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President’s Message

Greetings! | am pleased to be addressing you as President of the
Denver Downtown Chapter again this year. How did summer slip away
so faste  For most, it was a HOT one, and it’s still hot here in the Rockies.
At least we didn't have an earthquake or hurricane to deal with. My
heart goes out to those on the East Coast, and | hope that the worst is
over for all of them!

This year's IAAP International theme is:
What does this mean for our chapter?e It means that we have an
opportunity to become remarkable in both our personal and
professional roles. The board will be busy finalizing plans for a year of
growth through networking, leadership and education. We hope that
you will grow with us as team members and contribute to our chapter in
a way that is most suited to your strengths. Consider chairing a
committee, being a committee member, or assisting with planning an
event.

We are excited to be hosting a membership drive and mixer on
September 14th at The Westin Denver Downtown from 4:00-6:00 p.m.,
poolside. This is a great way for you to mix and mingle with current
members and, hopefully, meet some new ones! Feel free o invite a
guest or two.

Later in the year, our chapter will once again host the Administrative
Professionals Week event with the Denver and Boulder chapters. Let one
of the board members know if you would be interested in joining that
committee.

In our chapter, everyone's ideas and thoughts matter. Please consider
sharing anything you think would help us all make the leap to
remarkable!

Sheri Kebley
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Member Resources
and Information

Where can you find

* New member
information

» |AAP associatfion
directory

= Edif your contact
information

= Pathways of
Excellence criteria

= Membership reports

= |AAP membership
Affinity benefits

* Upcoming events

= Certification
information

= Education resources

http://community.iaap-
hp.org/memberresources/

Log-in

In order to access these
links you need to use your
member log-in. The
following link will give you
directions on how fo sef up
your member log-in.

http://community.iaap-
hp.org/userguide/loggingon/

Page 2 of 8



http://community.iaap-hp.org/memberresources/
http://community.iaap-hp.org/memberresources/
http://community.iaap-hp.org/userguide/loggingon/
http://community.iaap-hp.org/userguide/loggingon/

BAD BOSS BLUES

OfficeTeam Survey: Nearly Half of Employees Said They Have Worked for Unreasonable Managers; One in
Four "Suffered Through the Torment"

MENLO PARK, Cadlif., -- It's no wonder bad bosses often make it to the big screen: Many workers can relate.
Nearly half (46 percent) of employees surveyed by OfficeTeam said they have worked for an unreasonable
manager. Among those who have been beleaguered by challenging supervisors, most (59 percent) stayed
in their jobs and either fried to address the situation or resolved to live with it.

The survey was developed by OfficeTeam, a leading staffing service specializing in the placement of highly
skilled administrative professionals. It was conducted by an independent research firm and is based on
telephone interviews with 441 workers 18 years of age or older and employed in an office environment.

Workers were asked, "Have you ever worked for an unreasonable boss?" Their responses:

Yes 46%
No 54%

100%

Workers who have had an unreasonable boss also were asked, "How did you respond?” Their responses:

Stayed put but tried to deal with the issue 35%
Quit my job eventually once | had another job lined up 27%
Stayed put and suffered through the torment 24%

Quit my job immediately without having another job lined up 11%
Don't know/no answer 3%
100%
"Bad bosses aren't necessarily bad people, but they certainly can make work challenging for those who

report to them," said Robert Hosking, executive director of OfficeTeam. "Often, individuals are promoted
because they excel in a given job, but that doesn't mean they have the skills to be effective leaders.”

CONTINUED ON NEXT PAGE
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Added Hosking, "Friction between supervisors and employees can stem from differing work styles. It's not
possible to control your boss's actions, but you can change how you respond to them."

OfficeTeam identifies five common types of challenging bosses and tips for working with them:

Boss type

Coping sirategy

The micromanager has frouble delegating
tasks. This boss looks over your shoulder to
make sure you complete a project exactly as
fold.

Trust is usually the issue here, so make sure you build it. Don't miss
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.

At the outset of a project, ask for any information your boss has
not yet provided. Diplomatically point out that these details are
necessary fo 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.

Stand up for yourself. The next time your supervisor shoots down
your proposal, for example, calmly explain your rationale. Often,
this type of manager will relent when presented with a voice of
reason.

The saboteur undermines the efforts of others
and rarely recognizes individuals for a job well
done. This supervisor takes credit for
employees' ideas but places blame on others
when projects go awry.

Your job is to make your boss look good, but not at the expense
of your own career advancement. Ensure your conftributions are
more visible to others, especially senior management. Get
information in writing from this person so you have a chain of
communications to refer to, if needed.

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.

Try not to take this boss's disposition personally. Stay calm and
composed when dealing with this supervisor. When he or she is
on edge, try to limit communication to urgent matters.

For additional information on how to collaborate with professionals who have different work styles, and a survey
that can help you identify your own work preferences, visit www.officeteam.com/workstyle.

About OfficeTeam

OfficeTeam is the nation's leading staffing service specializing in the temporary placement of highly skilled office
and administrative support professionals. The company has more than 315 locations worldwide and offers online
job search services at www.officeteam.com. This article is featured on the OfficeTeam website on July 5, 2011 at
http://officeteam.rhi.mediaroom.com/badboss.
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Events and

Meeting
Information

Exams and Deadlines
2011-2012

Exam Dates
Nov. 4-5, 2011 Upcoming Changes

May 5, 2012

Deadline Dates
Aug. 15,2011

Feb. 15,2012

For November 2011, the new
exams will be administered on
Saturday; select retake
candidates will test Friday and
Saturday. For May 2012, all exams
will be administered on Saturday.

High Rise Happenings

Downtown Denver Chapter Meeting Information

Chapter meetings are held on the second Wednesday of each month
from 7:30to 9:00 AM. Meetings are held at the Downtown Denver
Partnership office at 511 16" Street, Suite 200 (corner of 16" &
Glenarm). The entrance is between Marlowe’s Restaurant and the
Paramount Cafe.

September 14" Resumé Writing and Interviewing Techniques*
October 12" Performance Management and Goal Setting*
November g™ Avery, Getting Organized*

December 14”' New Member Orientation/Retirement Trust Fund
January 11" Holiday Social/Community Outreach

February g™ Disaster Management/Mitigation*

March 14th Conflict Resolution Skills*

April 12" MS Publisher Basics*

May gth Annual Meeting, Election of Officers

June 13" Installation of Officers/ Committee Chair Appts

*denotes certification credit (pending)

http://community.iaap-hg.org/DenverDowntown/Home/

Administrative
Professionals

Week
2012: April 22-28
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Downtown Denver 2011 Membership Drive and Mixer
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The Good
Word

I Advertisements l

Advertising space has never been so affordable!

The cost of ad space in our Downtown Denver Chapter
newsletter, High Rise Happenings,
is $25 for three issues or $75 for the year.

Terms « Exercises ¢
Handouts »
Presentations e Videos
Rules « About « FAQs »
Blog « Feedback

¢ Find detailed
definitions of
common grammar
terms—everything
from abstract nouns
to verbs!

e Test your grammar
knowledge here.
Fun interactive
exercises await!

¢ See the latest
GrammarWood
releases by
subscribing to our
YouTube channell

¢ Meet Robin. Learn
why she brought this
site into existence.
Hear about her
future plans.

e Fill out the feedback
form. Let us know
who you are and
what you think.

http://www.chompcho
mp.com/menu.htm
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Denver Downtown Chapter Board Of Directors

Sheri Kelley

Gina Cardenas

Joan Solano

Jeanne Jones CPS/CAP

Committee Chairs
Debbie Brown CPS/CAP/RP
Cathy Huft

Elizabeth Harms

Danielle Rolfe

Amanda Jiminez

Regina Cardenas

Chapter Web Site:

CWM Division Officers

Eileen Verosko CPS
Carol Hardin CPS/CAP
Mary Lenhart
Elizabeth Harms
Carla Hall

Division Web Site:

International Board
Tamra Goodall CPS/CAP
Karlena Rannals CPS/CAP
Judith Yannarelli CPS/CAP
Antoinette Smith CPS/CAP

Wendy Melby CPS/CAP

Directors

Tammy Pierce CPS/CAP
Kristi Rotvold CPS/CAP
Dortha Gray CPS/CAP
Lina Veglia CPS/CAP
Bianca Constance

Doris Goode CPS/CAP
International Web Site:

President
Vice President
Secretary
Treasurer

Bylaws & RTF
Certification

Division Meeting

Membership

Chapter of Excellence

APW Program

OFFICERS, CHAIRS & DIRECTORS

kelley@hlzcpa.com
reqgina.cardenas@atkinsglobal.com

jsolano@heincpa.com

jonesj@zhi.com

debbrowngi@comcast.net
cathy.huft@williams.com
elizabeth.harms@us.gt.com
danielle.rolfe@officeteam.com
amanda@downtowndenver.com
regina.cardenas@atkinsglobal.com

www.iaap-denverdowntown.org

President

President-Elect

Secretary
Treasurer

Parliamentarian

everosko@officescapes.com
carol.hardin@afscn.com
mary.lenhart@greeleygov.com
elizabeth.harms@us.gt.com
carla.hall@usav.org

WWW.iaap-co-wy-mt.org

President

President-Elect

Vice President
Secretary
Treasurer

Great Lakes
Northwest
Southwest
Canada
Northeast
Southeast

www.iaap-hg.org

High Rise Happenings

tgoodall@wvha.org
krannals@iaap-hg.org
jvannarelli@iaap-hqg.org
asmith@iaap-hg.org

wmelby@iaap-hg.org

tpierce@iaap-hg.org

krotvold@iaap-hp.org
dgray@iaap-hp.org
Iveglia@iaap-hg.org

bconstance@iaap-hg.org

dgoode@iaap-hg.org

September 2011

303.486.0017
720.475.7149
303.298.9600
303.928.4655

303.831.5083

303.813.3477
303.296.4900
303.534.6161
720.475.7149

719-433.7311
719.637.6572
970.371.2132
303.813.3477
719.228.6805

304.344.9744
858.756.6014
973-449.8446
314.233.8054
414.906.7197

937.859.5121
701.234.6091

713.651.6302
519.740.4517
212.313.1152
901.874.6802
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