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Regular Meet

Schedule

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 Napervillg

(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

Jill Bryan grew up in Rock Island, lllingg

better known as the Quad City area.
After graduating from Black Hawk Col-
tS3IS GAGK Ly ! &aaz
Executive Administrative Assistant, he
admin career began at John Deere Ins
ance in Moline, IL. This is where she
first introduced to the Profession Secr
taries Association, the previous name
IAAP. Marriage moved her away to Florence, KY for seye
years, then to Indianapolis for three years, finally, to the
Chicago area for the past 19 years. After being promote
motherhood, she was a stat-home mom for several yea
staying busy with her two daughters, teaching piano les
and selling Longaberger baskets. To brush up on her ad
skills, she took some classes at College of DuPage. Aft@r
that, she worked for five years at Marquette Manor Baptis
Academy as secretary to the principal. For the past sev{
years, she has worked for Exelon, starting at ComEd forff
years, and then moving over to Exelon Nuclear. She ha
supported numerous Vice Presidents in her role as an E
ecutive Administrative Assistant, currently supporting the
£+t Q&4 2F t26SNJ ! LINFGS FyR P
rity at the Nuclear headquarters in Warrenville. She is
Treasurer Elect for the Diversity Council, and the Chairnfa
of the ByLaws ad Standing Rules CommitteeTwo Rivers
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years, attending monthly chapter meetings. She recentl
attended IDAM in Moline and the Leadership Conferenc
Pontiac. She enjoys playing tennis, quilting and singing fin
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Daughter Ashley graduated from NIU and id'afade
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September 29
Bondfire On The Patio
At Wyndham form 46 7

October 4
Board Meeting
At Grant Thornton

October 11
Chapter Meeting
At Wyndham
5:30pm & 8:00 pm
Working Relationships
By Dianne Michels

October 20
2011 Hospitality Expo at NIU
From 3:0017:30

November 1
Board Meeting
At Grant Thornton

~
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November 8
Chapter Meeting
At Wyndham
5:30pm & 8:00 pm
Corporate Travel, Ted Scheele
with Hobson Travel
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math teacher in Waukegan. Daughter Jennifer andisen
law Jason live in San Diego where he is a 1st Lieutenan
the Marines, and she works patitne and is pursuing a

Bring a Guest to a Meeting!
1st Time Guest FREE!
Must Register!

Bachelor of Arts degree in Psychology.

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
no shows will be billed a $10 fee. All no show/

cancellation fees must be paid prior to attendance 4

HQ Information:
Options Training Program

The Options Office Skills Training Program provides quality training for office support staff throu
series of setudy modules spanning four skill levels. Materials can be used individually or in groj
choosing a skill level, employees can reasonably finish one module per month. Each employee
certificate after finishing the module, completing the assignments and submitting them to I1AAP.
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Those

who complete all 12 modules are eligible for 24 IAAP Certified Administrative Professional recettification

points.
Options Office Skills Training Program brochure
Downloadable signup form (PDF)

Signup online

another TRC event or meeting.



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
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Presi dent 6s

| hope you had a nice, restful and efited summer. It got kind of sticky for a
while there with the temperatures

The September meeting wild./ be my f&
to let you know, that the butterflies are starting up. | have a tough act to follg
Cheryl Franklin. All | can say is that | will try and do my best.

We have a lot of exciting sessions planned this year and | hope you will plan on being there. As | spoke in
acceptance speech about leadership, an effective leader requires participation from members; nothing can g
without assistance from members. | will need a lot of that throughout the coming year.

|l just found out that | will Dbecome a grandmot he
to taking care of dogs but a baby; | ©&m not prepa
baby and | might need to go to a class for that.

Let me end my saying | candt wait to get started
not doing correctly, please let me know because | am a rookie at this.
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Two Rivers Chapter President

“\a\(\ng The Leap
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~With Passion & Purpose ~

Reminder
You can now use PayPal to pay for your Dinner. See our web site for more info: www .ieqrivers.org
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THANK YOUI!

Ver oni ca 0 RBmey Presideni on e s
| would like to thank Carol Synal and Jill Bryan for representing Two Rivers at the lllinois

Division Leadership Conference in Pontiac, IL on August 6 ™ 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 jpb
Sheds 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 theydre providing on transjfti.
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Would You Endure a Bad Boss?

|l tds often said that the people you work w
manager? Inaurveypy Of fi ceTeam, 46 percent of employe
Of those individuals, 59 percent said they stayed put and either tried to deal with the issue or suffereq
the torment.

What can you do if you have a difficult boss? Following are different types of challenging boss
how you might handle each one:

The micromanagerhas trouble delegating tasks. This boss looks over your shoulder to make sure yol
plete a projecexactlyas told.

i th
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throuc

bs and

com-

Coping strategyTrust is usually the issue here, so make sure you build it. Meet all deadfines,

pay attention to details and keep your supervisor apprised of all the steps you've taken to ensu
work.

The poor communicator provides little or no direction. Your assignments often have to be completed 3
last minute or redone because goals and deadlines weren't clearly explained.

Coping strategyAt the outset of a project, ask for any information your boss has not yet
vi ded. Di pl omatically point out that itds
her expectations. Seek clarification when confused and arrange regulaireheck

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

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

re qua
It the

pro-
cri

others

pro-

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

sented with a voice of reason.

The saboteurundermines 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 off your

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

e 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 bagis always a surpris@his manager's moods are unpredictable: He or she may confide in
one day and turn a cold shoulder the next.

Coping strategy: Try not to take this kind of disposition personally. Stay calm and compc
When this supervisor is on edge, try to limit communication to urgent matters.

Youdre | i kel y wakswlestuong youreareervBy makinguas effort to understa

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

Of ficeTeam is the worldés | eading staffing s
tive and office support professionals. The company has more than 315 locations worldwide, and offe
job search services at www.officeteam.com.
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http://officeteam.rhi.mediaroom.com/badboss
http://www.officeteam.com/workstyle
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Back in the Saddle

preparing coll eagues and clients for their &
swing of things when they return.

Here are some tips that can help you return to werlergized and ready to go:

Use outof-office features.Before you leave, change your voiag and email greetings so that any-

one who contacts you wil!/| know youdre out

right away when you return.

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

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

and return to work Monday morning. Give vy

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

By getting organized before a vacation, youg
return. The more you plan ahead for a-ypasation slump, the better equipped you will be to quickly

jump back into work.

Of ficeTeam is the worl dds | eading st af f isupgrt

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

Take an extra dayIf your vacation includes plane travel, resist the urge to fly home Sunday ni]ht

Many employees prepare for taking a vacation by completing as much work as possible ahead of jime an

bse

and

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

u reac

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

ur s

Sser

professionals. The company has more than 315 locations worldwide, and offers online job search fervice
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Dinner at Dusk - A FREE Progressive Dinner

Brought to us by
The Naperville Convention & Visitors Bureau

Tuesday, September 13, 2011
At NIU, 1120 East Diehl Road, Naperville

5:30 Check-in and Business Meeting
6:00 Trolley will escort you after the meeting and return you at approximately 9pm

The Dinner will begin immediately following Two Rivers Business meeting.
Sample delectable fare while experiencing all the amenities these hotels have to offer.
This is FREE to all who attends!!!

e

Please RSVP by September 7, 2011
DINMNER RESERVATIONS WILL NOT BE COMFIRMED UNTIL RSVP IS RECEIVED.
Reservations received after September 7™ will not be honored.
Cancellations are feguired 48 hours in advance of the event.

FPlease ESVF the following information to: - Deborah Allenans =t.com or call 630873 2626 or fax 620 873 1808

TRC Monthly Meeting, Tuesday September 13, 2011
[ ves, | will attend

S
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[ Mo, 1 will NOT be attending.

Nimwmailans '\.--..'-l.:-- al
NamE: [plEﬂE-E print] Adrinirmbse Pradoaksac®
Email: O wark O Home

Phone Mumber: O wark O Home
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A PROGRESSIVE DINNER BROUGHT TO YOU BY
THE NAPERVILLE CONVENTION & VISITOR'S BUREAU,
ITS HOTEL PARTNERS,

& THE IAAP Two Rivers CHAPTER

THE DINNER WILL BEGIN IMMEDIATELY FOLLOWING
Two Rivers BUSINESS MEETING ON
TuEsSDAY, SEPTEMBER 13,2011

SAMPLE DELECTABLE FARE WHILE EXPERIENCING ALL THE
AMENITIES THESE HOTELS HAVE TO OFFER

Tue TroLLEY WILL BE AT THE NIU CAMPUS WAITING TO
ESCORT YOU DIRECTLY AFTER YOUR MEETING AND WILL
RETURN YOU TO NIU AT APPROXIMATELY
NINE 0'CLOCK IN THE EVENING

THIS EVENT 1S COMPLIMENTARY & OPEN TO ALL IAAP MEMBERS

PLEASE RSVP BY SepTEMBER 7, 2011 TO
CSTANOVICH@NATER.ORG

dp0N ;IY'//A At
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Hote ansta- NNarTiott

INN&SUITES,

I love thas Country,™
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Kane Count) rs Game Night




