
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, April 27 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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Jill  Bryan grew up in Rock Island, Illinois, 
better known as the Quad City area.  
After graduating from Black Hawk Col-
ƭŜƎŜ ǿƛǘƘ ŀƴ !ǎǎƻŎƛŀǘŜΩǎ 5ŜƎǊŜŜ ŀǎ ŀƴ 
Executive Administrative Assistant, her 
admin career began at John Deere Insur-
ance in Moline, IL.  This is where she was 
first introduced to the Profession Secre-
taries Association, the previous name for 
IAAP.  Marriage moved her away to Florence, KY for seven 
years, then to Indianapolis for three years, finally, to the 
Chicago area for the past 19 years.  After being promoted to 
motherhood, she was a stay-at-home mom for several years 
staying busy with her two daughters, teaching piano lessons 
and selling Longaberger baskets. To brush up on her admin 
skills, she took some classes at College of DuPage.  After 
that, she worked for five years at Marquette Manor Baptist 
Academy as secretary to the principal.  For the past seven 
years, she has worked for Exelon, starting at ComEd for four 
years, and then moving over to Exelon Nuclear.  She has 
supported numerous Vice Presidents in her role as an Ex-
ecutive Administrative Assistant, currently supporting the 
±tΩǎ ƻŦ tƻǿŜǊ ¦ǇǊŀǘŜ ŀƴŘ 9ƳŜǊƎŜƴŎȅ tǊŜǇŀǊŜŘƴŜǎǎ ϧ {ŜŎǳπ
rity at the Nuclear headquarters in Warrenville.  She is 
Treasurer Elect for the Diversity Council, and the Chairman 
of the By-Laws ad Standing Rules Committee for Two Rivers.  
{ƘŜΩǎ ōŜŜƴ ŀ ƳŜƳōŜǊ ƻŦ L!!t ¢ǿƻ wƛǾŜǊǎ /ƘŀǇǘŜǊ ŦƻǊ ŦƛǾŜ 
years, attending monthly chapter meetings.  She recently 
attended IDAM in Moline and the Leadership Conference in 
Pontiac.  She enjoys playing tennis, quilting and singing in 
ƘŜǊ ŎƘǳǊŎƘ ŎƘƻƛǊΦ  {ƘŜΩǎ ōŜŜƴ ƳŀǊǊƛŜŘ ǘƻ .ǊǳŎŜ ŦƻǊ нт ȅŜŀǊǎΦ  
Daughter Ashley graduated from NIU and is a 6th grade 
math teacher in Waukegan.  Daughter Jennifer and son-in-
law Jason live in San Diego where he is a 1st Lieutenant in 
the Marines, and she works part-time and is pursuing a 
Bachelor of Arts degree in Psychology.  

Bring a Guest to a Meeting!  

1st Time Guest FREE! 

Must Register! 

HQ Information:  

Options Training Program 
The Options Office Skills Training Program provides quality training for office support staff through a 
series of self-study modules spanning four skill levels. Materials can be used individually or in groups. After 
choosing a skill level, employees can reasonably finish one module per month. Each employee receives a 
certificate after finishing the module, completing the assignments and submitting them to IAAP. Those 
who complete all 12 modules are eligible for 24 IAAP Certified Administrative Professional recertification 
points. 
Options Office Skills Training Program brochure 
Downloadable signup form (PDF) 
Signup online 

September  29  

Bondfire On The Patio  

At Wyndham form 4ð7 

October 4  

Board Meeting  

At Grant Thornton 

October 11  

Chapter Meeting  

At Wyndham 

5:30pm ð 8:00 pm 

Working Relationships 

By Dianne Michels 

October 20  

2011 Hospitality Expo at NIU  

From 3:00 ï7:30 

November 1  

Board Meeting  

At Grant Thornton 

November 8  

Chapter Meeting  

At Wyndham 

5:30pm ð 8:00 pm 

Corporate Travel, Ted Scheele 

with Hobson Travel 

mailto:aupriorello@downers.us
http://www.iaap-hq.org/sites/default/files/pdf/events/options/options_analog.pdf
http://www.iaap-hq.org/sites/default/files/pdf/events/options/options_analog_onesheeter.pdf
https://iaap-hq.org/eseries/source/Orders/index.cfm?section=unknown&task=1&CATEGORY=OPTIONS&DESCRIPTION=Options%20Training%20Program&CFTOKEN=98754694&continue=1&SEARCH_TYPE=find


Presidentôs Piece 
I hope you had a nice, restful and event-filled summer.  It got kind of sticky for a 

while there with the temperatures hovering around the 90õs but we made it.   

The September meeting will be my first since becoming president and, Iõm not afraid 

to let you know, that the butterflies are starting up.  I have a tough act to follow after 

Cheryl Franklin.  All I can say is that I will try and do my best.   

We have a lot of exciting sessions planned this year and I hope you will plan on being there.  As I spoke in my 

acceptance speech about leadership, an effective leader requires participation from members; nothing can get done 

without assistance from members.  I will need a lot of that throughout the coming year.   

I just found out that I will become a grandmother in March and I just donõt know how to feel about that.  Iõm used 

to taking care of dogs but a baby; Iõm not prepared for that.  Itõs been so, so many years since I had to deal with a 

baby and I might need to go to a class for that.   

Let me end my saying I canõt wait to get started and, if you see something that I need to do or something that Iõm 

not doing correctly, please let me know because I am a rookie at this.   

 

 

Veronica òRonnieó Jones-Finley 
Two Rivers Chapter President 

~With Passion & Purpose ~  
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THANK YOU! 
Veronica òRonnieó Jones-Finley, President 

 

I would like to thank Carol Synal and Jill Bryan for representing Two Rivers at the Illinois 

Division Leadership Conference in Pontiac, IL on August 6
th

.  They returned with some 

great notes and ideas for the upcoming year.   

Thank you to Joyce Schumpert and Cheryl Franklin for organizing the Kane County Cou-

gars event.  Everyone had a great time and the weather and food was wonderful.   

Thank you to the Hotel Baker for giving all IAAP members a 25% discount on their rooms 

the night of the Kane County Cougars event.   

Thank you to Catherine Peters on the great job sheôs doing on the Two Rivers website.  

Sheôs been working on it during the summer.   

Thank you to the 2010 -2011 Two Rivers Board on the fantastic job they did during their 

term and the help theyôre providing on transitioning to the new Board.   

Reminder 
You can now use PayPal to pay for your Dinner. See our web site for more info: www.iaap-tworivers.org 
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Would You Endure a Bad Boss? 

 Itôs often said that the people you work with can make or break a job, but could you tolerate a bad 

manager? In a survey by OfficeTeam, 46 percent of employees said theyôve worked for an unreasonable boss. 

Of those individuals, 59 percent said they stayed put and either tried to deal with the issue or suffered through 

the torment.  

What can you do if you have a difficult boss? Following are different types of challenging bosses and 

how you might handle each one:  

The micromanager has trouble delegating tasks. This boss looks over your shoulder to make sure you com-

plete a project exactly as told. 

Coping strategy: Trust is usually the issue here, so make sure you build it. Meet all deadlines, 

pay attention to details and keep your supervisor apprised of all the steps you've taken to ensure quality 

work. 

The poor communicator provides little or no direction. Your assignments often have to be completed at the 

last minute or redone because goals and deadlines weren't clearly explained. 

Coping strategy: At the outset of a project, ask for any information your boss has not yet pro-

vided. Diplomatically point out that itôs critical to have these details up front to ensure you meet his or 

her expectations. Seek clarification when confused and arrange regular check-ins. 

The bully wants to do things his or her way, or no way at all. Bosses like this also tend to be gruff with others 

and easily frustrated. 

Coping strategy: Stand up for yourself. The next time your supervisor shoots down your pro-

posal, for example, calmly explain your rationale. Often, this type of manager will relent when pre-

sented with a voice of reason.   

The saboteur undermines the efforts of others and rarely recognizes individuals for a job well done. This su-

pervisor takes credit for employees' ideas but places blame on others when projects go awry. 

Coping strategy: Your job is to make your manager look good, but not at the expense of your 

own career advancement. Ensure your contributions are visible to others, including those above your 

boss in the organization, if possible. Keep track of your past projects and all communication with your 

supervisor, in case you ever need to defend your work ethic to senior management.  

The mixed bag is always a surprise. This manager's moods are unpredictable: He or she may confide in you 

one day and turn a cold shoulder the next.   

Coping strategy: Try not to take this kind of disposition personally. Stay calm and composed. 

When this supervisor is on edge, try to limit communication to urgent matters. 

        Youôre likely to encounter various work styles during your career. By making an effort to understand 

each other, even people with different work styles can coexist in a productive and peaceful workplace.    

OfficeTeam is the worldôs leading staffing service specializing in the placement of highly skilled administra-

tive and office support professionals. The company has more than 315 locations worldwide, and offers online 

job search services at www.officeteam.com.  

http://officeteam.rhi.mediaroom.com/badboss
http://www.officeteam.com/workstyle
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Back in the Saddle 

Many employees prepare for taking a vacation by completing as much work as possible ahead of time and 

preparing colleagues and clients for their absence, but few think about whatõs needed to get back in the 

swing of things when they return.   

Here are some tips that can help you return to work re-energized and ready to go: 

Use out-of-office features. Before you leave, change your voice-mail and email greetings so that any-

one who contacts you will know youõre out and when youõll be back. Offer the contact information of 

a colleague who can assist with urgent issues. This will help cut down on projects you have to handle 

right away when you return. 

Plan your first day back. Make a schedule for the day you return. Plan to meet with key team mem-

bers and schedule time to get up to speed on current projects. The added structure will help you read-

just. 

Minimize chitchat . Colleagues will likely stop by and ask about your holiday. Give a quick synopsis 

and offer to provide more detail after work or during a lunch break.   

Take an extra day. If your vacation includes plane travel, resist the urge to fly home Sunday night 

and return to work Monday morning. Give yourself a day to recuperate, especially if youõre changing 

time zones. This will help you be better focused when you get back to the office.   

By getting organized before a vacation, youõll reduce the time necessary to catch up on projects once you 

return. The more you plan ahead for a post-vacation slump, the better equipped you will be to quickly 

jump back into work.  

 

OfficeTeam is the worldõs leading staffing service specializing in the placement of highly skilled administrative and office support 

professionals. The company has more than 315 locations worldwide, and offers online job search services at www.officeteam.com.  
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