Message from the President

Hello Lake County Leaders,

Have you ever been in a situation where someone asks you “So what do you do?” I have
had many instances where I paused and had to think of what I should say. Of course, a lot

depends on the circumstances and who you are speaking with that would drive your reply.

As part of my development, I'm working on a “bragologue” not a “snoreologue.” A
bragologue is a condensed reflection on your strengths, accomplishments, personality
traits and zeros in on you without coming across as being “pushy” or “obnoxious.” Itis a
very challenging process that takes time to write but also time to practice using.

To help me along, I have been reading the book - “BRAG! The Art of Tooting Your Own
Horn Without Blowing It” by Peggy Klaus. Peggy offers up many tips for various circum-
stances that really make sense. So here are her Twelve Tips for Bragging:

Be your best, authentic self.

Think about to whom you are tooting.

Say it with meaningful & entertaining stories.
Keep it short & simple.

Talk with me, not at me.

Be able to back what you say.

Know when to toot.

ORNDGOE W

Turn small talk into big talk. Marilyn Bell, CPS/CAP
9. Keep bragologues & brag bites current & fresh. President

10. Be ready at a moments notice.

11. Have a sense of humor.

12.Use it all: Your eyes, ears, head and heart.
So why write about this subject? Maybe you might find Peggy’s book helpful in preparing

for your review, an interview or just polishing up your talk track when meeting a new per-
son. It’s a simple easy to read book and worth digesting.
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Let’s say you type: “The Board will now accept your proposal.” But you meant to type: “The
Board will not accept your proposal.”

Will spellcheck catch the mistake? Nope—it’s grammatically correct.

Check all names and dates

Proofreading is the single most important part of business writing.

Aside from typos, here’s what you specifically want to watch out for:

e Match your dates: Compare any dates you write with those on the calendar. Are you
sure Tuesday, November 16 is really a Tuesday?

e Double-check names: Go through all proper nouns. Is it John or Jon? Corp. or Inc.?
CEO or CIO?

e Review numbers: Use your primary source to ensure you’ve written all numbers correctly.
Is the customer receiving a credit for $/80,000 or $1,800.00? A misplaced comma can
cost your organization big time.

e Check for key info: Read it through to make sure it’s all there. Did you include the ac-
count number, ZIP code, etc?

e Never leave the job to spellcheck!

<wmar Chapte
of Excellence

The Lighter Side s

Let Google finish your thought
One of the features that makes Google so useful for searching the web: It tries to
finish your phrases.

Start typing “admin” and it’ll give you choices such as, “administrative assistant,
admonish, admiral ackbar.”

We decided to see what it would say about “work.”
Here’'s what came up:

Work is...

e The curse of the drinking class

e Love made visible

e Afour letter word

o Freedom, and

« Boring
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%;?;’;f DATES TO REMIEMBER
October 2010

()
Sun Mon Tue Wed Thu Fri
1 2
3 4 Judy 5 6 7 Mary J 8 Mary 9
Rooney B-day B-day El | e rday
10 11 12 LCC Mty 13 14 Marilyn 15 16
Bring Items to Bel |-day B
donate
17 18 19 20 21 22 23
——— 2010 Fall Conference, K<Y ———
24 25 26 27 28 29 Fran 30
Puchl-days
31

PASSIONg—.
A Source of Inspiration PURPOSE

The search for someone to blame is always success-
ful

- Robert Half
Courage is the power to let go of the familiar.
- Raymond Lindquist

It’s not the size of the dog that is in the fight, it is the
size of the fight in the dog.

- Mark Twain

What lies behind us and what lies before us are tiny
matters compared to what lies within us.

- Ralph Waldo Emerson
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Most admins start their jobs with the best of intentions, never thinking they could be
fired. After all, that's a fate reserved primarily for incompetents and workers caught
with their hand in the company till, right? Wrong. You might not realize just how slippery the slope out
the door can be.

Workplace Mistakes to Avoid

To guard your job security, be sure to avoid the 10 common pitfalls on this checklist from Jennifer Star, a
New York City-based corporate recruiter and trainer specializing in administrative-support personnel:

1. Lie on Your Job Application or Resume: Tell the truth from the start, because you will be held respon-
sible for the information you provide -- and your employer will check it. Generally, education back-
ground checks can take up to a month after hire. I recently had a candidate fired from a large finan-
cial company after being there for a month, because she lied about her educational background, says
Star. This woman did not need a degree for her editorial assistant position but said that she has one
anyway -- and one month later when the cat was out of the bag, she was immediately let go.

2. Be Indiscreet About Your Job Hunt: If you are in the market for a new job, don't send your resume
from your office computer, which most likely is monitored by IT. Assume your instant messages (IMs)
and emails are fair game as well.

3. Gossip or Take Lots of Personal Calls: You never know who is listening, and in cubeland, walls really
do have ears. The safest bet? Keep gossip to yourself, and never repeat anything you hear. Winding
up on the wrong side of the rumor mill can cost you more than somebody's trust; it can mean your
job.

4. Taking Too Many Personal Calls Can Make You Look Just as Bad: Spending much of your work time
orchestrating your own personal business, rather than your boss's affairs, usually results in being
given an opportunity to spend all of your time on the phone on personal business -- looking for a new
job, Star warns.

5. Drink at Work: One of the quickest ways to be shown the door is drinking too much at lunch and
walking into a wall. Administrative assistants must keep things organized, efficient and clear, so
maintaining your own clarity is extremely important. Staying on top of the mountain of details that go
into making a business run smoothly requires focus -- and sobriety.

6. Surfthe Web Excessively: Spending much of your workday cruising around cyberspace puts you just
a point-and-click away from unemployment. And checking out adult-oriented Web sites on the job is
a definite no-no.

7. Become Romantically Involved with the Boss: While it may make for great watercooler discussion, a
boss/direct-report romance can easily end with someone out of a job. (Hint: It's usually not the boss.)

8. Forget to Double-Check Your Figures: When working with numbers, scrutinize your work carefully.

One stray zero could make the difference between being employed and unemployed, advises Star.

October 2010

Volume 24



http://career-advice.monster.com/resumes-cover-letters/resume-writing-tips/lying-on-your-resume/article.aspx
http://career-advice.monster.com/in-the-office/workplace-issues/office-netiquette-im-at-work/article.aspx
http://career-advice.monster.com/in-the-office/workplace-issues/gossiping-on-the-job-hurt-you/article.aspx
http://career-advice.monster.com/in-the-office/workplace-issues/beware-the-wandering-mouse/article.aspx

F;
Top 10 Ways To Get Fired, Cont’d

9. Alienate Your Coworkers: To do your job effectively, you'll need the cooperation,
support and goodwill of those around you. If you don't have these things, you proba-
bly won't be an effective administrator. And becoming detached from those you work with could
get you replaced with someone who can work well with others.

10. Point the Finger at Everyone but Yourself: Take ownership of your job. If you make a mistake, own
up to it. Don't try to sweep your mistakes under the carpet -- or worse yet, blame somebody else --
because the truth will usually come back to bite you on the bottom line. And nobody wants to trust
or employ a liar, says Star.

Don’t worry, be happy at work

There are many ways to be happy at work, according to author Susan M.
Heathfield.

In her article titled “Top 10 Ways to Be Happy at Work™ posted on about.com,
she mentions that one way to be happier at work is to avoid pessimism and
negativity. Try to stay away from negative conversations, gossip and unhappy
co-workers.

No matter how happy you might feel, negative and difficult colleagues can
have an intense influence on your psyche.

Don’t let others rain on your parade! —_~ e~
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2010—2011 Programs

Tobsrnpibinnal Assgelatlon of

Lake County Chapter 2010—-2011 Programs

Meeting Location:

CDW

is not Difficult vs. Working
with Difficult People

200 N. Milwaukee Avenue
Aimiistastine Toateasiaudls?
Lake County Chopter
Date Presenter Topic
10/12/2010 |Dewoun M. Hayes Dealing with Difficult People [With the increased diversity in today's workplace,

learn how to change your attitude that people are
different, not difficult.

11/09/2010

Seema Jain and Osmon Keskin
Marriott Corporation

Meeting Planning 101

This interactive course will assist you in
successfully budgeting your future meetings,
teach you how to negotiate with hotels, and more!

11/9/10 - Meeting Location Change
Courtyard by Marmiott, 505 Milwaukee Ave.,
Lincolnshire,

12/14/2010

TBD

Holiday Party

01/11/2011

Diahann Boock

Leading from the Position
You are In

We are all leaders but need to know how to tap
into that. Take responsibility to foster motivation
and change perceptions.

02/08/2011

Susan L Walaszek

Business Etiquette for
Technology, Meetings, and
People

Leam effective communication using business
etiquette; leam how to be more critical in meeting
your department'’s needs.

PAassioN(
PURPO
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Community News

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

Administrative Professionals®

Lake County Chapter

Upcoming Events  Happy Birthday

New Member Orientation Webinar 10/4—Judy Rooney
Please contact membership@iaap-hq.org

] i 10/7—Mary Jo Dempsey
if you would like to attend. October 20th

10/8—Mary Ellen Anderson

.. . . 10/14—Marilyn Bell
Administrative Professional Week 10/29—Fran Puchli

Administrative Professionals Day is April
27th, 2011. APW week is April 24-30th.

Fall Conferences
2010: Louisville, KY—Oct. 17—20, The (
Seelbach Hotel

<wmars Chapte
Excellene

.
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Review documents without seeing the mark-ups

LiQa y2i TFdzy G2 NBFIR I 22NR R2O0dzy Sy s

All those strikethroughs and different colored text can be distracting.
The good news: You can review the document without seeing all thoseupark

Click on theReviewtab.

Look for the Droglown list to the right of thelrack Changelsutton.

Changerinal Showing Markupo Final.
,2dQff aSS GKS R20dzyYSyid lFa AdG g2dzZ R | LJL#SI

The tracking is still on in the background 2 A F &2dz YIS ySé OKI yBRS

And you can always switch it back to see the changes Source APW 9/1/10

L
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Never Never

Never use hyphens between numbers when using the words
from or between to introduce a time range.

INCORRECT: I worked in the public relations field from
1998-2008.

CORRECT: I worked in the public relations field from 1998
to 2008.

CORRECT: I worked in the public relations field between
1998 and 2008.
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The IAAF 2010 Fall Conference... 2V2 days of learning and networking.

The Core Characteristics
of A Champion

Oct. 17-20, 2010
The Seelbach Hotel
Louisville, Ky.

2010 Fall Conference

Would you like a preview of the Fall Conference
speakers? Visit the Ask the Experts Podcast
Series. The Jeff Lanza podcast is available now.
The Steven lwersen podcast will be available
August 31 with the Cal LelMon podcast being
available September 7.

At this year's IAAP Fall Conference (previously the
Certification Conference) you will learn how the
Core Characteristics of a Champion can help you
thrive in today's competitive work environment. In
today's business world, it takes more than
technical proficiency, razor sharp abilities and soft
skills to nse to the top. To become a work
champion, it takes understanding and practicing
the Core Charactenstics of a Champion which
include: teamwork, respect, flexibility/change,
integrty/honesty and compassion/caring. Join us
for a 2% day educational conference to leam how
to seamlessly integrate these core charactenstics
into your job and your life.

Want more information, click here. Ready to
register, click here.
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YFC works with
people of all
ages and
SOCIOeCOnomIc
backgrounds
who are
struggling with
life’s challenges,
feeling
overwhelmed,
siressed,
confused, or just
finding it difficult
to cope.

YOUTH & FAMILY COUNSELING

2010 YFC Silent
Auction & Fundraiser

Please join us in supporti Items that have sold well at
Youth & Family Cnmse]jnu;gun auctions mclude: e
Tuesday, October 12. — gift baskets of wine or liquor
(veryp as the hohdays
As part of our October meeting approa
we will be bringing in items — food gift baskets centered
which you would hke to aroumd a theme (Ttalian, French,

“regift” to this worthwhile Mexican, etc.)

Lake County organization. - hnhi:hygjz.lﬂiﬂhskets for
or g
Donations will be given toward — — restaurant or refailer gift
YFC’s anmaal cards/certificates — entertamment
fundraiser & silent anction. gift cards (e.g. to movie theaters)
— items which can be combined
This year's auction 15 to be beld  for baskets
on Movember 7.

Thank you agam for vour thoughtfinl and penerous support!

Erictin

—Eristin Eeramidas

Deavelopment Manazer

TOUTH & FAMILY COUNSELING
1113 5 Milwasukee Avenne #1044
Libertyville, IT. S0043
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HELPING ALL OF THE PEOPLE OF LAKE COUNTY

o T-
i '
Youth & Family Counseling (YFC)
is a private non-profit social service agency
offering quality and affordable mental health
counseling services.
Since 1962, ¥FC has been helping Lake

County residents enhance their
emotional and pesychological well-being.

Many thanks to vour chapter of the Infernational Associaton of Admimstrative Professionals for vour generosity in supporting
YFC's anmal Fall Fundraiser. We truly appreciate vour willingmess to donate ttems for our silent auction!
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The Elgin Chapter Presents

¥ a

Date: Saturday, October 9, 2010
Place: NI Campus Hoffman Estates, 5555 Trillium Bhed
Time: 8:00 — 5:45 AM Continental Breakfast & Registration
8:45 - 9:00 AM Welcomes & Introductions
9:00 — 10:00 AM Deb Haliczer of NIU
Ti N i
1000 L;ﬁ?g.r:;’:p. .?'er}'m:re Should Do It!
for recert ooints. AU =1L reak
10015 = 10045 AM Cfficer & Committee Chair Position Roles

10:45 — 11:45 AM Dr. Susan Timm of Elgin Community College
The Leader's Most Important Role: Listening
11:45 - 12 Moon Wrap Up
Coat: Elgin Members are FREE
Other Chapter members & non-members $12.50

Join Elgin Chapter members as we grow our leadership skills. One of the criterion for being a Chapter
of Excellence iz to have “a minimum of four (4) officers and chairs of the Bylaws, Certification,
Education and Membership Committees participate in one lAAP Leadership/Succession Planning
training event.” Bring your officers and committee chairs to this session and fulfill that criterion

Deborah Haliczer is an instructor in the Department of Sociology at MIU. Afiendees will leam how to ldentify key skills and
behaviors needed for leadership, identify the leadership skills they cumently have, determine what leadership skills and
behaviors they need for the roles they occupy in their work and life, and develop sirategies to help them become the
leader they want (and were meant) to be.

Susan Timmm, a member of Elgin Chapter and an adjunct professor at Elgin Community College, will show members that
as leaders of the chapter (and other areas of their lves) their most important skill is listening. Leaming how to listen to
meambers to know what they need and want; leaming how to respond to concams with empathy and understanding; and
using active listening to motivate and encourage the team. These are all very basic but important aspects that many of us forget
or don't know about as we assume leadership noles.

Send your registration to Jan Heuser, 434 Harbor Drive, Carpentersville, IL 60110-2818.

Please make checks payable to Elgin Chapter I1AAP Registration Deadline October 1, 2010
Hame lAAP Chapter

Position in Chapter Committee Chair

Address City State Zip

Ph & E-mail

Amaount Enclosed

Partial red by
artially sponsored by: Outreach Centers

October 2010
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Lake County Chapter

Lake County Chapter

Tuesday. November 9, 2010
6:00 PM

Meeting Planning 101

International Association of Administrative Professionals®

Flease join us for an interactive and fun session designedto improve your meeting planning skills.

This session will be packed with informnation which will help yvou be better prepared to plan meetings foryour company,
and willinclude skills that you can use in your personsllife. The expenenced instructors will help you understand the

overall process formeeting planning and budgeting.

YWou will:

¢ Leam how to negotiate with caterers—whatare theircosts, what is the
value to yvou and to the hotel

* Lesam how you can mowve services around to get s better price—
negotiate “loadedin” staff service charges to yoursdvantsge

& Hearinsidertips and tncks from the food managerand sccount
manager, and how to use these tips to yourbenefit

# Receive a meeting planning tool afterthe session

Each table group willwork with a laptop loeded with the meeting planning
toolto complete theirassigned project. The goalwil be to negotiate 8
contract and come under your assigned budget. To incresse yourleamingeach group will share theirnegotiation

strategy. Everyone will receive a take home gift.

Afterthe session each paricipant will receive the meeting planningtool via email. This spreadsheet is lnaded with
fomnulas for calculating expenses and includes many categones—nmaore than youmight have thought to include.

Ahout OQur Presenters
HeemaJain

Account Executive
Mamott Compaoration

Qsman Keskin
Director of Sales and Catering
Mamatt Comporation

6:00 —6:30 pm Dinner

6:30 — 730 pm Program

Ashort business meeting will follow the
presentation

Cost: 510 members, 515 non-members
RSVP: sandie.stodola@allstate.com or
847-402-5216
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Location for the Meeting

Lincolnshire Mamiott Courtyard
505 Mitwaukes Ave
Lincolnshire, IL
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