
TRC Talk

September 13, 2010 
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 otherwise 

noted: 

5:30ð7:00 PM Check in/Dinner/

networking/Business Meeting 

7:00ð8:00 PM Educational Program 

To RSVP for meetings, please e-mail 

Deborah Allen,  

deborah.allen@us.gt.com  or send 

reservations with payment to:   

Deborah Allen  

Grant Thornton 

1901 South Meyers Road, 

Suite 455, Oakbrook Terrace, 

IL 60181 
IMPORTANT!  Cancellations are required 48 hours in 

advance of the event or meeting.  Late cancellations and 

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.  
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New Member Spotlight  
Susan (Sue) M. Ray is an Executive 
Administrative Professional with over 
20+ years of experience in her career.  
She is a forward thinking, self-starter, 
independent and focused on the 
company and her goals.  Susan joined 
Sara Lee in April of 1997 as Adminis-
trative Assistant to the Treasurer of the Sara Lee North 
America.  In 2001, Susan then joined the legal depart-
ment as their legal administrator which expanded her 
experience to all the various legal departments within the 
organization and allowed her to travel and expand her 
ƪƴƻǿƭŜŘƎŜ ƻŦ ǘƘŜ ŎƻƳǇŀƴȅΩǎ ǊŜƎƛƻƴŀƭ ƭŜƎŀƭ ǇŜǊǎƻƴƴŜƭΦ   Lƴ 
2005 she moved from the corporate offices in downtown 
Chicago to join the research and development team in 
the new Sara Lee corporate offices in Downers Grove, 
Illinois.  Before joining Sara Lee, Susan worked for Ameri-
can Stores (Jewel/Osco) in Oakbrook holding various ad-
ministrative roles from 1987 to 1997.  Prior to American 
Stores, Susan worked for an independently owned law 
firm in Oakbrook, Illinois and from 1980 ς 1984 Susan 
worked at the McDonalds Hamburger University at the 
McDonalds Campus.  Susan is proficient in Microsoft Out-
look, Microsoft Word, Excel, Advanced PowerPoint, and 
Creative writing.   Susan is a member of ALA & IAAP.  
Susan and her husband live in Downers Grove.  Her pas-
ǎƛƻƴ ƛǎ ŀǇǇǊƻŀŎƘƛƴƎ ŜŀŎƘ ŀƴŘ ŜǾŜǊȅ Řŀȅ ǿƛǘƘ άǾƛǎƛƻƴΣ ǇǳǊπ
pose, laughter and most of all . . a positive atti-
ǘǳŘŜέ όǎƻƳŜǘƘƛƴƎ ǎƘŜ ƭŜŀǊƴŜŘ ŦǊƻƳ ƘŜǊ ŘŜŀǊ ŘŀŘύΦ 

Bring a Guest to a Meeting!  

1st Time Guest FREE! 

Must Register! 

ID Member Spotlight  

Dewoun M. Hayes has worked as an office professional for over 15 years.  She has a 

Masterõs Degree in Adult Education and Training from the University of Phoenix, a 

certificate in Human Resources from Northwestern Universityõs School of Continuing 

Studies, and is a Certified Administrative Professional (CAP).  

Dewoun is a Worklife Coach and is passionate about personal and professional devel-

opment. She mentors professionals with the objective to improve and expand their 

personal and career growth. She has written articles for professional development web-

sites such as OfficeArrow, Examiner.com, and AdminSecret and has participated in 

panel discussions, workshops, and seminars.   

Dewoun has served many leadership roles in the IAAP and is currently the Illinois Division Secretary. She 

founded Elite Office Concepts, Inc., a company committed to training, educating, and consulting profession-

als with the necessary tools, tips, and techniques needed to implement the òproó in professional. She is also 

the author of the blog, the Office Professionalôs Place at http://adminhotspot.blogspot.com/. 

Contact Information: 

708-574-7035 (cell) 

worklifecoach@excite.com 

November 1  

Board Meeting  

At Grant Thornton 

November 3  

ID Webinar: Meeting Planning 2.0: 

Beyond the Basics 

November 4  

CAP Exam 

November 8  

Chapter Meeting  

At Wyndham 

5:30pm ð 8:00 pm 

Corporate Travel, Ted Scheele with 

Hobson Travel 

November 20  

ID TEAM Conference Call at 7:00 pm 

November 29  

Festival of Lights Tree Decorating  

At Wyndham Lisle 

December 1  

Festival of Lights Tree Lighting  

At Wyndham Lisle 

mailto:aupriorello@downers.us
http://adminhotspot.blogspot.com/
mailto:worklifecoach@excite.com


Presidentôs Piece 
My how this year is flying pass.  We are in November (Thanksgiving) and then 

December (Christmas) and finally, 2012.  You look back and think; what have I 

accomplished this past year.  Let me think, I went to Tampa for the Spring 

Conference, I attended IDAM in Moline, drove to Bloomington/Normal for PEP, 

became Two Riversõ President, attended all the great events that Two Rivers offered.  

Wow, I did a lot this year with a lot of great people and, the year is not over.  We 

have more exciting things in store for you.   

Our November chapter meeting will be on International Travel.  I have never been out of the United States, with 
the exception of Tijuana, but I intend to before I leave this great earth.  I hear that there are so many things you 
have to be aware of so Iõm sure this will be one interesting topic.  There are many of you who have been to 
Europe, Asia, etc. before but the laws have changed dramatically so you need to be aware of the changes that have 
taken place.  Maybe we will hold an EFAM in Europe and, I will be prepared for whatõs expected because I 
attended the International Travel chapter meeting. 
 
 
 
 
 

Veronica òRonnieó Jones-Finley 
Two Rivers Chapter President 
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THANK YOU! 
Veronica òRonnieó Jones-Finley, President 

Thank you to Cheryl Lewis, Janine Watson, Norma Kassanitz, Deborah Allen, Carol Synal and Sherry Crater for all of 

their assistance at the IAAP table at the Hospitality Expo. 

Thank you to the Mayor of Naperville for taking the great pictures with us at the Concierge Meeting at Catch 35.  

Thank you to Laurie Wassman of Two Rivers and NIU for the great location of our table at the Hospitality Expo. 

Thank you to Chef Kevin at the Wyndham for always coming up with the tasty dishes to Wow everyone.  

Thank you to Susan Palomo of the Wyndham for bringing over the tasty treat to our table at the Hospitality Expo.  

Thank you to Cheryl Lewis, Deborah Allen, Carol Synal and Norma Kassanitz for helping to collate 300 Two Rivers 

packets of information and staying late on a Tuesday evening.  

Thank you to Carol Synal for bringing guests to our October meeting.  

Thank you for Norma Kassanitz, Deborah Allen and Carol Synal for sitting at the registration table at our October 

meeting. 

Reminder 
You can now use PayPal to pay for your Dinner. See our website for more info: www.iaap-tworivers.org 
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Importing Calendars (Events, etc.) from External Sources 
By Marie Herman 

 

Does your boss have you add outside dates to his or her  calendar? Say for ex-

ample they have a subscription to the Metropolitan Opera or season's tickets to 
all Chicago Bears games. It's kind of a pain to manually enter all those dates, 

isn't it?  
 

Well if you have Outlook 2007 (and some other calendar programs too), you 
may be able to take advantage of new functionality that allows you to  sync up 

with those calendars by using internet calendars, if they are available (and a 
LOT of them are!).  

 
Internet calendars come in two flavors. One version is static (just like printing 

out the page -  if the game gets cancelled, the calendar won't reflect it). The 
other version is dynamic -  game time gets changed from 3:00 to 4:00; the cal-

endar automatically updates to reflect it.  
 

Guess what else? You can actually publish your own calendar so that other peo-

ple can subscribe to it! One example where you might want to do this would be 
your chapter meeting dates, but  this works for your personal life as well. How 

about publishing  your family calendar with birthdays and anniversaries to your 
family around the country?  

 
Here's a page that gives an overview of this nifty new feature in Outlook 2007:   

http://office.microsoft.com/en -us/outlook/HA101673251033.aspx  
 

Here's a page that gives you step by step instructions for how to do it:  
http://www.ehow.com/how_2058421_add - internet -calendar -outlook -2007.html  

 
OK, you're sold and dying to try it out for yourself?   

 
Start here!  

 

http://icalshare.com/index.php  -  This website has over 1500 shared calendars -  
everything from theater performances to professional sports to concert venues. 

Check it out! Plus, it doesn't just work with Outlook 2007. It actually works with 
a number of other programs as long as they support the iCal format.  

http://
http://www.ehow.com/how_2058421_add-internet-calendar-outlook-2007.html
http://icalshare.com/index.php
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3 Approaches to Getting an Extension on a Deadline  By Jimmie Florers  
We are all overwhelmed with deadline after deadline. The work never seems to go away. The Information Age was 
supposed to make things better for us. The idea was that technology would make it easier for us to manage infor-
mation overload, resulting in a more productive workforce. 

Our bosses think we can now manage more responsibilities. Many of us have to manage both routine work and 
additional projects. We aren't given more time to do the work. The expectation is that the work will get done on a 
schedule that someone else determines for us. 

There are several approaches that might give you some breathing room. The goal here is to ensure the work gets 
done on time, and that it meets the quality requirements. 

Approach #1: Stress the Importance of Quality - Doing work in a rush may result in subpar quality. If you feel that 
you are focused only on meeting the deadline, and not on the quality requirements, it's best to schedule a meeting 
with your boss. Let her know that you can continue the frenetic pace, but the final product will fall short of expec-
tations. 

In project management, throwing more resources is called crashing. This is a schedule compression technique de-
signed to get the work done by the deadline. When we crash a project, we increase the overall costs of the project 
because the only goal is to complete the work on time. We might have to hire a resource that charges double what 
we normally pay, and that is acceptable given the emphasis on meeting the deadline. 

Approach #2: Prioritize Your Work - Many of us have heard of the A-B-C time management concept. The "A" 
activities are urgent, and must get done. They go to the front of the line. The "B" activities are important, but not 
urgent. They are on the schedule, but we can delay the start. The "C" activities are not important, and can wait un-
til all "A" and "B" work is done. Find out what is important. I find that many people refer to easier work as more 
important. 

The idea here is that you have a comfort level with these assignments. However, what is easy may be of little im-
portance to your boss. The goal is to work on the activities or projects that are of greatest importance to your di-
rect. Once you are clear regarding what is both urgent and important, you can focus solely on that work. Avoid too 
much multi-tasking. Stick with one project until its completion. 

Approach #3: When All Else Fails - Try Honesty - A big mistake is to make excuses about why work is not getting 
done. As a project manager, I understand that I sometimes will lack the skills or resources to complete the work. 
For example, when working on a web-based training product, I might not have the audio and video specialists 
needed to do the work. Make sure the sponsor is aware of these limitations. It's imperative that you express your 
concerns when they are first discovered.  

However, avoid looking for sympathy. Your boss wants you to assume responsibility. You are not seeking a shoul-
der on which to cry. Instead, walk in with a game plan. Express the problem, and be ready to provide a solution. 

Your stock will rise by delivering quality work by the stated deadline. To do that, you must accept only assignments 
that can get done on time. When you are unsure if the expectations can be met, make it clear immediately. Avoid 
being the "eager-beaver" who accepts anything thrown at him. 

When you know that a deadline cannot be met, inform the key stakeholders. If you don't let them know, they will 
expect the work as scheduled, and if you fail to delivery, the consequences may derail your career. 

Dr. Jimmie Flores, PhD, PMP, ITIL, SSBB, SPHR, GPHR is a seasoned organizational development and continu-
ous improvement professional with 20 years of experience. In 2006, he founded the Flores Consulting Group, a 
company based in San Antonio, TX. Dr. Flores is also an expert in project management, ITIL, Six Sigma, Entre-
preneurship, and Sports Officiating. 

Article Source: http://EzineArticles.com/?expert=Jimmie_Florers 

http://ezinearticles.com/?expert=Jimmie_Florers
http://ezinearticles.com/?expert=Jimmie_Florers
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