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How to Write Personal Work Goals for Work!
€ By Nicholas Pell,

Writing goals for work can be very 2. Choose attainable goaléoth- performance has been lacking.
International Association of challenging. It requires you to look ¢ ing breeds failure like failure. A Conversely, choose goals which
Administrative Professionals® o rself in a way that may be difficu surefire way to make sure that improve already existing
, . Remember that setting personal goi you do not achieve your goals i strengths. This kind of balance
IAAP'S purpose is for work has a number of benefits. I to select ones that cannot be not only draws the attention of
to prov_lde |nforma_t|<_)n, allows you the means to gauge you achieved. Using the example o your employer, it also makes you
education, and training own progress against yourself, not sales, increasing your sales by a better and more walinded
and to set standards others in the company. It also allow: 1,000 percent is quite a reach. employee.
of expellence you to strive for something, giving Don't feel the need, on the othe
reqognlzed by the; structure and purpose to your work hand, to choose a modest, eas 5. Talk to your employ&dn your
business commumty tasks. Finally, it shows that you are attainable goal. Rather, pick own, have a brief chat with your
on a global perspective. o rjous about your work as your em  something for which you havet  supervisor about your goals, and
ployer. strive, but something which is see what she has to say. Don't
Inside this issue: also within your reach. expect her to write your personal
Instructions 3. Take your goals apatt a goal work goals for you, but any feed-
foannés Pl ans is large enough to include seve back you receive will be valuable.
1 Selected Life Lessor2 1. Choose measurable goals. others, it's better to list each If there are any colleagues you
1 Guidelines for Writing There's little point in choosing ¢ separately. This allows you to have a mentoring relationship
Goals & Objectives goal if you can't even prove tha look at each task on its own. It with, discuss the matter with
it's been achieved. Make your also draws your attention to the them, briefly and informally- A co
1 Answer the Call 3 goal something that is verifiable smaller steps toward achieving worker familiar with youstoay
For example, instead of "greatl the personal work geaure day work habits may provide
11 Housing Subsidy for increase sales" choose a speci formula for making the larger more insights, especially in terms
Admins in Need 4 sales target for yourself. Nome ~ goals fall into line. of seassessment, than a super-
9 The Trust ter what it is that you do, there visor.
has to be something quantifiabl 4. Honestly address your
{1 Individual Manage- 5 about it. Pick something specifi ~ Strengths and weaknesses. _ ,
ment Action Plan and measurable. This way you Your goals should not be lopsic g?)}’ergz{lefoogle search for articles on Goals and
can tell if it has actually been ed. Choose goals that h allow'y '
I Upcoming IAAP achieved rather than guessing. to improve in places where you

Events

[ttt Administrative Professionals Week (APW)

il cPs/CAP Exais
Info Session Planned

Since 1952, the International Assoc istrative Professionals Day on Wedr fully contribute to the workplace.

T wordESsal ! tion of Administrative Professionals day, April 27.
1 CPS & Organization® honored office workers by sponsorir Hallmark Chapter IAAP participates in
Mgmt Certification Administrative Professionals Week. APW ThemeThe APW theme for APW by hosting events each year to
Today, it is one of the largest work- 2011 i$assion and Purpose celebrate the day and week.
{ 201611 Hallmark place observances outside of emplc passion and Purpose encompasses
Chapter Board of ee birthdays and major holidays. Tt everything about administrative prof
Directors year Administrative Professionals  sjonals and their values. As admins PASSION

{| Chapter Programs Week is April-28, 2011, with Admin- show excellence in all their work, thh  PURPO
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3. Keep it simple and focused.
4. Use additional resources if
possible.

| tend to reach out to my peers
some with tenure at Hallmark, ant
some that enjoy or are very good
writing goals and objectives. The
Additionally, set your goals wisely peers that | talk to help me stay
there will be a sense of accomplis focused and narrow down my ide:
ment and less stress. Also, make

sure to have time management ol | hope this helps you for next time
your side and stay on task. Make
room for errors to alleviate additic
stress from attaining your goals; k
flexible.

Goals and objectives! Do you
struggle with writing your goals
objectives for the year? | do as
| received anmaail from the HR
Service Center with a few tips t
will share:

1. Setinitial goals and adjust a
needed. )
Set goals that emphasize dit

accountability.

Jann Grimm
2010-11 President
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Selected Life Lessorby Richard Dedor

dondét al ways know what

-Mi styés Life Lesson
Richard's Thoughts...
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QUOTES TO PONDER

"The elevator to success is out of
order. You'll have to use the stairs...
one step at a time.Joe Girard

AObjectives are
direction. They are not commands;
they are commitments. They do not
determine the future; they are
means to mobilize the resources
and energies of the business for the
maki ng ofPetertFe f ut u
Drucker

n o

"Without change there is no innova-
tion, creativity, or incentive for im-
provement. Those who initiate
change will have a better opportuni-
ty to manage the change that is
inevitable.*William Pollard
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What kind are you leavi@gld they turn into sores, bruises and welts? Or do you approach each and every interaction with a po

sionate attitude? Think about it and try to put a positive impression on every intgeraction tomorrow.
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Guidelines for Writi

events/activities from which
the department will choose a
our 2011 recognition event.

The following information comes from
Google search Goals and Objectives.
Hopefully, youdl|l

information to assist you in writing yot
2011 objectives.

1 To provide wholesome, value
added events/activities.

Objectiveare the means to the o
end. They are the interim, facilita Directions:
ting steps necessary to achieve a
specified goal and look like this:

Definitions:
Draftmeans to draw up a prelimi
nary or first version.

1. Write goals that begin with th
preposition "to," followed by ¢
action verb.

2. Ensure your goals are writter
as outcomes, NOT processe:

9 A goal describes what yol
want, NOT what you are
going to do.

9 Mentally picture what you

9 Conduct a local needs asses
ment by March 1 focused on
indoor and outdoor events/
activities for the department.

Agoalis an end; a final outcome; ¢
desired accomplishment, result ol
purpose, such as:

9 Introduce at least five new
Page 2

ves

o o 0.
o o o8

tion From ar
want and say, "l want
| (o JUVH "
For exampl e:

"To increase summertime
use of the Auto Hobby
Shop by 10%".
"To increase maximum
child care services capa-
bilities by 25 children."
3. Focus on a few, high value,
high impact goals each year
(or goal setting period).

(Contd6d. on
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€ b yarle@ehGill

Prior to the election of chapter off know you had. Give yourselfa chair. She secures the speakers makes de-
ers at our annual meeting in May, chance! Give yourself the oppor- and locations, issues the invitatiol posits, pay:
there will be a call for nominations tunity to learn and grow! and requests CTV notification for the bills, an

Have you ever considered runnin chapter meetings. And, in the ab reports
for office? Among the numerous duties of th sence of the President, she con- monthly to
Presidenshe conducts the monthl ducts BOD or Chapter meetings. the Board

You might t hi nk Board of Directors meetings ané Directors.
dondt have t he Chaptermeetings. She keeps th¢ TheSecretargkeeps an accurate

in front of a g DivisionPresidentinformed on &ll record of all BOD and Chapter  And if you N
struggle with each of these from matters of the chapter, and keeps meetings and publishes those donodt K
time to time. But not only is there the chapter membership informec through the Website committeetcy oudér e ready t o | ul
responsibility involved with being as to official communicationscon't he chapt er 6 s i officerposition, therearemany She
officer, there is much reward as w cerning International, Division anc conducts the correspondence of t leadership and developraes

You learn so much aboutIAAParc hapt er busi nes chapterandsends birthday and availald to you when you serve on

how it works, about the chapter a all those emails from Jann are  anniversary cards to the member: a committee.

its members, and even about you about!?!)

self. Through serving as a chapte TheTreasures responsible for all Answer the call when someone from
officer you will discover, and deve TheV.i c e P mairsdutdigto 1 funds of the chapter and for the the Committee on Nominations
op, | eader shi p serveasthe program committe@ records of its financial affairs. Shcont acts you. Youi

Guidelines for Writing Goals and Objectives
é ContndPg..2 fr

4. Ensure your goals pass the stones) "FAMILIARIZE staff with all 9 List all your major, but
R.AW. Test (Are they Real 1 Observable standard operating procedurt routine work responsibili-
istic, Achievable, Worth It?) 1 Measurable (SOPs)." ties, as bullets below this

| What does "appreciated" final Goal. This assures

5. Ensure your objectives aré g - gngyre your goals and objec: and "familiarize" really that you and your manager
written as processes, NOT tives are specific and measu mean? How would you have similar job perfor-
outcomes. Objectives de- able by indluding; know when/if or how well mance expectations.
scribe what you are going tc 1 Where appreciation or familiariza
do and by when, NOT what Wh tion happened? 13. Using the information and
you want. T When 11 To clarify your fuzzies, ask ~ guidance provided by your

1 How Much R How will 1 know one manager/supervisor, draft your

6. Write objectives that begin 1 How big/small when | see one? goals and objectives.
wuth action verbs. For exarn 1 How many R What would cause me 1 The most important part of
ple: ) 1 How long (time) to agree that the goal/ preparing meaningful,

{1 Provide monthly tool/ T Who objective is accom- effective, and practical
parts/services sales 1 Standard plished? goals and objectives for
specials starting June 1. andards R How will | know when yourself is actually writing

ﬂ Work with Marketing to ﬂ Value and how well the goa“ t hem out é donod
place monthly ads in the o obiective is accom- carry them around in your
newspaper and on the 9 Ensure your objectives relate plijshed? head because the chances
closed circuit TV networl directly to the goal to be ac- o are very good t
starting June 15. complished. 11. Ensure your objectives pass get done. (When was the

_ the RA.W. Test (Are they last time anyone really lost

7. Ensure each objective is: 10. Ensure your goal!s and"objec- Real|st_|c, Achievable, and weight as a result of a New
{1 Succinct tives are free of "fuzzy" word: Worth it?) Yeardos Resol uti
I e 2 2 ol e IO S0 1. 70 it ity ot s

To have program APPRE : P ing with blank paper or PC

CIATED by everyone." routine and special work as-
Page 3 signments.” (Contoéd. on
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Housing SubS|dy for Admins in Need (HSAN)

I nformation provided by Car

Since its i ncepHowever, the RTF realizes that st guidelines. Assistance can be a taries had no retirement home to call

sion has been simple: to assist every administrative professional part of or all of rent (depending or their own. She contributed the first

administrative professionals age ! age 55 and older can (or wants tc funds available and need). Here dollar toward such a cause, and

and older. live at Vista Grande. As a result, theRetirement Trust Foundation today, the RTF has built and main-
2003 the Founda Housing Assistance and Vista f tains just such a center. Through

As a result, IAAP, through the RT Trustees began a new program: ' Grande Grant poliéssadopted the HSAN program, we can ensure

has been able to do somethingthi Housi ng Subsi d March20,2010. ToapplyforHst hat Del |l a Herri ngé

very few associations have ever Need o0 pr ogr am. you need to download, fill out the

done: build and maintain its own Financial Assistance Applicatidn Like Vista Grande, the HSAN pro-
retirement c¢ent Through this new service, a retire follow directions for submitting.  gram is funded through your contri-
Vi sta Grande (t administrative professional livingi butions. Please see your division or

ment center for administrative prc a retirement community can recei When Della Herring stood up at a chapter RTF chairman to see how
fessionals) was built entirely throt financial assistance to be used  meeting of the National Secretari¢ you can help!

donations to the RTF, with no cor toward housing costs. To qualify, Association (NSA) in 1947, she

rate or association sponsorship. applicants must meet HUD financ thought it was deplorable that sec

viarch is RTE Month!

Admins in Need

THE
| r l I S t The Retirement Trust Foundation (RTF) Board of Trustees Housing Assistance Program provides housing assistance tc
trative professionals, age 55 and older, who are in need.

RETIREMENT TRUST

B FOUNDATION ®  The RTF provides rental subsidies for those individual who qualify for the program. You can review the Hgusing Assist:
< by visiting wwhmapgRolghrdgams/anthstilydu éeel gou are qualified for the program, please|complete

(" wmeonon  the Financial Assistance Application form located on the same webpage and return it to the RTF at the adidress on the t

the application no later than May 15. If you know someone who could benefit from the program, please semd them the |

Help the Retirement Trust Foundation reach its financial goal this year and support our mission of providetg dtbusirgjrassesiarofessiongls.

In the current economic environment, finances can be tight for many of our members, but it can be evemanbszsol verymemier can
donate just $3.25 each, plus $100 from each division, we will reach our goal.

For more information about the Retirement Trust Foundation please visit theviR\. iaafiSibecat

The RTF appreciates your generosity.

Guidelines for Writing Goals & Objectives

e Contodod. fr
update any of your existing know about. These would be of your high priority needs/ | Typically, four to six goals
needs, goals, and objectives goals and objectives directed wants. is more than you will be
that are still applicable. For by your manager/supervisor, ' Remember to concentrate able to achieve.
the time being place _these at your department, division, or your efforts on a few, higt
the top of your draft list of the company. value, high impact goals For each goal, draft as many objec-
goals and objectives. each year (or goals settin tives as necessary to describe how

_ _ 16. Include your professional period). Listing alarge  you will meet and/or exceed the
15. Add to this draft list avgn- development goals, also. number of goals and ob- goal. (Usually three to ten are ade-
datedyoals and objectives yo jectives is usually counter quate.)

Pages 17. Draft a goal statement for eas productive).


http://www.iaap-rtf.org/
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Individual Management Action Plan (IMAP)

By Tom Terez, BuildaBetterWorkplace.com

[ Edi tor6s Notesimple as possivthing off. Yo uafpyourself The beard could g@now
Tom Terez is one of my favorit! MAP i s si mpl e, s 1 and it did.
Writers é& and Andinthisworld of excessive bug He said it with such conviction tha
offering a new tool to his reade ness, simple is good. almost asked for a razor right ther A few days later, | met with another
S5and thereos r and there. But as | drove away, m business contact. It was our first

. . - And é | ast, b y reaction got more complicated. | facetoface meeting after several
the |r1format|0n 9” this new toc : . could see the humor in our encoul phone conversations, and he
a fAifun, o0 persc L When! " ter, butlalso saw the serious side seemed surprised as we shook
shared in late January. | hope | launched  Peopletalk alot aboutvaluingdiffhands. fAYou | ook a
you all enjoy!] my first full €nces, yet here | was being told tc said.
time busi-  Shave mine off.

What does Opie Taylor (picturt ness in iFunny you should
at right) have to do with buildir 1991, | To vent, | wrote a guestcolumnats ai d . ALet me tell
broughta  diversity for ti@ncinnati Enquirer bear d. o

r workpl ?
better workplaces lot to the told my story of growing the beard

table: two recently written books, , and feeling pressure to stick with t

I 0 I ge t to t solid work experience’ a Duke ¢ 90 percent of clesimaven American
right now, the versity MBA. There was just onﬂ males. The article ended with a qu
more important than @p&nd i, utace problem: | looked about ionWh at 6's it | i ke ymi -
that would be you! half my age. nent difference sha
off?

Do you need to IMAP yourself'| f youbve ever M

reruns ofhe Andy Griffith Show ~ Many people answered, calling an &
If you believe thyatuare yourown fr om t he 1960s, Wwritngtotell meaboutthe challep ¢
first and foremost leaderandman| i t t | e Opi e Tay brought on by thei_r own differencg TOM TEREZ
er, then youol | howllooked butatage 28. The i Most of these testimonials had to «
in this. Opie Syndrome had me in its clut With workplaces where sameness ~ Copyright © 2011 Tom Terez

es. and conformity are quietly expecte Workplace Solutions, Inc.
Over the past vy 1 All of their experiences were far m - BuildaBetterWorkplace:com
and fin¢uning a simple template  |n all of my first meetings with-wot serious than mine. -NextLevelWebinars.com
called IMAP (Individual Managem be clients, | kept getting the same -TomTerez.com
Action Plan). g u e s Whemlid you say you 2 | also heard from critics, lots of the -contact@TomTerez.com
where IMAP is ready for widercircgr aduat ed? o6 Peo most of whom seemed to long fory
lation. short of asking for my birth certific world of their own chosen familiarity.

One irate reader had clipped the QUOTES

That 6 s watysharéitm So | decided to do what Opie nev article from the newspaper, covered it
wi t h you. Ther could.l gre_wamoustache and . (Wwith vulgarities, sealed it in an eNVe{niess vou trv to d something .
a series of too ber?\rd,hoplngthatsomett_amﬂedi'| ope, and sent ij Or?ﬁ hat Udu have Madtéred, ny
the years. (IMAP can be found or whiskers would make a difference! 0ok 1 i ke Sat an ’ygzwl Seveldravic & - Lawton

Pages 10 and 11 of this newslette And they did! People stopped ask ) .

my age, and new sales began to Tha_t letter was an outlier, but it tooki Most people never
On one level, IMAP is justa two  sprout. the issue to a whole new level of ., <0 they are always worried
page template that walks you thro seriousness. My S#@ep thoughts .+ ynev will lose their job, lose the
a process of discovery and plannii Then | paid a sales visit to someo about youthiul appearance quickly o thev already have, lose their
Thatos not susah | ol | call Mr. &levolvedintocontemplations abougy, ¢ & Miyse their health, and so on.
big deal is | MA panythattrained salespeople, so| the struggle for diversity, tolerancery . o 6 security in life comes
It gets you thinking about a wide  was literally selling to an expert or @nd acceptance. | kept coming back | knowing that every single day
range of very important (and- ofter selling. tothist f someoneods fo@areﬁrﬁpﬂ,\ﬂng %ﬁrse#}%‘ior%en
neglected) factors, all of which ha' Two minutes into our meeting, the just because of a beard, what are way, that you are increasing the
a big impact on your sucaass -nonsense Mr. Smith leaned towa they doing to people whose differ- __ =4’

. A caliber of who you are and that you
; ?
happinesas a leader. me and locked his gaze onto the €Nnces are more significant? are valuable to your company, your

_ _ lower half of my face. His stare la ! kept the beard for a couple more friends, and your familyanthony
Another big deal is that IMAP pas: so long that | began thinking he h: years. Then one _Saturday morningl e

the Einstein test. It follows his ad' spotted an errant Rice Krispie or ¢ spotted my electric razor at the back

that fAwe shoul d shelteseeking bug. Then his trand Of & bathroom drawer. | had leamed]ivery day, in every way, | am get-

broke. He eased back, took a dee about diversity, and in the Process, o hetter and bette€mile Coue
breath, and dec hadleaned aboutthe needtoben 3
Page5
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Dat e
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June 10-12, 2011
MDAM

2011 Missouri Division Annual Meeting

( MDAM) é A Bit of Th

All righit 2011 is well underway ai their presentations will qualify for prize valued at over $150!!!! There
we are moving rapidly toward Jui recertification points. We hope tcwill be much more information avail-
There are several details that are offer 4 % recertification points for able about Friday& seminar very
coming together, and we want to these presentatioMgarlene soon so watch your mail, your e
highlight just a few things for you Chismis our speaker on Friday = mails and the new Missouri Diyi-
with this article. morning ardon Harkeis our sion Annual Meeting eGroup.
speaker on Saturday afternoon. Donds present
We have aew eGroupn the Web Please stay tuned for some grea of the Saturday afternoon b

Visit the events section

(www.iaamodiv.org)
for more information.

AP

for these upcoming IAAP events.

of the IAAP website (wwwitigagrg)
or Missouri Division website

Th

This is the fourth in a series
articles submitted by the 201
Missouri Division Annual Me
ing (MDAM) host committee
(Springfield Metro Chapter).

Over the e><t ew months

th‘é’se (lertlcles |Ileoe |r%|udg

Communityyou will want to go ot offers regarding the Friday morni ness session, and he is bu
there and subscribe because we optional seminar. We know that working on some great m
be posting everything we can abr both speakers will draw attendan al that will complement th
the 2011 MDAM out there in that and we have limited seating for tl trends in the workplace.
eGroup. Friday seminar so we will be offe These are two seminars t

an incentive to get registered ear your executive will be ver
Registration details are being  Just a noteeveryone who attends happy that you attended b
finalized for the registrationiform the optional seminar on Friday cause the ROI on this inves

{ about the 2011 MDA

in chapter newslet-

Their purpose is to
provide members
with information

scheduled for June
1012, 2011 in Sprin

so watch f or t hmorningwilreceiveacopyofMiment wi | | be
way very soon. We hopetohavl ene 6 s nStop/\Warkiplaceé you will want to be sure that
the registration packets out by m Dramaas part of their seminar  have your seat reserved.
March. registration. In additionfitsie40

people who registéor the option- ToursiOh my goodnessé
Seminarg We have booked two al seminar on Friday morning wil more we check out the places we

greatspeakers for you and both ¢ have their name in a drawing for

(Cont6d. on

field, Missouri. Plan

END\® to Stdh@ife b0S1:MO
Hal | mar k Chap
way to meet other IAAP men
bers and get a real sense of
@ur wha {gis association has
to offer its members!

ters, if space permits.

nf

=

pt-
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M
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CPS/CAP EX&ﬁ'IB']fO SeSSIOH PlanneldArline Bradshaw, &Pl Summit Chapter

On April 9 fromd2.m. The Sum-  This will be a great opportunityto [ Edi t or 6 s Not e:
mit Chapter has arranged an in- get more members interested in  Chapter was formed in 1990, we goal
formative session on the CPS/CA taking the exam because once th: offered CPS review classes to

exams for IAAP members in local have a better understanding of wt members (and any other Hallmarl

we sincerely wanted to

achieve!

Kansas City chapters who might to expect they will feel more com- admins interested in certification) If YOU have an interest in your

want to know more on what to ex- fortable signing up to take it.
pect about the exams.

urge you t

but who also saw certification ag& a

and nearly 20% of our new chapt: personal and professional growth,
members participated in the class | 6 d

(o]

We need to know how many will which were held right after work it this session to find out more about

The session will be held at the Mi: plan to attend from your chapter t the Training Rooms in the 2480
souri Fire Department located in  March 25. This session is open tt Crown Center Building.
Century Towers, 635 Woodland anyone who might want to attend ing (and fun) studying with co
Avenue, Kansas City, Missouri.  Please contact Arline vizad at

the CPS/CAP exams.
It was ex great to increase the number of
Hallmarkers certified! THANKS to
workers who were pumped up ab The Summit Chapter for offering

It would

arlineb@att.néyou plan to attend! (then) PSI (Professional Secretar members this opportunity!]

Page 6 International) and our new chapte

be

é

cCorl


mailto:arlineb@att.net

FEBRUARY PUZZLE
é A n rGoadsland Objectives

Annual Goals and Objectives t he subj ect of oTheComectoBimpy completd tieiword mo |
Search puzzle for a chance to win a special PRIZE ... and submit yourraagw@en(ow@ hallmark.aomby inter-

office mail @ mail drop #128) to Kay Enlow, CPS/CAP, editor, no later than Monday, March 7, 2011. (Please be st
your name on your entry!)

{ The winner wil/| be drawn from all correct submissio
have FUN with this monthoés puzzl el!

- Kay Enlow, CPS/CAP, Editor

CSEQTOUQRWZDITE ACTIONS
MECLQNCVODESNNM ATTAINABLE
ESRCBIAOMVKSSEI CERTIFICATION
NSZTDADVEWHDPMN DEVELOPMENT
TEGWISRLETFSIED ENGAGEMENT
ONUQTFOUGLNXRGI GOALS
RKROWPINSOEJAAYV INDIVIDUAL
IANEMXECIAMRTGI INSPIRATION
NEXESRXTAQEBIND MANAGEMENT
GWNVTGCVCTDMOEU MEASURABLE
I TWSKACCZEIRNXA MENTORING
SEVITCEJBOCOLJL OBJECTIVES
TNEMEGANAMSKNIG ORGANIZATIONAL
ORGANIZATIONALL RELEVANT
ATTAINABLEGOALS STRENGTHS
WEAKNESSES
CONGRATULATIONS WOODSTONE

Newsletter Puzzle WINNER

GLENDA PITTMAN
DEC/JAN Issue

An fianonymouso friendds entry wWas drawn from those subm
and she wanted to share her win with Glenda, who will receive a Hall-
mar k Bug O6Em containing a Hallmark branded paper clip
and a Pecan Delight bar! Congratulations to Glenda AND
that fanonymouso frielld!

YOUR NAME:
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CAP and Organizational Management Certification

€ by Kathy Kipping, CPS/CAP, Certification/Education Committee &hair

\Volume 20, Issue 5

The registration deadline of Febr. Following are the dates/deadlines programs were announced at EF/ Content Outline and Bibliography for
ary 15, 2011 has passed for the N for 2011 CPS and CAP exam ad- in Boston last year. Below are link Organizational Management Spe-

6-7 CPS and/or CAP exam(s), bul ministrations to the new content outlines and  cialty Exam

now is the perfect time to begin bibliographies for the new CAP ar

study for the November exam (se Registration  Organizational Management exar Please contact Donna Baker, CPS/
the article on page Exam Dates Deadline that are effective November 2011 CAP or Kathy Kipping, CPS/CAP,
this issue dhe Cony o May 67, 2011 February 15 Certification/EducatiorQBairs, if
nectiorior informatio 24 ' November3, 2011 August 15 Content Outline and Bibliography you have guestions!

on a special session” aa¥ | Certified Administrative Professio

being offered April 9§ = = As you may know, changes to the Exam

The Summit Chapte! j.',-“- IAAP certification and recertificati

2011 Missouri Di vi sion Ann
of This and That! 6 Contod. fr

are providing tours for this year the tition so you want to be thinking Contact Info for Questionshere  well as in your personal lives. We
more excited we become. Colleer about something that you and/or are several ways you can reach L hope that you have already blocked
and Samantha would like to skip ¢ your group can present to get yoL and we encourage youttaé the dates of Jund®, 2011 to

on getting things set up at the hote own mirrorbala n d d o n 6 t with any questions you have. Ou attend your Missouri Division Annual
on Thursday evening and Friday that glitzy teshirt, outfit or personal contact information is  Meeting.

afternoon and join youforthese s hoesé. you | ust notedbelow. We also have a Ye

toursébut wedl | ner Contact Samantha Wellendo hoo group account and you-can €

so that when you return we have more details on how to enter the mail us there at Colleen Neill CPS/CAP

everything set up for you. This ye Mirror Ball Trophy competition. = mdam2011@yahoo.céddaman- 2011 MDAM Coordinator

you have two chances to go on a tha has also set up a@reup for  colleenneill@yahoo.com

great tourthe Branson Landing on Silent Auctiofi We know that you Missouri Division Annual Meeting 417.894.6036

Thursday evening (you have to be have already heard from Angelitat he | AAP Web Co edl |
there anyway so you can hear Ma Caraneing, the Silent Auction be posting lots of information ther Samantha Weller CPS

lene at 8:00 am on Friday morninc Chair, and we hope that you are We try to check all of these for 2011 MDAM Assistant Coordinator
so you really should come on Thui thinking about what you can contt MDAM questions on a regular ba: Samantha_weller@sbcglobal.net

day afternoon and go to Branson); ute to this wonderful fundraiser However , i f we 417.343.3702 when
and a choice of two great tours on supporting our Division so that th¢ you really need us to; please call
Friday afternoon (Laura Ingalls  can provide us with services Colleen on her cell phone at

Wilder Museum and Home or Fan throughout the 2011/2012 year. 417.894.6036.
tastic Caverns/Botanical Garden/ Angel has organized silent auctiol
Butterfly House). Check out the for a while and she is working to | Signing off for nowMWe know
registration form when you get it a in some great contributions not or there is more that we can seay
get those reservations in for a cou from chapters and members,but r eal | 'y havendt
pl e of tour sé. . alsofrombusinesses across M+ Saturday business session, recog
great chance to play before you st souri. If there are any businesses tion luncheon, elections, or the
attending education and business that you think would like to contrik formal banquet; but we have to
sessionsdondt mi ss utetothe silent auction, contact leave some surprises for you. W
Welcome eveiitWell all we can Angel King right awagrat cansaythiswe real |y
say is if you like to participate in fu gel.king@alz.cagd let her know  you want to miss this annual mee
events, love glitz, and like to danci that. We know there will be some ing. We are working very diligent
7 you will be very sad if you miss items in the auction that you just to plan a great conference for all «
this event. We are busy pullingincandét | i ve wi t h ourattendees, and to make it one
some wonderful vendors, planning what you can contribute, contact that your companies will feel has
the music and getting the list togel Angel with names of businesses, great return on investment so tha
er for the Mirror Ball Trophy compra n d d o nlérihg yéuo r g e you can put what you learn right t
checkbook! work in your professional career ¢
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20162011 Hallmark Chapter Board of Directors

President
Vice Presi
Secretary
Treasurer

‘ . The Con

dent

APW Committee

Bylaws &

Standing Rules

Certification & Education

Community Service

Finance/Budget

Installation of Officers*

Joint APW E Liaison* Chai ded in IAAP committees and events at the local, division and international levels.
oint vent Liaison arneeded These events foster networking, mentoring and an opportunity for exchanging
Meeting Arrangements/  Maria Villa, Chair ideas
Greeters '
Membershi Charl Gill, Chai
embership Th;rn(waarllzicll(ert _C?]I;ir As a corporate chapter of IAAP, all of our members are employed by Hallmark
Mentoring Chair needed ' Cards or Hallmark subsidiaries, which allows us the unique opportunity |of
Nominations Kathy Kipping, CPS/CAP, Chaic ONNECTI NG wi th our companyds gagals
Parliamentary Advisor Eujetta Little of both our own chapter members AND those IAAP members with whom we
Publication / Newsletter ~ Kay Enlow, CPS/CAP interact.
Scholarship* Chair needed
Scrapbook Angela Nelson, Chair Hallmark Chapter members take much pride 1
Ways & Means belonging to one of the premier corporate ch
Bossobds Day RathgRoky, fChairt ters of IAAP. Our meetings are held the sec
Nut/Treat Sale Cecily Cannon, Chair Tuesday of each month over the lunchiand = SSSECCTREZZZ
Website Kathy Oskison, CPS/CAP, Chaife welcome and encourage guests at our m International Association of
|y meetings. Administrative Professionals®
*Denotes Ad Hoc Committee Hallmark Chapter
Mar k your calendar NOW t2llactoheadd ) é
Mar8 Woodstone Principles é Luke McG
2010 Corporate Support
Ere-y Aprl2 Leadership Development é Ruth R
munity College
May 10 Sur prise! é | AAP members & Bob
munity College
Jun 14 Instaiiation of Officers
Jo11 WedOre on t @e W
== www.iaap-hallmarkchapter.org
= Hal |l mark Chapter ear ne|talnarkeChagpter snenibergearnig e .
5 Chapte of Excellenceo-10laAPyeam ijfi MBMBER ro ft hEex @@ 0 |“Cluier MEEﬂbe i on

Of x
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cellence

2009-2010

nection

Jann Grimm
Evelyn Hamilton
Charlene Gill
Thelma Hickert

Evelyn Hamilton, Chair
Connie Cleveland;Cluair
Kathy Doty, €hair

Donna Baker, CPS/CAPCRair

Hal | mar k Chapterds
We are an organization of administrative professionals that valug
by providing career development, education, and networking op(

to help our members achieve personal and professional gro

We have earned the support, recognition and respect of Hallmark
regarding the importance of our positions in helping the corpo
achieve its goals.

Kathy Kipping, CPS/CARC Rair
Michelle Edwards-Cleair
Sharon McLaughlin;@wmir
Nickole Cory, @air

Becky Long, @hair

Kitty Barton, Chair

The Hallmark Chapter of IAAP was chartered in October 1990, and is ir
Missouri Division and the Southwest District of this professional associa

Members acquire additional organization and leadership skills by partic

http://pathways.idzgporg/IAAP

For more information on the program, visi

ChapterofExcellence/Default.aspx

20092010 include ... Charlene Gill ..
Kipping, CPS/CAP .. Kay Enlow, CP|
é and Thel ma Hic

gf-Excellence

HQ/Pathwaysg
2008-2010

the

ation.

pating
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PETER DRUCKER: “lt’s up to you to carve out your place, to know when to change course, and to keep yourself engaged and productive

WHAT ARE MY STRENGTHS"

“A person can perform only from strength.”

“Most people think they know what they are good at.
They are usually wrong.”

WHAT IS MY

BRAND?

* WHAT DO | NEED TO LEARN? ﬁ

“Far too many people — especially people with great
expertise in one area — are contemptuous of knowl-
edge in other areas or believe that being bright is a

substitute for know!edge "

TOM PETERS:
“In the new frontier, the
only way to protect yourself
is to realize that you have
to be the boss of your own
show. Brand You. Me Inc.
It matters. When | wrote
about this in Fast Com-
pany in the summer of
1997, it was cool. But now
it's necessary. Even if this
idea scares you to death,
ordinary has become a
design for disaster.”

HOW DO I *
RECHARGE?

eVEREADY

PROF RANDY PAUSCH FROM HlS LAST LECTURE You ;ust have to decxde whether you're a Tlgger or an Eeyore.”

I &8 GOT A BUCKET LIST?

If you don’t, make one soon.

o0

W

GOT ROADBLOCKS?

Analyze what’s going on.

HERE’S WHAT | WILL DO: 