
In this world of nonstop change,  we need to be our own best change agents, improving ourselves all the time. Yet 

nothing is more difficult than changing our own ways of thinking, doing, and being. 
 
Here’s what often happens: We identify a change we want to bring about in our lives. It’s a self-improvement, all good. We think 
about it. We keep thinking. We resolve to take action, soon. We think some more. Then a few months fly by and…everything is 
still the same. Change now seems elusive. We keep thinking about it, but our good intentions are now mixed with frustration. 
 
This is typical, but it’s hardly inevitable. The are four things you can do to stack the change-management odds in your favor: 

 

 Frame the change in a helpful way 

 Identify actions that are in your sphere of control 

 Clarify your top priorities 

 Take several steps right away to gain early traction 

 
It sounds like a lot of work. In reality, it can be fast and fairly straightforward as long as you follow a 
process. That’s what the rest of this article is about. It describes a step-by-step approach that will 
bring structure, clarity, and quick momentum to your personal change efforts. 
 

You can get started right now. Just 15 minutes will get you far enough along that you’ll want to continue when you have more 
time. From beginning to end, the whole exercise takes two or more hours to do well. You can stretch this over a week or two, as 
explained below. 
 
When you’re ready: 
 
1. Start with a clean page. You can use a legal pad (good), a word processing document (better), or a spreadsheet (best). With 

a spreadsheet, you’ll be able to sort what you write more easily. If you opt for paper or a Word document, turn it horizontally 
so it’s in landscape format. You’ll need the extra left-to-right writing space. 
 

2.  Divide your worksheet into three columns. Label each column with a single word: FROM (left column), TO (middle column), 
and HOW (right column). 
 

3.  Come up with one change you want to bring about in your work life or the rest of your life, defining it in terms of transition. 
What do you want to move FROM, and what do you want to move TO? FROM describes your current situation, and TO 
describes how you want things to be in the future. Write this down in brief descriptive phrases — one in the FROM column 
(left) and one in the TO column (middle), next to each other on the same row. (Leave the HOW column empty.) 

 
Here’s what not to do: Don’t spend time searching for the most important change to write in the first row. You’ll prioritize and 
sort later on. Don’t negate or diminish anything that comes to mind; just write it down. Don’t spend time wordsmithing. Don’t 
write more than one phrase or sentence for each description. Don’t give up on the process if it’s slow going early on. Unless 
you’ve done an exercise like this before, you might be working a bit outside of your comfort zone. 
 

                       … Cont’d. on Pg. 8 
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2011 Performance Objectives  
… By Kay Enlow, CPS/CAP, Newsletter Editor 

The Connection 

As 2010 came to a close, and we 

turned the calendar to 2011, I hope 
you were able to stay focused on 
your successes.    
 
Ideally, as you went through the 
process of commenting on your 
2010 performance, you were able to 
evaluate your  work and your goals.  
For some this is a difficult task and 

for others it is a highlight to look 
forward to.   
 
Did you give all you could to your 
boss, your team, or your company?  
Now might be a great time to reflect 
on your 2010 performance as you 
look forward to establishing your 
2011 goals and objectives. 
 
Are you getting all that you can out 
of IAAP?  If not, take a hard look at 
why.  Get in touch with one or more 
members that you think will give you 
a boost or some positive feedback 
on how to be involved more.  There 
are many members just itching to 
give guidance and help you to suc-
ceed.   Make sure to add your IAAP 
involvement to your goals and ob-
jectives for this coming year, and 
stick to it.  I think you will be glad 
that you did.  

Can you believe it is approaching  
the end of January already?  Wow!  
Are you one who made New Year 
resolutions?  How are you doing 
with them?     
 
Did you know that the top ten New 
Year resolutions are to: 
  

1. Lose weight and get into better 
shape,  

2. Stick to a budget,  
3. Reduce debt,  
4. Enjoy more quality time with 

friends and family,  
5. Find a soul mate,  
6. Quit smoking,  
7. Find a better job, 
8. Learn something new, 
9. Volunteer and help others, and 
10. Get organized 

 

Do any of these sound familiar?  I 
have one or two of these on MY list  
every year. 
 
Good luck with any resolutions that 
you might have for yourself, and 
stay focused on your goals!  

Jann Maddex 

2010-11 President  

Selected Life Lesson ... by Richard Dedor 

Don't take your health for granted. 
-Robin N's Life Lesson from Denison, Iowa 

 
Richard's Thoughts... 
I have lived a relatively healthy life. I've only had one "operation" and that was my wisdom teeth in 2008. I've only broken one bone and that was my pink-
ie toe in 2004. I had to get eight stitches when I was five after my forehead played, rather aggressively with the tailgate of a truck. 
 
But the last two months of 2010 were brutal for my health. I ended up with three cavities, two infections and the flu. Not cool to say the least for someone 
who prides himself in living a fairly healthy life. But all these illness were a wake up call. I must do better in all areas. 

Now that we’ve completed the Total Management System (TMS) process for 2010 results to objectives, developing our 2011 
performance objectives is right around the corner!     
  
Do you cringe at the thought? … or do you embrace the opportunity and take ownership in how you can personally impact the 
success of your department  … your division … and Hallmark Cards?  Do you take advantage of this time of the year to identify 
developmental opportunities for your own personal growth?  Have you included your IAAP involvement? 
  

As Jann mentioned in her monthly article (above), many see the writing of annual performance objectives as difficult, and they dread the entire process … while 
others really get ―in‖ to it and thoroughly enjoy establishing annual goals.   
 
Regardless of how you feel about the process, the intent of this article is to provide you a little assistance in writing a measurable goal related to involvement in 
the Hallmark Chapter of IAAP.  Not involved?  Now’s an excellent time to consider getting involved!  Your involvement could include simply attending monthly 
meetings (we meet the second Tuesday of each month over our lunch hour) … or consider writing an article for our chapter’s newsletter, The Connection., OR 
joining a committee.  We have several from which to choose, and each one offers something different in the areas of interest, skill and/or developmental oppor-
tunity:   
 APW Committee - (Evelyn Hamilton, Chair)    
 Bylaws & Standing Rules - (Connie Cleveland & Kathy Doty, Co-Chairs)     
 Certification & Education - (Donna Baker, CPS/CAP & Kathy Kipping, CPS/CAP, Co-Chairs)                                                      … Cont’d. on page 4 
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Number 1 Skill for the Workplace – Resiliency  
                                                                                                                               By: Susan Fenner IAAP Headquarters  

NOW is the perfect time to begin 
planning for IAAP’s EFAM 
(Education Forum and Annual Meet-
ing) in Montreal on July 24-27, 2011. 
There’s pre-work that can be done 
now to ensure that in July you are 
headed to IAAP’s annual event that 
brings together top-notch workplace 
educators and administrative assis-
tants from around the globe. 
 
As you are looking ahead to the 
creation of your 2011 goals/
objectives in your workplace, I rec-
ommend you make attending IAAP’s 
EFAM one of your objectives that 
meets your professional develop-
ment goal head-on. The benefits of 
attending EFAM bring together four 
days of administrative assistant 
focused education, administrative 
peer networking, an office product 
tradeshow and an IAAP annual 
business meeting. IAAP brings 

dynamic educational speakers to-
gether, focusing on technical, organ-
izational and project management 
skills. 
 
At last year’s EFAM in Boston, tech-
nical workshops that I attended 
included SharePoint collaboration 
and Excel 2007. In addition, I at-
tended classes that covered admin-
istrative excellence (with a  
panel of managers from a cross-
section of businesses); a time man-
agement workshop providing hands-
on steps and guidance in working 
efficiently and effectively in a pro-
ductive environment and a work-

shop on Emotional intelligence. 

A class on Power Phases explained 
the skill of being gracefully assertive 
by being authentic, expressing 
views with conviction and backing 

up words with actions. In addition, 
the annual meeting was framed by 
two interesting and inspirational 
keynote speakers, Vernice Armour, 
America’s first African American 
female combat pilot and Erin 
Brockovich who spoke to overcom-

ing overwhelming adversity. 

Propose attending EFAM as one of 
your 2011 goals and then start work 
on creating a justification so that 
your manager can recognize the 
benefit of your attending this event. 
IAAP has created a Return on In-
vestment (ROI) http://www.iaap-
hq.org/events/ROI.pdf  document 
that will help you in providing an-
swers and rationale in support of 
your attendance for your manager. 
Upon your return, plan to provide 
your manager a trip report that brief-
ly covers the workshops you partici-

pated in, your experience and the 
skills you learned that you are bring-
ing back to your workplace. Finally, 
remember to thank your manager 
for supporting you by investing in 
your professional development.  
Reach out to me if you have any 
further questions that I can help 
answer.  
 
Article reprinted with the permission 
of  Lynanne Lewis, Membership 
Chair of the Lake Washington East 
IAAP Chapter, Washington-Alaska 
Division, Northwest District.  (When 
asked for permission to print this 
information, Lynanne wrote, “I’m 
glad to contribute to your newsletter.  
I feel strongly that EFAM is a re-
warding experience and I love to 
encourage others to participate!” )  
 
Thanks for granting us permission to 
use your article, Lynanne! 

With all the changes that have taken 
place in the workplace over the last 
few years, it is obvious that things 
will never go ―back to normal‖ – 
instead, we are living the New Nor-
mal. Cost‐cutting measures that got 
us through the economic recession 
will stay in place. Companies will be 
slow to replace full‐time staff, keep 
finances pared back, expect more, 
faster, and continue to hold us ac-
countable. The days of the past are 
just that…past. So, we have to learn 
to live and thrive in the New Normal.  
 
The definition of mediocrity today is 
meeting expectations. Employers 
expect that we will innovate, em-
brace technology, and work to 
achieve results, not just stay busy. 
So, what is the top skill that will get 
us through this demanding time? T 
 
The answer is – resiliency.  

Resiliency is the art of bouncing 
back after a challenge, a mishap, or 
a disappointment. It requires that 
you change your mind set and live 
the new reality. Here’s how to devel-
op resiliency.  

 
1. Be 100% committed to your 

employer, your profession, 
your values and goals. It re-
quires knowing the end game 
and staying focused.  
 

2. Look at mistakes and failures 
as learning experiences. Be 
transparent – even with your 
customers.  
 

3. Keep honing new skill sets. As 
the times change, so must 
you.  
 

4. Keep pace with technology, but 
don’t be overwhelmed by it. 
Find a colleague who is tech 
savvy and stay in touch to find 
out the latest programs and 
most useful aps.  
 

5. Learn to let go. In this sped‐up 
world, today’s disaster can be 
tomorrow’s road to greatness. 
Don’t dwell on, move on.  
 

6. Work on developing self confi-
dence. The better you feel 
about yourself, the more you 
can handle ambiguity and 

change.  
 

7. Collaborate. It takes a village 
(or a good work team) to pro-
duce results. Don’t try to go it 
alone ‐ nobody can know 
everything – just know who to 
call on.  

 
The art of being resilient will allow 
you to Bounce Back – Bounce High-
er!  

Plan NOW for EFAM 2011        
 ...By Lynanne Lewis, member, Lake Washington East Chapter—IAAP   



The Connection 

Carolyn Prather, CPS, Hallmark Chapter member and 2010-2012 Retirement Trust Foundation Trustee, has provided the following in-
formation for this issue of The Connection:   
 
Happy New Year! It’s time to share the ―Top Ten‖ New Year’s Resolutions! 

 
      10.   Read the manual first, once you find it. 
        9.   Eliminate five of your six email addresses. 
        8.   Think up some new excuses for leaving work early. 
        7.   Give up chocolates – well, at least one out of seven days of the week. 
        6.   Shake the rain off of your umbrella before entering a building. 
        5.   Stop juggling ten balls at once; nine will do. 
        4.   Check for ―paper‖ before leaving the restroom. 
        3.   Don’t kick the copier, even if you can’t find that elusive piece of jammed paper. 
        2.   Stop pretending to be working when you are actually checking Facebook. 
        1.   Remember that life is not about how fast you run, or how high you climb, but how well you bounce. 

 
One of the most impactful New Year’s resolutions you can make is to support the RTF.  Our mission is to provide housing assistance for administrative profes-
sionals, age 55 and older, who are in need. Your generosity provides financial assistance toward housing costs for any retired administrative professional living 
in a retirement community and meeting the housing assistance criteria. This program is accessible by all members within the six districts of IAAP. 
 
Want to donate on-line using a credit card? Visit the RTF website, www.iaap-rtf.org . Click on the ―Donate‖ tab and select ―Contribute online.‖ It’s as easy as that! 
 
Don’t want to use a credit card? Visit the RTF website,  www.iaap-rtf.org. Click on the ―Donate‖ tab and select ―Printable Donation Form.‖ 
 
The Retirement Trust Foundation is here for you, Admin to Admin, helping our own. 
 
Looking to March  and Retirement Trust Foundation month – it’s not too early to begin thinking of fundraisers to help your chapter and division support the RTF.  
It is through your generous donations that we can continue to offer housing assistance to admins age 55 or older who are in need. 
 
And, remember the ―Family of Givers‖ program …the ability for members to support the RTF through donations that are cumulative with a complementary recog-
nition program.  You benefit from  your donation, your chapter benefits, and your division benefits.  You can actively help fellow admins in need through this 501
(c)3 organization. 

Committee (Current Chair/Co-Chair) (Cont’d.) 
 Community Service - (Michelle Edwards & Sharon McLaughlin, Co-Chairs) 
 Finance/Budget - (Nickole Cory & Becky Long, Co-Chairs) 
 Installation of Officers - (Kitty Barton, Chair) 
 Meeting Arrangements / Greeters - (Maria Villa, Chair) 
 Membership - (Charlene Gill & Thelma Hickert, Co-Chairs) 
 Mentoring - (Angie Freund) 
 Nominations - (Chair needed?) 
 Parliamentary Advisor - (Eujetta Little) 
 Publication / Newsletter - (Kay Enlow, CPS/CAP) 
 Scholarship - (Chair needed) 
 Scrapbook - (Angela Nelson, Chair) 
 Ways & Means 

 Boss’s Day Breakfast - (Kathy Doty, Chair) 
 Nut/Treat Sale—(Cecily Cannon, Chair 

 Website - (Kathy Oskison, CPS/CAP, Webmaster) 
 
The next progression from serving on a committee would be to chair or co-chair that committee and, with leadership skills developed from a chairmanship.  Serv-
ing as a chapter officer would be the next progression; ideally, starting as treasurer or secretary, then succeeding to the role of vice president and president. 
 
For some IAAP members, involvement continues past the chapter level and they move into division (the state level of our association) committee work or they 
may run for a Division Officer position.  In Hallmark Chapter’s twenty year history, three members [Kay Enlow, CPS/CAP, Donna Baker, CPS/CAP, and Pamela  

Creasman, CPS/CAP (Westport Chapter member holding secondary membership in Hallmark Chapter)         … Cont’d. on Pg 10 
Page 4 
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… Cont’d. from Page 2 
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The 8 Faces of Exceptionally Creative Leaders 
                           … By Robin Sharma, The Lead Without a Title Report 

If you've been following my work for a 
while, you know that my core belief is 
that the old model of leadership is 
dead and now, anyone in any organi-
zation on any part of the planet can 
show leadership. I've seen taxi driv-
ers who display rare-air leadership 
along with school teachers + break-
fast servers + construction workers. 
Work is changing. And we all can 
provoke impact and influence if we 
Lead Without a Title. But here's the 
point of this piece: not only do each 
of us have the potential to be leaders 
- we each have the potential to be 
creative. Massively. 
 
Who sold us on the lie that only art-
ists and poets and musicians are 
Creatives? When we were kids, we 
all expressed our Inner Rembrandt 
as effortlessly as we would breathe. 
We colored outside of the lines, 
ideated at the slightest chances and 
were essentially idea factories on two 
short legs. But then, as we aged, we 
stifled our creativity as the mortgag-
es, deadlines and the stuff of life took 
over our days. Sad. 
 
You and I do no favor to the world in 
withholding our creativity. So, in my 
sincere effort to help you work + play 
at your best, I invite you to consider 
The 8 Faces of the most creative 
people I've observed. These are the 
qualities that the brightest of the best 
have. And you can develop them too. 
Here we go: 
 

The Madonna. The Face of Ma-

donna will serve 
to remind you 
that nearly every 
great Creative 
was a perfection-
ist. Yes, I know 
perfectionism 
may not be the 
most healthy 
attribute in the 
world. But facts are facts and when I 
study the superstars of creativity, the 
fact is almost every one of them 

stood for nothing less than ideal 
work. A while ago I watched Madon-
na's documentary "I'm Going to Tell 
You a Secret", which deeply inspired 
me. At every touch point, Madonna 
sweat the small stuff and demanded 
that every element of every perfor-
mance was perfect. Why work on a 
project if not to get it as close to 
perfect as possible? 
 

The Picasso. 
The face of 
Picasso will 
reinforce the 
notion of devo-
tion. Great 
creatives don't 
do what they do 

just for the applause and accolades. 
They do it because they love it. Pi-
casso used to leave beautiful dinners 
with his friends to return to his studio 
to advance his craft. His art was his 
passion. And like every fantastically 
creative person, he worked with utter 
devotion.  
 

The Thoreau. The face of Henry 

David Thoreau will remind you of the 
need to create space for your crea-
tive talent to 
flow. We live 
in a world 
where too 
many people 
have too little 
time away from the noise of ringing 
smart phones, constant email and 
the dumbing hum of the television. 
One of my all-time favorite books is 
"Walden" by Thoreau. He wrote it 
over a period living by a pond, away 
from the world. Living in quiet soli-
tude with nature as his daily compan-
ion. We don't get our best ideas at 
work. We get them on beaches or in 
bathtubs. Create spaces for your 
your inner artist to present itself. 
 

The Hemingway. 

The face of Ernest 
Hemingway will rein-
force the idea that 
hugely creative people 
are extremely disci-

plined. It's pure myth that the best 
artists achieved what they did without 
structure and organization. Heming-
way, the famed author, wrote at the 
same time every day - whether he felt 
inspired or de-inspired. Yes, spark a 
steady flow of great ideas. But great 
ideas that are not executed upon and 
converted into real results are a 
waste of time. The world is littered 
with geniuses who did zero with their 
big ideas. 
 

The Branson. Richard Branson's 

face will remind you 
to have fun. Crea-
tivity often occurs in 
the heat of play. 
Branson's a billion-
aire. But he really 
seems to have fun 
at all he does. Look 
- no, hunt - for ways 
to make whatever it is you do fun. 
That will open up that part of your 
brain that drives your best ideas.  
 

The Edison. The 

face of Edison will 
remind you that crea-
tive mastery is a 
numbers game. Yes, 
we all know the cliché 
that Thomas Edison 
failed 10,000 times 
before he got the light 
bulb right. But the 
story's worth remem-
bering. Study any genius - in the arts 
or in business, and you'll discover the 
same thing: they succeeded because 
they outfailed everyone around them. 
Come up with a thousand ideas and 
one's bound to be brilliant. 
 

The Starck. Philippe Starck is awe-

some. And part of his awesomeness 
stems from his 
love of minimal-
ism. Here's where 
I'm going with this 
one: genius re-
sides in simplicity. 
The best inven-
tions were the simplest inventions. 
Further, de-clutter your workspace + 

your home + your mind. Breathtak-
ingly beautiful ideas can't flow when 
your energy's being taken up by the 
messes around you. 
 

The Ford. Ok. Last one. The face 

of Henry Ford will remind you to trust 
yourself. I've made my biggest mis-
takes when I've listened to the chat-
tering voices 
around me vs. 
trusted my own 
instincts. Self-
belief is a power-
ful leadership 
quality. Nearly 
everyone laughed 
at Ford's concept 
for a car. His reply: "If I'd listened to 
the people around me, I would have 
built a faster horse carriage." Nice. 
 
Keep Leading Without a Title. And 
Stay Awesome.  
  
Source:  Robin Sharma’s The Lead 
Without a Title Report. November e-
Newsletter 
 

Innovation isn’t something you 
do after you get your work 
done.  It’s how you do your 
work. 
 
Organizations all over the 
world are shedding jobs in 
record numbers.  Yet today, 
they are desperately in need 
of people with the abilities and 
skills to think ahead of the 
curve, delight customers, 
motivate colleagues, slash 
costs, and achieve unconven-
tional results. 
 
Clearly, innovation is EVERY-
BODY’s business. 
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A Little Humor … and ―Stuff‖ to Ponder!               
Some of those unsolicited e-mails  are 
great … and newspapers columns can 
be pretty cool sometimes, too.  Here’s a 
few examples: 
 
From a recent Ask Marilyn column: 
“Some  of my readers’ questions would 
confound the Oracle of Delphi!  Here’s a 
few recent unanswerable ones worth 
pondering:” 
 

 As I travel the highways, I notice 

signs that read “Deer Crossing.”  
How do the deer know to cross at 
those signs? 

 Why don’t eggs taste like chicken? 

 I’ve heard that the Earth’s magnetic 

poles are reversing.  Will the strip in 
my credit card still work?  Will my 
refrigerator repel my magnets? 

 In movies, when someone gets out of 

a car at night, why doesn’t the dome 
light ever go on?   

 Why did kamikaze pilots wear hel-

mets? 

 And lastly, If a person on television 

held up a mirror facing a camera, 
could someone at home see his reflec-
tion in it? 

 Why is abbreviation such a long 

word? 

 Would a fly without wings be called a 

walk? 

 If you're cross-eyes and have dyslexia 

can you read all right? 
 

Or how about these home remedies from 
a recent e-mail chain: 
 

 If you’re choking on an ice cube, 

simply pour a liter of boiling water 
down your throat.  Presto!  The block-
age will instantly remove itself.   

Can you believe 2011 is here? That 
leaves only six months to raise funds for 
the meeting. The instructions and order 
form for the 2011 MO Division Cookbook 
were distributed earlier but have been 
repeated immediately following this 
article. The website is a fast and simple 
way to upload your favorite recipes. 
Please submit your recipes no later than 
February 15. We will deliver the books at 
the 2011 meeting or you can have them 
shipped to you when we receive them, 
see order form for details.  
 
We have created an eGroup for the 
meeting. It is called MO Division Annual 
Meeting. We will post all of the infor-
mation you will need for the meeting 
there. Please check it out and join the 
group. We will be posing updates there. 

 
The tours have been decided and they 
will be fun. We have posted the flyer with 
prices listed in the eGroup library.  

 
We are looking forward to seeing you in 

June. For questions e-mail 
MDAM2011@yahoo.com  
 
Instructions for 2011 Missouri Divi-
sion Cookbook: 
 
The Springfield Metro Chapter will be 
compiling a Division wide cookbook as a 
fundraiser for the 2011 MO Division 
Annual Meeting. We would love for you 
to share your favorite recipes with us all. 
Please see the instructions below re-
garding how to submit your recipes.  
 
1. Go to www.morriscookbook.com   
2. On the right of the screen select 
―Typensave‖  
3. Click ―login‖  
4. The group login is 2011MDAM, the 
password is basu3  
5. Please follow the instructions on the 
page. There are many hint buttons for 
your assistance.  
6. For the sake of consistency we would 
like to use the cross for the cross for the 
―in memory‖ recipes. However, if you 

prefer, there is a flower that may be used 
as well.  
7. Fill out the order form (that we have 
supplied) for your very own copy of the 
cookbook and mail with payment to the 
address listed on the form.  
 
SMC reserves the right to combine 
contributors with duplicate recipes or 
limit the amount of recipes in the 
cookbook.  
 
We will deliver the cookbooks at 
the 2011 MO Division Annual 
Meeting in Springfield, MO. If you 
cannot attend this meeting but 
would like a cookbook you may 
have someone pick it up for you at 
the meeting. Please include that 
information on the order form.  
 
If you would like us to ship the cookbook 
to you please see the shipping charge on 
the order form.  
Samantha M. 
  

2011 Missouri Division Annual Meeting 

(MDAM) 2011 MO Division Cookbook! 

Mark your calendar  

for these upcoming IAAP events.   

Visit the events section  

of the IAAP website (www.iaap-hq.org)  

or Missouri Division website  

(www.iaap-mo-div.org) 

for more information. 

This is the third in a series of 
articles submitted by the 2011 
Missouri Division Annual Meet-
ing (MDAM) host committee 
(Springfield Metro Chapter).  
Over the next few months 
these articles will be included 

in chapter newslet-
ters, if space permits.   
 
Their purpose is to 
provide members 
with information 
about the 2011 MDAM 
scheduled for June 
10-12, 2011 in Spring-
field, Missouri.  Plan 

NOW to attend the 2011 MDAM, 
Hallmark Chapter … it’s a great 
way to meet other IAAP mem-
bers and get a real sense of 
our what this association has 
to offer its members! 

 You only need two tools in life:  WD-40 

and Duct tape.  If it doesn’t move and 
should, use the WD-40.  If it shouldn’t 
move and does, use the Duct tape. 

 If you can’t fix it with a hammer, you’ve 

got an electrical problem. 

 If you have a bad cough, take a large 

does of laxatives … then, you’ll be afraid 
to cough. 

 Remember … everyone seems normal 

until you get to know them. 

 Avoid cutting yourself when slicing vege-

tables by getting someone else to hold 
the veggies while you chop. 

http://www.morriscookbook.com


Sell improvement and Involvement are the topics of our puzzle in this month’s issue of The Connection!  Simply complete the 
Word Search puzzle for a chance to win a special PRIZE ... and submit your answers (by e-mail to kenlow@hallmark.com or by 
interoffice mail @ mail drop #128) to Kay Enlow, CPS/CAP, editor, no later than Monday, February 3, 2011.  (Please be sure to 
include your name on your entry!) 
 
The winner will be drawn from all correct submissions.  Only Hallmark Chapter members may participate.  Good luck … and 
have FUN with this month’s puzzle! 
 
                                                                       - Kay Enlow, CPS/CAP, Editor 

DECEMBER/JANUARY PUZZLE  
… Self Improvement 
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YOUR NAME:  ____________________________________ 

The Connection 

ANNUAL 

ATTRIBUTES 

CHANGE 

CREATIVE 

GOALS 

HUMOR 

IMPROVEMENT 

INVOLVEMENT 

LEADERSHIP 

OBJECTIVES 

PERFORMANCE 

PRINCIPLES 

PRIORITIES  

RESILIENCY 

SELF 

STRATEGY 

WOODSTONE 

CONGRATULATIONS  
Newsletter Puzzle WINNER  

 

BECKY LONG  
October/November Issue 

 
Becky received a Hallmark 

Hallmark branded pen and note pad w/calculator 

J W W J N M C X S B H T W O T  

B O H X C N I B R E P Y N N S  

S E I T I R O I R P C Q E S E  

I M P R O V E M E N T M O T T  

S P J E F Y E A E F E M B R U  

L K I L R C Q I T V E P J A B  

A R E H H F L R L I R S E T I  

O S O A S I O O E I V S C E R  

G B N M S R V R N A B E T G T  

Q G Q E U N E C M R Q Z I Y T  

E U R N I H I D B A U F V C A  

B Y P O C P R Y A E N O E W B  

X M A E L I E B X E V C S R T  

O X N E L A U N N A L E E M V  

Z L S W O O D S T O N E U N G  



You can describe just about any intended change in the FROM-TO format: establishing new habits, creating new conditions, building new relationships, culti-
vating a new state of mind, and much more. Here are examples: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
4.  Now go to the next row and write a second FROM-TO. Then go to the third row and repeat. Move at a quick pace, writing down everything that comes to 

mind, putting each intended change in the FROM-TO format on a separate row. Don’t worry about categorizing things at this point, and avoid the urge to 
condense. If two entries sound almost identical, keep them both. Volume is a good thing at this point, so just keep going — and don’t be surprised if you end 
up with 40 or more rows, each containing a separate FROM-TO pair of statements. 
 

5.  Set your work aside for several days, then come back to it. Review what you wrote, and if additional FROM-TOs come to mind, add them. 
 

6.  It’s time to categorize, condense, and clean everything up. First, sort all of your FROM-TO entries, grouping similar rows and writing a label to describe each 
category. There’s no right or wrong here, and your categories will vary widely. To cite a few examples: health, work, financial, productivity, state of mind, 
relationships, family, and many more. Next, within each category, look for any FROM-TOs that are nearly identical. Combine these, rewriting as necessary. 
Finally, take a look at the finished product and make any fine-tune adjustments to your wording, sorting, and labeling. (You can see why a spreadsheet works 
better for this than a legal pad or word processing document. A spreadsheet makes it much easier to move whole rows.) 
 

7. It’s time to operationalize, and that leads us to the right-hand column labeled HOW. This is where you explain HOW you’re going to break the inertia and get 
things moving FROM the current situation TO your intended future state. Go methodically from row to row, starting at the top and working your way to the last 
entry. For each FROM-TO, write down 1-4 very specific, practical actions that will move you in the ―TO‖ direction. These should be actions that you can take 
on your own or with other people. Don’t feel obligated to write everything you could possibly do; just write a few early action steps that are well within the 
doable range. You want some early success, not frustration. Here’s an example:  

 
 

8. You can’t do everything all at once, so you need to select several actions (in the HOW column) to begin implementing immediately. How do you decide? 
There might be some actions that need to come first because they set the stage for other things. Other actions might be low-hanging fruit that will bring about 
an almost instant FROM-TO change. Still other actions might be more in line with your interests, so why not start with those? Or you might want to focus on a 
single high-priority category, selecting actions from there. Whatever your criteria, pick five or so actions you can take right away. Build them into your near-
term schedule and get them done. 
 

 Use your plan to stay on track and maintain momentum. Review it at the start of every day or whenever you build your schedule. Take stock of your progress, 

check off actions you’ve completed, select new actions to implement in your next round. When you come up with new action ideas, write them into your plan. 
And when new FROM-TOs emerge, as they always do over time, add them to your plan along with action steps in the HOW column. This will keep your plan 
current — and keep you in a positive and proactive mode when it comes to personal change. 
 

You are your own first and foremost leader. Your challenge is to be your own best leader. This process will help in a big way.  
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FROM TO HOW 

Chronically messy work area Minimalist work area that’s organized to support my highest 
priorities and goals 

 

Opening e-mail whenever the mood strikes, which is 
often 

Sticking with a smart schedule for when to open e-mail  

Using my same knowledge base over and over and 
over 

Learning new things that can help me achieve my goals  

Mixing with critics and skeptics who rarely get involved 
in improvement 

Mixing with informed optimists who have a bias for positive 
action 

 

Thinking and thinking and thinking … in an endless loop Turning thoughts into plans, plans into action steps, and 
getting things done 

 

FROM TO HOW 

Always running late Always on time Avoid the urge to ―get one ore thing done‖ just before going to an appointment. 
 

Build additional front-end time into my schedule for each appointment that requires car travel. 
 

Set watch alarm to sound off 10 minutes before I have to get moving to a meeting. 

Spring loaded: Here’s how to take self improvement     

to a new level!                                                             … Cont’d. from Pg. 1 



The Connection 

The Hallmark Chapter of IAAP was chartered in October 1990, and is in the 
Missouri Division and the Southwest District of this professional association.   
 
Members acquire additional organization and leadership skills by participating 
in IAAP committees and events at the local, division and international levels.  
These events foster networking, mentoring and an opportunity for exchanging 
ideas. 
 
As a corporate chapter of IAAP, all of our members are employed by Hallmark 
Cards or Hallmark subsidiaries, which allows us the unique opportunity of 
CONNECTING with our company’s goals and objectives as we enrich the lives 
of both our own chapter members AND those IAAP members with whom we 
interact. 
 
Hallmark Chapter members take much pride in 
belonging to one of the premier corporate chap-
ters of IAAP.  Our meetings are held the second 
Tuesday of each month over the lunch hour—and 
we welcome and encourage guests at our month-
ly meetings. 

2011 (Cont’d.) 

Mar 8 Woodstone Principles … Luke McGlynn, HR Director SCBE &  
 Corporate Support 
Apr 12 Leadership Development … Ruth Randall/Johnson County Com-
 munity College 
May 10 Surprise! … IAAP members & Bob Florence, Longview Com- 
 munity College 
Jun 14 Installation of Officers  

 

 

Mark your calendar NOW to attend … 
 
2010 
Jul 13 Overview of the upcoming year / Potluck  
Aug 10 Work/Life Balance* … Tom VanSaghi, Ph.D./Metropolitan  
 Community College-KC 
Sept 14 Lotus Notes Training … John Wright/IT 
Oct 12 Powerful Non-Defensive Communication … Jason Brensdal 
Nov 9 Change Your View of “Change” … Jody Cross/Logically 
 Speaking 
Dec 14 Team Building/Purse Auction … Donna Baker, CPS/CAP 
 

2011 
Jan 11 Number Skills … Mary Madick, CPS/CAP/MO Division
 President-Elect 
Feb 8 Empowering Others … Lynn Richards/JoCo Comm College      

2010-2011 Hallmark Chapter Programs  

Weõre on the Web 
www.iaap-hallmarkchapter.org  

Hallmark Chapter’s Vision 
 

We are an organization of administrative professionals that value diversity  
by providing career development, education, and networking opportunities  

to help our members achieve personal and professional growth. 
 

We have earned the support, recognition and respect of Hallmark management 
regarding the importance of our positions in helping the corporation  

achieve its goals. 

President Jann Maddex 
Vice President Evelyn Hamilton 
Secretary Charlene Gill 
Treasurer Thelma Hickert 
 
APW Committee Evelyn Hamilton, Chair 
Bylaws & Standing Rules Connie Cleveland, Co-Chair 
 Kathy Doty, Co-Chair 
Certification & Education Donna Baker, CPS/CAP, Co-Chair 
 Kathy Kipping, CPS/CAP, Co-Chair 
Community Service Michelle Edwards, Co-Chair 
 Sharon McLaughlin, Co-Chair 
Finance/Budget Nickole Cory, Co-Chair 
 Becky Long, Co-Chair 
Installation of Officers* Kitty Barton, Chair 
Joint APW Event Liaison* Chair needed 
Meeting Arrangements/ Maria Villa, Chair 
   Greeters 
Membership Charlene Gill, Co-Chair 
 Thelma Hickert, Co-Chair 
Mentoring Chair needed 
Nominations Kathy Kipping, CPS/CAP, Chair 
Parliamentary Advisor Eujetta Little 
Publication / Newsletter Kay Enlow, CPS/CAP 
Scholarship* Chair needed 
Scrapbook Angela Nelson, Chair  
Ways & Means  
     Boss’s Day Breakfast Kathy Doty, Chair 
     Nut/Treat Sale Cecily Cannon, Chair 
Website Kathy Oskison, CPS/CAP, Chair 
 
*Denotes Ad Hoc Committee 

2010-2011 Hallmark Chapter Board of Directors 

Hallmark Chapter earned the distinguished ―CHAPTER 
of Excellence‖ recognition for the 2009-10 IAAP year.   

For more information on the program, visit  
http://pathways.iaap-hq.org/IAAPHQ/Pathways/

ChapterofExcellence/Default.aspx 

Hallmark Chapter members earning the 
―MEMBER of Excellence‖ recognition for 
2009-2010 include ... Charlene Gill .. Kathy 
Kipping, CPS/CAP .. Kay Enlow, CPS/CAP 
… and Thelma Hickert  
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have served on the Missouri Division Board of Directors, each reaching the role of Division President.   
 
Still more personal and professional developmental opportunities are available at the International level of the association.  Eujetta Little has served on interna-
tional committees; Carolyn Prather, CPS, has served as a member of the Retirement Trust Foundation committee and currently serves as a 2010-2012 Retire-
ment Trust Foundation Trustee; and Kay Enlow, CPS/CAP served on the an international committee during the 1998-99 IAAP year, and on the International 
Board of Directors from 2000-2006, culminating her board work as the association’s 2005-2006 international president. 
 
These opportunities are available to EVERY member of this organization … and it all starts with your involvement!  Again, won’t you consider sharing your 
strengths and helping our chapter remain one of the premier corporate chapters in IAAP?   
 
Historically, I’ve included MY IAAP involvement on my objectives in the area of personal and professional development, with no weighted measurement identi-
fied.   In preparation for this article, though, I spent a little time – well, actually, quite a bit of time -- on the Career Management website, searching for ways to link 
our chapter involvement to the goals and objectives of our company.  That, coupled with information I learned from the article entitled The 8 Faces of Exception-
ally Creative Leaders, included in this month’s newsletter (page 5), where Robin Sharma notes ―… my core belief is that the old model of leadership is dead and 
now, ANYONE in an organization on any part of the planet can show leadership,‖ it struck me that our involvement in this association CAN and DOES enhance 
leadership skills … skills ALL Hallmarkers should aspire to achieve.  So I decided to develop a performance objective around leadership, and have mirrored my 
own division’s method of identifying a strategy … and specific priorities, which can then be addressed through your personal involvement in our IAAP chapter.  
Dependent upon your selected level of involvement, it could be suggested that this goal be weighted as 3-5% of your performance objectives. 
 
2011 GOAL: 
Develop a strategy and specific priorities from which involvement in Hallmark Chapter – IAAP can enhance leadership skills, while delivering person-
al and professional growth and facilitating alignment to the goals of the department, division and corporation. 

Remember, the ultimate benefit from your involvement in IAAP should be to aid in your personal and professional development, while providing you with tools 
from which you can gain leadership skills that will help you achieve great results – both in the workplace and in your life! 
 
Good luck … and thanks for being an awesome member of the Hallmark Chapter.   

… Kay Enlow, CPS/CAP, newsletter editor 
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2011 Performance Objectives  
… Cont’d. from page 4 

  
2011 Strategy 

  
2011 Priorities 

Individual Priorities 
for 2011 

Develop and promote accountability for creating the 
change we want to see in the organization. 

Identify ways to streamline day-to-day work  
and/or reduce costs 

  Add your specific goal(s) here 

Focus on candid conversations 
 Hallmark has invested significantly  

in Woodstone and Steppingstones  
to help facilitate honest conversations. 

 
  

Learn more about Woodstone principles and  
apply learnings 

 Information is available on Hallmark’s 

intranet site (http://home.hallmark.com/
career-management/woodstone-high-
performance-model) 

 Attend chapter’s March 8, 2011 meeting, where 

Luke McGlynn, HR Director SCBE & Corporate 
Support, is scheduled to present Woodstone Prin-
ciples. (Following presentation, link .pdf copy of 
presentation to chapter website, if available.) 

 Determine how to apply the principles in my own 

work area.     

Develop leadership attributes 
 Stretch and challenge yourself 

 Define leadership attributes required to 

win in today’s workplace 
 Stay abreast of business results through 

daily intranet/Noon News articles 
 Broaden your scope and search for ways 

in which to make a personal impact. 

 Get involved on a chapter committee 
 Participate in the Member of Excellence Program 
 Write an article for the chapter newsletter, The 

Connection. 

Focus on Development 
 Take accountability for your development 
 Talk candidly with your manager about 

strengths and development areas.  Seek guid-
ance in how to leverage your strengths and 
address development areas as needed to 
achieve goals. 

 Identify personal strengths 
 Create a development plan using past 

performance reviews, manager and peer 
feedback, and Lominger competencies. 

Participate in programs that can enhance personal 
development.  Consider attending: 
 Another local chapter’s meeting, 
 MO Division Annual Meeting (MDAM), 
 International Education Forum & Annual Meeting 

(EFAM), or 
 Spring or Fall Conferences offered by IAAP 

  

(see page 6 of this issue for program dates/more info)   


