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FINDING A WORKPLACE 'HERO' 

Almost everyone had 
an individual they ad
mired as a child. 
Whether your hero 
wore a red cape or a 
football jersey, he or 
she served as an ex
ample for you to fol
low. 

As an adult, do you still 
seek someone to in
spire success? If not, 
you should. While per
sonal ambition and tal
ent are key to accom
plishing your profes
sional goals, looking to 
a trusted mentor for 
advice and guidance 
can be one of the 
most important steps 
you take in your ca
reer. A mentor can 
help you navigate the 
ins and outs of your 
field and derail any 
obstacles that threaten 
to halt your profes
sional progress. 

Unfortunately, many 
people fail to partner 

with a mentor because 
they are intimidated by 
the prospect of identify
ing and approaching a 
potential candidate. But 
finding a mentor isn't as 
difficult as you might 
think. Here's what to do: 

Be proactive. A mentor 
is unlikely to approach 
you, so you need to 
take the initiative. After 
identifying someone you 
respect, explain that 
you would like to learn 
more about how the 
person honed his or her 
skills and abilities. More
over, show your enthusi
asm and desire to grow. 

Cast a wide net. It's 
perfectly acceptable to 
reach out to more than 
one person. For in
stance, one individual 
might be able to help 
you improve your tech
nical proficiencies, while 
another advisor can 
share expertise on deal
ing with office politics. 

Respect the person's 
time. Once you have 
found a mentor and 
started meeting, be 
respectful of his or her 
time. Arrive at sched
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of questions, but don't 
expect your contact to 
have all of the an
swers . Research issues 
before you bring them 
up. 

Be appreciative. After 
you've established the 
relationship, keep your 
mentor updated on 
progress made in areas 
in which the person 
has helped. Always 
thank him or her for 
any assistance pro
vided and share the 
credit for your suc
cesses when appropri
ate. 

OfficeTeam specializes in Ihe place
menl of highly skilled adminislralive 
and office supporl professionals. 
The company has more than 300 
locations worldwide, and offers 
online job search services at 
www olficeteam com 
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[ HEARTFELT WAYS TO SHOW YOU CARE 

Believe in Someone 
I want you to know that' believe in 

you. 'believe you have what it takes 
to make your dreams come true. And 
Ijust wanted you to know that I'll be 
there beside you through both the 

good and bad times. I'll be your light 
and warmth when the road gets 
rough. I'll lend you a shoulder; I'll 
hold your hand; I'll encourage you 
when you hesitate. I know you can 

make it. Never stop trying! You 
never know what you can achieve or 

where your dreams will take you. 

r-------------------~ 

I Ways to show you care 
I
I Lend money 

: Give a hug 

I Give advice 
I
I Be a good listener 

I Tell them you care 
I 
I Name a child after 
I you 
I
I Offer a place to say or live 

I 

IL ____________________ 


I 

I
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Social Skills to Practice 
=> 	 Try to notice positive things about 

others 

=> 	 Use a clear, enthusiastic voice 

=> 	 Praise a specific trait or ability of 
the other person, or congratulate 
him/her on a recent accomplish
ment 

=> 	 Don't say anything that would in
validate your comment like "it's 
about time" 

Thoughts shared by a kindergarten teacher 

"/ Love You" in Different Languages 

Chinese: Wo ie ni fManderin, Cantonese) 

Czech: miluji te 

Dutch: Ik hou vanjou 

French: Je t'aime 

German: Ich liebe Dich 

Italian: Ti amo 

Japanese: Kimi 0 ai shiteru 
IKorean: Tangsinul sarang ha yo 
I 

Pakistani: Muje se mu habbat hai I 
I 

I Spanish: Te amo 	 IL _____ _ ______________ ~ 

Sanguine - adjective Cheerfully optimistic or confident; having a healthy reddish 
color; blood-red . "Still, let us not be over-sanguine of a speedy final triumph. Let 
us be quite sober." Abraham Lincoln; Letter to James C. Conkling; Aug. 26, 1863. 

Debacle - noun A tumultuous breakup of ice in a river; a violent disruption (as of an army); a great disas
ter; a complete failure . "After many years of separation between East Germany and West Germany, a 
great social and political debacle allowed Germans to travel freely between the East and West, ending 
years of separation." -wikianswers.com 

http:wikianswers.com
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PRE I E M SSA E 

IAAP and the Bryan/College Station Chapter are about learning new skills. Learn
ing new ways of doing things. New ways of thinking. New ways of working with 
people of different ages ..different countries ..different viewpoints. And I believe 
that we provide these learning opportunities to our members in many and varied 
ways. 

We provide these opportunities at monthly chapter meetings. At least 10 out of 12 of our meet
ings offer one recertification point. And at the April Administrative Professional Day Conference, 
you receive 4+ points. Beyond these monthly meetings, there are the Certified Professional Secre
tary © (CPS) and the Certified Administrative Professional © (CAP) certifications. Last year, we 
were given the opportunity to study and test for the Microsoft Office Certifications at a much, 
much lower price than the usual testing. You have a chance to attend severallAAP sponsored 
conferences throughout the year. This year' s Texas-Louisiana Division Conference will be held in 
Shreveport, Louisiana from May 15-17. The International Conference will be held in Minneapo
lis, Minnesota from July 26-30. And the list goes on and on. 

Another way to learn and increase your own personal sense of accompl ishment is the Pathways to 
Excellence Program. Unless you are deeply involved in lAAP, you probably haven't given this 
much thought. I urge you to visit the international website at http://www.iaap-hq .org. You may 
have to do a little searching, but you can find the information on the Pathways to Excellence Pro
gram. To be a Member of Excellence, you must attain a minimum of 8 of II criteria. You have 
probably achieved most of these criteria already. It is just a matter of going to the website and 
filling out the Member of Excellence On-Line Submission Form . 

You ask: Why should you pursue the Member of Excellence certificate? And I have to counter 
with: Why did you pursue the CPS and/or CAP certifications? Why did you purchase the Micro
soft Office Testing certificates? Why do you come to meetings? You do all this because you 
want to constantly learn and evolve into the best employee and person you can be. You want to 
move up in the hierarchy of your company. You want to show your employer that you are out 
there, pursuing the skills that will help keep them at the top of their field. You want to pursue 
Excellence! 

Please join me in pursuit of the Excellence that is within you! 

Texas-Louisiana Division Officers 


From left to right: 


Treasurer Carla Flowers CPS/CAP, Presi

dent-Elect Donna Shotwell CPS/CAP, 

President Suzanne Dunbar CPS/CAP, 


Vice President Michelle Spradley 

CPS/CAP, Secretary Traci Mcintosh CPS 


http:http://www.iaap-hq.org
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ITime to Relax 


Val,e'ntine's Day Word Search 
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I lmpress others at networking events by giving more than just your job title. Explain 
how your work benefits others with a statement such as, "I assist the vice president 
in marketing for our company's products successfully." Saying what you do will in
vite others to do the same. From Administrative PROFESSIONAL. October 2006 
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[NEW IAAP MISSION STATEMENT & CORE VALUES [ 

IMP's new mission statement, "Enhancing the success of career-minded administrative professionals by 
providing opportunities for growth through education, community building and leadership develop
ment." 

IMP's core values 

Integrity: We demonstrate this cornerstone of our profession through honesty, accountability and high 
ethical standards. 

Respect: We create respect within our profession and association through listening, understanding and 
acknowledging member feedback. 

Adaptability: We ensure the success of our association by embracing positive change and by nurturing 
diversity, creativity and visionary thinking. 

Communication: We cultivate and maintain excellence by remaining approachable at all levels, commu
nicating openly and building strong relationships. 

Commitment:: We are steadfast in our goals to develop learning opportunities for career-minded admin
istrative professionals and to strengthen efficiency and effectiveness. 

..... _. *"" - -.-.. - . _ . -. _ 7~ . 

Web Development has been completed for the public site. Visit the International site (www.iaap
hq.org) to take a look at the redesign and become familiar with navigating the new website. 

. ~. Quick Tip Ending Periods and Closing Quote Marks 
1,1 Just where does that period go? Inside the quote mark; outside the~ quote mark? Would someone please tell me? According to The 

Gregg Reference Manual, Tenth Edition: Periods and commas always go inside the 
cloSing quotation mark. This is the preferred American style. 

"Love is the wild care of existence." ,... Rita Mae Brown 


"Work joyfully and peacefully, knowing that right thoughts are right ef
"" 
I-------J forts inevitably bring about right results." ,... James Allen 

"Yesterday brought the beginning, tomorrow brings the end, and somewhere in 
the middle we became the best of friends." ,... Author unknown 

"Friendship isn't a big thing-it's a million little things." ,... Author Unknown 

www.iaap


---------------------

----------------------------------------- -
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[CALENDAR OF EVENTS_ ______ 

Uldentifying & Mastering Skills to Stay Ahead in the 


Administrative Field" 


Susan Dunbar CPS/CAP, Texas Louisiana Division President 


February 17, 2009, 5:30 p.m. 


College Station Hilton, North/South Forty Room 


.!ldnlinistrativeProfessionals Day 


.!lpriI23~ 2009 


College Station Hilton~ OakwoodBallroonl 


8:30 a.nl.-4:30p.nl. 


Re.lJistration irifornlation available in MarcIl 


Chapter Menlber ofthe rear Irifo to be sent via enlail soon 


International Convention 

July 26-29, 2009 

Minneapolis, Minnesota 

Better Business Writing Class-FREE 
http:// vpfnwelJ1.tamu.edu/twa/do/events/onsite/view?uid= 1047 or call 845-4153 

Texas-Louisiana Division 
Date: May 15-17, 2009 
Location: Shreveport. Louisiana 

Reserve Your Room Now for T-L! 

Hotel: The Hilton Shreveport and Shreveport Convention Center 
Hotel Tel: 318-698-0900 

j Coordinators: Lynda Dickson CPS/CAP and Virginia Lee 
j E-mail: Idickson@bpcc.edu and virginraJee@cLshreveport.la.us 

iReserve your room now for Texas-Louisiana's Annual Meeting in Shreveport May 16-20. Remember, the dis
icount code is lAP (only one"A") 
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[Reclaim Your Lunch Break! 

In today's fast-paced workplace, 
a lunch break often takes a back
seat to e-mails, phone calls, 
meetings and pressing deadlines. 
Most professionals are doing 
more work with fewer resources 
and, therefore, putting in more 
time at their desks. Workers may 
also be collaborating across time 
zones and forgoing lunch breaks 
to accommodate their colleagues' 
schedules. 

According to a survey by our 
company, executives say their 
typical lunch break is now just 
35 minutes, down from 42 min
utes in 2003. Moreover, respon
dents work through lunch three 
days a week on average. How
ever, it's necessary to step away 
from your desk in order to re
charge and remain productive. 
The following tips can help you 
take back your lunch break: 

* Plan your day. Schedule your 
break to fall between projects, iflpossible, and set morning dead

lines for important tasks so you 
can relax over lunch. 

* Schedule lunch with col
leagues. During a busy period, 
change a team meeting to a 
working lunch outside the office. 
The time away will improve 
your energy while maintaining 
prod ucti vi ty. 

* Book an appointment. Block 
off your online calendar so co
workers don't schedule calls or 
meetings during your lunch 
break. Be flexible, though, if 
there are no other options. 

P AGE 7 

I 
--------, 

* Step away from the desk. If I 
you are unable to leave your 
building for lunch, take a walk 
around the office. If possible, eat 
in the lunch room or break area 
with colleagues. 

* Put work aside. If you have to 
be near your computer or phone, 
face your chair away and do a 
nonwork activity, such as read. . 
mg a newspaper or magazme. 

While you may want to work 
through lunch to stay ahead of 
your workload or help your team 
during a particularly busy pe
riod, keep in mind that taking 
regular breaks to recharge can 
actually increase, rather than 
hinder your productivity. 

OfficeTeam is the world's leading staff
ing service specializing in the place
ment of highly skilled administrative 
and office support professionals. The 
company has more than 300 locations 
worldwide, and offers online job search 
services at www .officeleam .com 

-------------------------------------------- - ---------------, 
Welcome New Members 

" Majid Farooqi from TAMU Oatar campus 

" Glenda Rogers from the TAMU Office of General Council 

" Barbara Schumacher, CPS, from TAMU Student Life Studies 

I 
I 
IFebruary Membership Stats: 95 Chapter members; 1 1 Members-at-Large; 1 I 
IDivision Mernber-at-Large = Total Membership of 107 I 
I 

1 1 
1__ ____ ------------ - ------ - --- - -- - - -------------------________1 

www.officeleam
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ITEXAS-LOUISIANA DIVISION IAAP@ 

SCHOLARSHIP APPLICATION 


Texas-Louisiana Division Inc. of IMP will award 
(4) scholarships in the amount of $500 each to 
qualifying students in 2009-2010. The scholar
ship is to help cover the cost of tuition, fees, 
and books for attendance at an accredited two
year, four-year, or certified busi
ness/administrative college. The requirements 
are: 

1. 	 Student must be taking a minimum of 6 
hours per semester. 

2. 	 Student must be pursuing a degree. 

3. 	 Student must have and maintain a 3.0 se
mester grade point average. 

4. 	 Student must have successfully completed 
at least 18 semester credit hours toward a 
degree. 

5. 	 Student must be an active IMP T-L Division 
member or immediate family member of an 

RETIREMENT TRUST FOUNDATION UPDATE 


The mission of the Trust places a special responsibility on 
the association to help administrative professionals be
come aware of the need to plan well for their retirement 
years. The Trust has engaged in an ambitious program to 
meet the future needs of all administrative professionals. 
As the age of our membership continues to reflect the 
aging of the world's population, special financial de
mands are placed upon the Trust to meet the anticipated 
increase in services to successfully carry out its mission 
by: 

• 	 Providing housing assistance for administrative pro
fessionals in need 

• 	 Ensuring that The Trust has the funding to provide 
administrative professionals with accurate and timely 
lifetime planning information 

• 	 Providing for the long-term economic viability of 
Vista Grande 

One of the benefits that has been working for you since 
the inception of the Trust, is the Financial Assistance Pro

active IMP T-L Division member or an ac
tive member of a student chapter within the 
T-L Division. Immediate family is defined as: 
children and stepchildren, siblings and 
grandchildren, parents and grandparents, 
nieces and nephews. 

Applicants will be judged on the basis of educa
tional objectives, financial 
need, scholarship, and 
character. The scholarship 
will apply for the 2009
2010 school year. Applica
tion must be postmarked 
by March 1, 2009. The 
application can be found 
at: www.iaap-txla.org. 

L 

gram. There was a time when the Retirement Care Trust 
Fund (RCTF) could only offer an apartment with subsi
dized rent at Vista Grande, our beautiful retirement center 
located in Rio Rancho, New Mexico - a short drive out
side of Albuquerque. The Financial Assistance Program 
allows for the benefit of Vista Grande without leaving 
their communities and families. Following are the guide
lines for eligibility: 

• Must live in a retirement community, 
• U.S. Residents must meet HUD Public Housing In

come Limits 

The Trust operates solely on donations from IAAP mem
bers. The Trust is a 501(c) in the U.S. - a recognized char
ity. 

For more information about the Trust, visit our website at 
www. iaapnf.org : contact your Retirement Trust Foundation 
Committee member representing Northwest District, Jennifer 
Dejong CAP at knnifer.(kj ong'7£ge.com; any RTF Trustee; or 
lAAP Controller, Sue Tuff at ~lUITd l '\(ln . or!! 

http:www.iaap-txla.org


VOLUME 2, IS S UE 5 	 P AGE 9 

Choose To Move is a 12 week program for women who 
want to n1ake a change in their lifestyle. As part of the Go 

Red for Women movement, Choose To Move, gives women 
the power to build physical activity into their life and reduce 

their risk for heart disease - their number one killer. 

Daylight Savings Time 

Begins March 8th 


~-----------------------------------------------
: 	 Some Tips for Getting Organized (at home or work) 

• 	 Place a small basket or container in each room of your home. Use it to collect clut
ter. Once a week, put away the items that have collected in it. 

• 	 Be consistent. That's the law of a clutter-free work place or home. At home, take 
out the trash every day and keep the kitchen clean. Pick up your work area/desk 
daily. 

• 	 Group similar items together in your refrigerator. For example, keep all beverages 
on the same shelf. Store sandwich supplies together. Keep similar meats in the 
same freezer bin. 

• 	 Stick a magnetic shopping list on your refrigerator. Teach household members 
how to use it. 

• 	 Try using a "To Do" list at work and see if more work gets done. 



INTERNATIONAL ASSOCIATION OF 
ADMINISTRATIVE PROFESSIONALS® 

Bryan College Station IAAP Chapter 
P.O. Box 1881 
College Station, Texas 77841-1881 

Phone: 979-845-0060 
E-mail: sorenson@cse.tamu.edu 

Newsletter submissions should be sent to Rosie Schoenfeld at 
rschoenfeld@ag.tamu.edu. 

It's NICE to be important but it is more 
important to be NICE! 

- Rick Rigsby 

IAAP's VISION is to inspire and e<Juip adminis

tl'Cltil-e professiollals to attaill excellellce, 

A True Friend 


When we honestly ask ourselves 
which people in our lives mean the 
most to us, we often find that it is 
those who, instead of giving advice, 
solutions, or cures, have chosen rather 
to share our pain and touch our 
wounds with a warm and tender 
hand. The friend who can be silent 
with us in a moment of despair or con
fusion, who can stay with us in an 
hour of grief and bereavement, who 
can tolerate not knowing, not curing, 
not healing and face with us the real
ity of our powerlessness, that is a 
friend who cares. 

~ Henri Nouwen 

FFI ERS A D OMMITTEE HAll~ 


President-Valerie Sorenson CAP 
845-0060 (Office) 
sorenson@cse.tamu.edu 

President-Elect-Janice Walpert CPS/CAP 
845-2527 (Oftice) 845-6825 (Fax) 
jwalpert@athletics. tamu .edu 

Vice President-Rosie Schoenfeld CPS 
862-3932 (Oftice) 458-0141 (Fax) 
rschoenFeld@ag,lamu.edu 

Secretary-Myong Ledesma CPS/CAP 
845-3243 (Office) 
ledesma@ mail .chem.tamu.edu 

Treasurer-Maria Medrano 
845-7321 (Office) 
maria-medrano@tamu.edu 

Past President-Sheila Dotson CPS/CAP 
845-1646 (Oftice) 845-0051 (Fax) 
sdotson@tamu.edu 

Certification Chair-Kathy Pilgrim CPS/CAP 
845-4154 or kpilgrim@tamu.edu 

Publicity-Mary Ellen Rowan CAP 
845-8436 or Mary-Ellen@tamu.edu 

Webpage-Sheila Dotson CPS/CAP 
845-1646 (Office) 845-005J (Fax) 
sdotson@tamu.edu 

APD-Betty COlton CPS/CAP 
458-0630 or blcotton@tamu.edu 

Ways n' Means-Tana Chappell CPS 
458-6620 or tchappell@tamu.edu 

Membership-Lisa Benavides CPS/CAP 
845-7051 or Ibenavides@bushschool.tamu.edu 

Bylaws-Cindy Hurt CPS 
845-6691 or cynthiahurt@tamu.edu 

Hospitality-Janice Couts CPS/CAP 
845-0800 or Janice-a-couts@tamu.edu 

Special Events-Shelia Dotson, Janice 
Walpert and Valerie Sorenson 

Newsletter-Rosie Schoenfeld 
862-3932 or rschoenfeld@ag. tamu.edu 

Mentorship-Myong Ledesma 
845-3243 or ledesma@ mail.chem.tamu.edu 

Historian-Susie Billings 
847-9357 or s-billings@tamu.edu 
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