Relationships

Tuesday, October 11, 2011

Wyndham Lisle Hotel
5:30 Check-in/Networking/Hotel Tours
6:00 - 7:00 p.m. Dinner/ Business Meeting
7:00 p.m. Program

CPS/CAP points being requested

Speaker: Ms. Dianne M. Michels, Serendipity HR, Your Fairy Godmother at Work,

Meaningful Work ¥ Loving Relationships

Program: HAMDLING DISAPPOINTMENTS IN OUR RELATIONSHIPS AT WORK
The issue isn't whether or not we're going to disappoint one another in our work together;
the issue is how do we resolve the disgppointments when they inevitably happen!

Common Causes For Disappointments in Our Work Relationships
Usual Reactions to Cur Disappointments

Impact of Our Disappointments
How Disaopointments Can Build Stroneer Relationshios

Please RSVP by October 5, 2011

DINMNER RESERVATIONS WILL NOT BE CONFIRMED UNTIL RSVP 15 RECEIVED.
Reservations received after October 5, will not be honored.
Cancellations are reguired 48 howrs in advance of the event. Late cancellations and no shows will be billed a
fee by the chapter. All no showlate cancellation fees must be paid prior to the next TRC event or meeting.

Please RSVP the followimg mformstion to: -

or send bottom portion to:

Deborah Allen s SLOOm
Debarah Allen, 1901 South Meyers Road, Suite 455, Oakbrook Terrace, IL 0181

Cut hare and return bottom portion

TRC Monthly Meeting, Tuesday October 11, 2011
O Yes, | will attend without dinmer.
O Yes, | will attend and will be having dinner.

[ member (517)

O Guest {520)
Ono, 1 will NOT be attending.
Mame: (please print)
Emiail: O work [ Home
Phone Mumber: O work [ Home

A AP

s
Jubesdalioed] Asseciclioe el
Adminlatracive Frafessloonls™

T Rivers Chabisr
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The 23rd Annual Fashion Show
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lemarkable Seasons of Fashion
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Fashions by Dress Barn, Huntley Prime Outlets, Huntley s Bone®
Date Saturday, November 12, 2011 <

Location The Seville, 700 Barrington Road, Streamwood
Tickets Adults $25.00 — Children $15.00

Lunch Noon (cash bar 11:00 a.m.)

Fashion Show will begin at approximately 1:15 p.m.
VENDORS! RAFFLES! DOOR PRIZES!
Visit our website at http://www.iaap-elgin.org

To attend Remarkable Seasons of Fashion, Saturday, November 12, 2011, call Pat Pollmann, CPS
(630) 864- 6395. Please make checks payable to Elgin Chapter IAAP. Registration
deadline is November 1, 2011. Please return completed form to Pat Pollmann, 203 Regency
Drive #619, Bloomingdale, IL 60108.

Name IAAP Chapter
Address

Phone # E-mail

No. of Tickets Amount Enclosed

Please choose one entrée for each person (form may be copied)
All meals include cup of soup, vegetable, potato, rolls and butter, dessert, coffee, tea, or milk.

# Warm Croissant Sandwich—Turkey/American cheese or Ham/Swiss (Circle One)
# Chicken Fingers with Fries (Children’s meal)
B Vegetarian Lasagna .

mas Chapter

of Excellence
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Septemk C Meeting




