
Message from the President 
 

Lake County Members, 

Have you ever encountered a person who has a “renaissance mind?”  This is a per-
son who is a creative thinker.  They are usually a good resource when wanting to ex-
pand “out of the box” thinking on projects, future plans, etc. 

I get a newsletter from Tammy Cook who wrote about 10 ways to identify a renais-
sance mind: 

They love to start new projects but don’t always follow through.  (Anyone you know?) 

Renaissance minds are divergent rather than linear thinkers.  They compare 1 to 2; 
and 3 to 4.  Each thought sparks other thoughts until it becomes a tangled web of 
ideas. 

Renaissance minds thrive on having several projects in progress at once.  Multi-
tasking on steroids. 

They struggle with procrastination.  They see the big picture but often can’t reduce to 
smaller segment.  Once a project is past the fun original stage they look at other pro-
jects (new) as more interesting. 

They struggle with developing effective individual organizational skills. 

I’ve run across a number of people in my career that are exactly as described above.  
Their enthusiasm excites me and gets me thinking about challenges I might not other-
wise consider.  Really great to get new ideas and spark interest but will 
need to have others carry the work load to get accomplished. 

With our New Year in place, anyone who has any exciting ideas for our 
chapter can certainly reach out to me! 
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Resume blunders 

Many job candidates are trying to make their resumes stand out these days 

with interesting additions.  

Here are a few, from Careerbuilder.com: 

 Listed her dog as a reference  

 Listed the ability to do the moonwalk as a special skill. 

 Said he would be a “good asset to the company,” but 

failed to include the “et” in the word “asset.”  

 Listed an email address on the resume which had 

“shakinmybootie” in it.  

 Used her first name only. 
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What’s the quickest way to let people know you’re honest, intelligent and likeable? 
 

If you’re a woman, the answer is “wear makeup,” according to a recent study.  
 

But how much?  And which colors are best in a professional environment?  
 

Here are some tips from the pros on today’s most appropriate looks:  

 Tone it down:  Big, bold colors look even bigger and bolder under fluorescent 

lights.  Stick with browns, grays and neutrals.  
 

 Keep it soft:  Use brushes and cotton swabs to carefully blend eyeliner, blush 

and lip liner.  

 

Don’t over-do 

 Ditch the sparkle:  Shimmer and shine work for formal events and nighttime, 

but not for the office. 
 

 Less is more:  The key is not to over-do.  Go for something 

minimal on lips, cheeks and eyes.  

 

Boosting your image 
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February 2012 
Sun Mon Tue Wed Thu Fri Sat 

   1 2 3 4 

5 6 7 8 9 10 11 

12 13 14 LCC 

Chapter Mtg 

15 16 17 18 

19 20 21 22 23 24 25 

26 27 28 29    

January 2012 
Sun Mon Tue Wed Thu Fri Sat 

1 New Years 

Day!! 

2 3 4 5 6 7 

8 9 10 LCC Virtual 

Meeting 

11 12 13 14 

15 16 Martin 

Luther King Dau 

17 18 19 20 21 

22 23 Chinese 

New Year 

24 25 26   27 28 

29 30 31     



A website designed to make minutes-taking easy 

Want to impress meeting attendees?   

Send out well-organized meeting minutes immediately after the meeting’s over.   

Sound impossible?  

Not if you use Minutes.io, a free web app designed to make taking minutes as easy as possible.  

The template provided lets you track attendees and add agenda items complete with due dates.  

You can also arrange the info in categories such as:  To Do, Completed, Info, and Ideas.  

 

It’s easy to share minutes 

After the meeting, you can quickly send the minutes to all attendees by plugging in their email addresses.  

Or you can publish your minutes to secret URLs so attendees can just look them up.  

You don’t have to register or log on.  Just start typing!  

 

Make Technology Work For You 

Politically correct phrases 

 

It’s not easy staying current with which phrases are politically correct and which 

aren’t.  

The goal, says Sandra Lamb, author of “How to Write It,” is choosing words that 

include both sexes, are easy to pronounce and make sense.  

 

So here’s a list of what to avoid (both in writing and in conversation) and appropriate substitutes:  

 

 Instead of committeemen, use committee members.  

 Instead of workmen’s compensations, use workers’ compensation.  

 

Make them fair and sensible 

 Instead of serviceman, use sailor or soldier. 

 Instead of odd man out, use person not included  

 Instead of old wives’ tale, use superstition  

 Instead of man on the street, use average citizen.  

 Instead of Uncle Sam, use U.S.  

 If you’re unsure, avoid Miss or Mrs. and use Ms. 

Effective Business Writing 
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Email etiquette and writing messages 

Wish you had a book that covered email etiquette along with how to write the 

perfect electronic messages?  

Here it is:  David Shipley and Will Schwalbe are the authors of “SEND: Why People Email 

So Badly and How to Do it Better.”  

Here are some of the topics the book covers:  

 Anatomy of an email  

 6 essential types of email  

 The email that can land you in jail  

 

 

 

Where to get help 

A Source of Inspiration 

“leadership is action, not position.” 

-Donald H. McGannonx 

 

“But what minutes! Count them by sensation, and 

not by calendars, and each moment is a day.” 

- Benjamin Disraeli  

 

“Gossip needn’t be false to be evil—there’s a lot of 

truth that shouldn’t be passed around” 

- Frank A. Clark 
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2011—2012 Programs 
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Stay up to date and check out what other IAAP members are saying in 

the most recent blog posts.  

   http://community.iaap-hq.org/IAAPHQ/IAAPHQ/Home/ 

 

Remember to check out your LCC Web Page 

http://iaap-lakecounty.org  

 

Community News 

 

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 Training 

Program 
Upcoming Events 

 

2012 Spring Conference 

March 4-7, 2012 

Las Vegas, NV 

 

EFAM  
Grapevine, Texas 

July 22-25 

Gaylord Texan Resort 
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http://iaap-lakecounty.org
http://form.jotform.com/form/12654710045
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An excerpt from 

Leading with Passion 

by John J. Murphy 

Light a match in a dark room and watch as the light instantly overcomes the darkness. 

Observe the power and grace of that single, solitary flame dancing with life. Now light 

several candles or kindle a fire and experience the added warmth and comfort extend-

ing from that first, vulnerable flame through others. This is the heart and soul of leader-

ship—the essence of inspiring others. It is about courageously casting off fear, doubt 

and limiting beliefs and giving people a sense of hope, optimism and accomplishment. 

It is about bringing light into a world of uncertainty and inspiring others to do the same. 

This is what we call passion, the fire within. 

 

Passion is a heartfelt energy that flows through us, not from us. It fills our hearts when 

we allow it to and it inspires others when we share it. It is like sunlight flowing through a 

doorway that we have just opened. It was always there. It just needed to be accepted 

and embraced. Under the right conditions, this "flow" appears effortless, easy and 

graceful. It is doing what it is meant to do. It is reminding us that we are meant to be 

purposeful. We are meant to be positive. We are meant to be passionate. We feel this 

when we listen to and accept our calling in life. We feel it as inspiration when we open 

the door of resistance and let it in. 

 

Inspiration springs forth when we allow ourselves to be "in-spirit," aligned with our true 

essence. Stop and think about it: When you feel truly passionate and inspired about 

someone or something, what frame of mind are you in? What are you willing to do? 

What kind of effort are you willing to put forth? How fearful are you? Chances are, you 

feel motivated to do whatever it takes, without fear or doubt, to turn your vision into re-

ality. You grow in confidence. You believe you can do it. You are committed from the 

heart and soul.  

 

As we look to the future of our chapter, we need our members to be 

passionate about their careers.  Our organization provides many op-

portunities for its members to grow through educational programs, 

certification and serving as a chapter officer or committee chair per-

son.   In 2012, we will need our members to consider some of our lead-

ership positions as they become open.  When our Nominations Com-

mittee reaches out to you, consider how you can become more pas-

sionate about your career and expanding your horizons through our 

chapter! 
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