
Message from the President  
Networking is one of the most important activities that professionals can participate in with 
rewarding results.  The difficult part is that we donôt always capitalize on the opportunities 
or use it very well.  You feel intimidated.  Michael J Hughes, who is known as ñThe Net-
working Guruò has broken out networking encounters into six logical steps: 

1)  The first five seconds you want to make an impression by taking charge, smile, listen 
carefully and ñpretend youôre the host.ò 

2)  The next 20 seconds is the key to build rapport by making that person feel ñsafe.ò  
This is where you will want to know more about this person. 

3)  The next two minutes is the most important.  This is where you will have a discussion 
more around your partner showing that you have genuine interest in them and will 
develop trust.  This will be the opening for your ideas and where you engage your 
message or view point.  Donôt be preachy. 

4)  The last five seconds try to create an opportunity.  This could be an offer to keep in 
touch or schedule time together.  Remember to thank the person for taking the time to 
talk with them. 

5)  The next 24 hours to seven days is the follow up that will keep you front-of-mind and 
shows that you keep commitments. 

6)  The final outcome can lead to a career-long relationship. 

For more information about Michael Hughes, go to NetworkingForResults.com. 

Our chapter meetings are excellent ways to practice your networking skills.  We 
offer networking time prior to our meeting and also during dinner.  Our speaker in 
May will discuss ñA New Approach to Meeting Design, Engaging Event 
Participants to Generate Bottom Line Resultsò by Ron Springer.  I hope 
you will plan to come and I look forward to seeing you there  
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¶ It wouldnôt be funny if it werenôt true 

 

And now for some office truisms:  

 

¶ The reward for a job well done is more work.  

¶ People are always available to help outðafter youôve found someone else.  

¶ If you ask two questions in an e-mail, the reply will answer the unimportant one...and 

ignore the other.  

¶ People are most likely to get ñsickò on Fridays.  

¶ A clean desk is a sign of a cluttered desk drawer.  

¶ Nothing is impossible for the person who doesn't have to do it. 
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Tungle your schedule 

Do you struggle with trying to coordinate electronic schedules with people who use different 

tools for scheduling? Tungle is a free service that may assist you with synchronizing 

your own electronic tools as well as organizing meetings between people who do not use 

the same electronic planning methods. Tungle connects with a variety of applications such 

as Outlook, Google Calendar, BlackBerry Yahoo! and many others. It allows you to offer 

multiple meeting times to one or more people, whether they are within your company or on 

the other side of the world. It even has a time zone auto-adjust feature if you are trying to 

organize meetings with people in other time zones. While you need to sign up if you want 

to make use of Tungle, those whom you contact for meetings do not need to be registered. 

Visit tungle.me/Home/ for more information. 

 

 

Cool Tools   
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òCan you imagine what I would do if I could do all I 

can?ó 

-Sun Tzu 

 

òFiction reveals truths that reality obscures.ó  

- Jessamyn West  

 

òAll men who have achieved great things have 

been great dreamers. ò 

- Orison Swett Marden  

 

òI imagine that yes is the only living thing.ó 

- e. e. cummings  

 

òI paint objects as I think them, not as I see them.ó 

- Pablo Picasso  

ññññññññññññ-Administrative Professional Week ññññññññññ-- 

May 2011  
Sun  Mon  Tue  Wed  Thu  Fri  Sat  

1 2 3 4 5 Cinco de 

Mayo 

6 7 

8 Motherõs 

Day 

9 10 LCC Chap-

ter Meeting  

11 12  Nurses 

Day 

13 14 

15 16 17 18 19 20 21 Armed 

Forces Day  

22 23 24 25 26 27 28 

29 30 Memorial 

Day 

31     



Learn another language:  Itôs good for youðand your job  

We may be well into the new year, but that doesn't mean itôs too late to give yourself 

goals.  
 

Ever thought about brushing up on your high school Spanishðor learning 

Italian for that trip you hope to take one day?  

 

Learning another language can be a rewarding experience, and studies show 

it even improves your career potential.  

 

Start by checking out these sites:  

¶ Tinyurl.com/MyLang366 

¶ Tinyurl.com/LiveTalk366 

¶ Tinyurl.com/Speak366 

Did You Know...  

Confusing Words  

Keep your business writing professional and polished by selecting the 

correct wordsðeven in confusing situations.  

 

Is it may or might?  

Most of us use these words as they mean the same thing.  Hereôs the difference:  

¶ Mayðwhen something is likely to happen.  For example:  The Board may approve the 

proposal at todayôs meeting. 

¶ Might  - Use this when thereôs little chance of it happening.  For example:  I might inherit 

money from a long-lost relative. 

 

Is it passed or past?  

You canôt hear the differenceðbut you can see it on paper:   

¶ Passed  - A verb that means to move or go by something.  For example:  He passed the 

hotel where the meeting is being held.  

¶ Past  - A noun that indicates something happened a long time go.  For example:  In the 

past, my former supervisor would ask me to check her e-mail. 

Effective Business Writing  
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Microsoft Word Shortcuts  

¶ Ctrl + L arrow: Move one word to the left  

¶ Ctrl + R arrow:  Move one word to the right  

¶ Ctrl + uparrow:  Move to the start of line or paragraph  

¶ Ctrl + downarrow:  Move to end of paragraph  

¶ Ctrl + L: Align selected text or line to the left  

¶ Ctrl + R: Align selected text or line ot the right  

¶ Ctrl + Delete: Delete word to right of cursor  

¶ Ctrl + Backspace:  Delete word to left of cursor  

¶ Shift + F3:  Change case of selected text 

Computer Time Savers  

Tired of being tired?   

Check out this book  

ñTaking care of yourself is not selfishness, itôs self preservation,ò says Linda Hawes 

Clever.  

Author of the ñFatigue Prescription:  4 Steps to Renewing Your Energy, Health, and 

Life,ò She lays out a solid plan to free you from fatigue and add fulfillment to yur life.  

Chapters include:  

 

¶ How did you get so busy?  

¶ Your own checkup, and  

¶ Discovering what you really want and how to get it.  

 

Publisher:  Viva Editions 

 

Where to get help  
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2010ñ2011 Programs  

Never use the phrase compared to when analyzing two things for similarities and 

differences. Compared to is used to identify two things that are similar. Com-

pared with is used when evaluating similarities and differences. 

INCORRECT : Harry Connick Jr. has been compared with Frank Sinatra by 

many music lovers. 

CORRECT: Harry Connick Jr. has been compared to Frank Sinatra by many 

music lovers. 

INCORRECT: When compared to the original Mona Lisa, this copy is a good 

reproduction, but has several noticeable flaws. 

CORRECT: When compared with the original Mona Lisa, this copy is a good 

reproduction, but has several noticeable flaws. 
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LCC APW Event  



May 2011  
Volume 31  

Page 8 

LCC APW Event  


