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lThree Little Words That Make The Difference ] 

Did you know that chang
ingjust a few of the every
day words you use while 
conducting business can 
actually enhance people's 

a preliminary outline by 
Tuesday for review," or "I 
will complete a preliminary 
outline Tuesday." 

and since people know this, 
they tend to get defensive 
or tune out whatever fol 
lows, regard less of its le
gitimacy. Conversely, the 

Inside this issue:
positive impressions of "Believe" instead of second statement acknowl
you? Here are three quick 
and highly effective linguis
tic tips you can start using 
today. 

"Do" or "can" instead of 
"try." 
When you're a pro at what 
you do, you understand the 
importance of managing 
expectations among the 
people you support and 
work with in the office. 
That's why so many of us 
use the word "try" (as in, "I 
will try to have that re
ported finished Tuesday") 
to buffer our schedules and 
communicate parameters on 
tasks and projects. Prob
lem: "Try" has a somewhat 
wimpy connotation, as if 
you're unsure - even when 
you aren ' t, of course! Solu
tion: Replace with varia
tions of the words "do" or 
"can" instead - and focus 
on what is definite: " I'll do 

"think" or "feel." 
If you ' re a careful listener, 
you'll often hear people say 
something like, "I think/feel 
the best course of action 
is .. . " Communication ex
perts agree that replacing 
" think/feel" with "believe" 
expresses even more asser
tiveness and self-confidence 
to management, colleagues 
and clients: " I believe you're 
right." Bonus fact: To com
municate even more directly 
and succinctly, practice drop
ping the use of "1 believe," 
and stick with the statement 
itself: "You're right." 

"And" instead of "but." 
See if you can tell the differ
ence between these two state
ments: "1 know you've 
missed the deadline, but .. . " 
vs . "1 know you 've missed 
the deadline, and ...." The 
first sets up a negative " but," 
which precedes bad news 

edges the bad news, yet 
skillfully avoids the sense 
that a shoe is about to fall. 
Result? The "and" says, 
"We can work on a solu
tion, which is more impor
tant than the blame right 
now" - and people are more 
likely to listen, meaning 
communication improves. 

Successful professionals 
focus on what is called the 
" language of the positive." 
There are many, many more 
examples of this than those 
provided . Can you think of 
any additional ways to 
change commonly used 
words or phrases so co
workers and clients respond 
even better? You are en
couraged to delve deep and 
test new ways to communi
cate verbally. 
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Well-intended a they may be, the e say
ings subtly sugge t om' fate reside in the 
hands of outside forces that eithel' decide 
to rain 01' mile upon u . So,why not just 
urrender the power to dll'ect our lives? 

On the other side of the fence reside op
po ing believer lik Einstein, who i fa
mously know for as erting: "Luck is 
when pl'epal'ation meet opportunity ." 
According to Ein tein, we must seize the 
rein of control and make ow' own '"luck" 
happen through the application of our 
skills and talent. 

To compound matters, when we turn to 
current thought leader we learn from 
Malcome Gladwell in his 2008 be t- elle1' 
The Outliers a fa cinating blueprint for 
making the most of human potential. For 
in tance, one of his more proactive stud
ie i the requirement for 10,000 hOUl' of 
practice (l'oughly ten year) to attain the 
"magic number of greatness" in any pro
fe sion. It seems to take the brain this 
long to a imilate all it need to achieve 
true mastery. 

Then there are Cherie Carter-Scott' 
"rule " in IfSucce s Is a Game, These 
Are the Rules . In her 2000 volume, ,'he 
l' veals ea h pel' on ha theil' own defini
tion of 'uccess - an individualized vel' ion 

of what it mean to be fulfilled. There i 
no univer al description. No wonder 
things get complicated! 

The Top Ten List 

To change up things a little, respond to 
the 10 fill-in-the-blanks below. Don't over 
-think your an wers. Complete the state
ments with yom' fir t respon e: 
For me, success means ___ ______ 
The people I view as successful ar 

Tfeel succe ful when T________ _ 

I will feel like a uccess when 1 ______ 

(different from #3) 

My symbol of ucc are_________ 
The barriers 1 need to overcome a1' 

The actions I'm called to take include ____ 

'fhe people who will be happy over my succes 

a1' 

'fhe people who will not be happy over my lice s 

are______ 

1 define myself in the pa t as _____ _ _ 


1 define myself in the present as ______ 

I want to define myself in th futur as ____ 

UMay the best day ofyour 
past be the worst day of 

your future. " 

Good LUCK! 

slumgullion [SLUM-gull-yun] - noun: a meat stew "On Monday nights at the mess hall, 
the enlisted men and women could expect a meal of slumgullion made from the previ
ous week's leftovers." Merriam-Webster Online 

pleonasm [PLEE-uh-naz-um]- noun: the user of more words than necessary to de
note more sense: redundancy "One pleonasm that bugs me is 'free gift," said Donna. "After all, how can any
thing be a gift if it isn't free?" 

Metathesis [muh-THAT-us-sis]- noun: a change of place or condition; transposition of two phonemes in a word; 
a chemical reaction in which different kinds of molecules exchange parts to form other kinds of molecules. 
"When I listened to the recording of the chi/d's speech, I noticed several instances of metathesis." 
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Motivation Job Interview Questions 

*~ 	* * ~ * * ~ * * ~ * .* ~ * .* ~ * .* ~ * .* ~ * .* ~ * .* ~ * .* ~ * .* ~ * .* ~ * .* ~ *. 
~~~~~~~~~~~~~~~~ 

The following sample job interview questions enable you to assess 
what motivates the candidate you are interviewing: 

1. 	Describe the work environment or culture in which you are most 
productive and happy. 

2. 	Image you have received a coveted national award five years from 
now. Why did you receive the award, what is the award, and what 
are the circumstances under which you are receiving the award? 

3. 	What goals, including career goals, have you set for your life? 
4. 	How would you define "success" for your career? At the end of 

your work life, what must have been present for you to feel as if 
you had a successful career? 

5. 	 Describe a work situation in which you can demonstrate that you 
motivated another person. 

You are attempting to identify what motivates the individual you are 
interviewing. As an example, you probably don't want to hire a can
didate who most enjoys working alone for your customer service po
sition. 

You are also discovering, with these motivation job interview ques
tions, what your candidate believes motivates others. You are learn
ing what must be present in the work environment for the candidate 
to experience motivation. 

Excerpts from About.com Human Resources Job Interview Questions-htto://humanresources.about.com 

New Members 	 Did You Know? 

Nicole Cavender, Dean of Education • The United States has five per' 
cent of the world's population,

Teresa Salamone, Admissions and Records but twenty·five percent of the 
world's prison population.Joyce Shaefer, Texas Transportation Institute 

• 	 35 Billion e'mai1s are sent each day through' 
out the world. 

• 	 72% of Americans sig-n their pets' name on 
greeting cards they send out. 

http:Questions-htto://humanresources.about.com
http:About.com
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iDress for Success 

So how can you get a proper fit? Here are some guidelines for what you should be looking for when 

you try on clothes : 

Suit or Blazer Jacket 

* 	 It should lie flat against your body with no gapping or puckering, particularly when buttoned. If 
you can't get it buttoned, it doesn ' t fit. 

* 	 The jacket shoulder should be a 1;4" - 1//' wider than your shirt or blouse shoulder so it can accom

modate that first layer. 
* 	 The jacket sleeve length should reach to the wrist bone, allowing 1;4" - 1'2" of the shirt or blouse sleeve to peek 

out. Too long a sleeves looks sloppy, too short looks ill-fitting. 
* 	 The side seam of the jacket shou Id fall straight. 

Shirt or Blouse 

* 	 The neckline should hug the base of the neck without wrinkling, gapping, or making you feel like you ' re being 

strangled. 
* 	 The top of the sleeve seam should sit at the pivot bone. (Where's the pivot bone? If you put your left hand on 

your right shoulder and raise your right arm straight out, the bone you feel moving is the pivot bone.) 
* 	 The sleeve length should reach 1;4" - \12" beyond the wrist bone. 

Pants 

They should allow enough "wiggle room" in the waist band to slip in two fingers. 

* 	 You should be able to pinch a little fabric at the fullest part of your hips. 
* 	 Pleats should lie flat. Better yet, skip the pleats and opt for flat front, which tends to be less bulky and more 

flattering on most women 
* 	 Side pockets should not gap. 
* 	 Crotch should be a comfortable length whether you're sitting or standing. It should not be close-cut and bind

ing, nor loose-cut and hanging mid-way to your knees. 
* 	 Any creases should fall straight. 
* 	 For full length pants, the hemline should hit the top of the shoe/midway down the foot. 

Skirts 

* 	 As with pants, there should be some "wiggle room" in your waist band. 
* 	 The side seams should fall straight. 
* 	 Any pleats or vents should lie flat. 
* 	 The hemline should be even and parallel to the floor - not riding up in front or back. 

What are some tell-tale signs that a garment doesn ' t fit well? 

* 	 It's too tight or too loose. 
* 	 It's uncomfortable to sit in. 
* 	 It fits one part of the body (like shoulders or hips), but not another (like tummy or waist). 
* 	 It rides up during normal wear. 
* 	 It restricts regular movement like raising arms or bending knees. 
* 	 It puckers or strains at the widest part of your body, like the chest, belly, hips, or thighs. 
* 	 It's too short or too long. 

If you have clothes in your closet that you've only worn once or twice because they don't feel good when you 

wear them, chances are that they don't fit correctly. Either have them altered, sell them, or give them away. 

There's no sense keeping things that don't work. 


Anne Sowden, AICI CI P, Here's Looking at You, (info@ hereslookingatyou.ca) gives men and women the confidence they need to reach their full potential. 

mailto:info@hereslookingatyou.ca
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Impress Your Boss 

Your manager's time, like yours, is pre
cious. If you genuinely want to build 
rapport with your manager and be seen 
as a true processional, you won't want 
to waste his or her time. 

The cardinal rule of business communi
cation: don't bog down your manager 
with numbers and explanations that are 
of little interest. It takes a bit of know
ing and understanding your manager's 
particular style. Many managers are 
the type that don't like the details and 
want information short and to the 
point. They don't want the story to go 
on and on. When you give your man
ager more information than he or she 
wants or needs, you create a barrier. A 
roadblock instantly goes up, and your 
manager is not listening to you. Keep 
this advice from Doug Andrews, in 
mind. 

o 	 Meetings with your managers, 
whether to make an important re
port or to iron out a conflict, can 
bomb if you come unprepared or let 
talkativeness control you. 

P AGE 5 

o 	 Conducting a successful, productive 
meeting with your manager takes 
advanced planning. 

o 	 Keep a cool head. 

o 	 Be brief and to the point. 

o 	 Never waste your manager's time. 

o 	 Research your topic and set an 
agenda. 

o 	 Present a professional image. 

Words of wisdom: Since you should have 
regular meetings with your manager, you 
shouldn't have to interrupt your manager 
several times throughout the day. Keep a 
"to discuss" folder at your desk. Through
out the day, gather non-urgent items and 
place them in the folder in order of prior
ity. Then when you meet the next day, 
you are ready to go. You look professional 
and in control. 

Excerpts from Joan Burge's Monday Motiva
tors. OfficeDynamics.com at 800-782-7139. 

"'" 
"The most important tactic in an argument, next to being right, is to leave an es
cape hatch for your opponent, so that he can gracefully swing over to your side 
without an embarrassing loss of face." - Sydney J.Harris 

"Until you value yourself, you won't value your time. Until you value your time, 
you will not do anything with it." - M. Scott Peck 

"Many aspire to change the world but few realize that everyone accomplishes that goal. 
Each day you live you are changing something. Rather than simply changing the world, one 
should aspire to make a positive change with each action they commit." - Anonymous 

http:OfficeDynamics.com


• BR Y AN COllE G E STATION IAAP
P A G E 6 

Annual Performance Reviews-Preparing in Advance 


Glynn Walker, Director ofPersonnel, CSISD 


March 24, 5:30 p.m. 


College Station Hilton 


AdministrativeProfessionals Day 


A1)riI23, 2009 


8:00 a.m.-4:30p.m. 


College Station Hilton 


OakwoodBallroom 


rarious speakers-more ilifo on1Jage 1 
Registration now open 

Intell1ational Convention 

July 26-29, 2009 

Minneapolis, Minnesota 

r :: 'E '~'b'~~'~i~'g" C 'h'~~'g'~" ~'~d" C~'~'q'~~'~j'~'g "St~~~'~;: " by"ch'~i~ti~ '~ " D~~'~~~
iReliant Energy Chapter, Houston on April 25 from 8:00-11 :00 a.m., Houston i 
iMarriott Westchase, 2900 Briarpark Dr., Houston. I 
!For more information, contact Jennifer Guidry at jguidry@reliant.com or 7 J3- ~ 
i497-3241 . The cost is $35 for members postmarked by 4/ 13/09; $45 for non-
imembers, late registration (after 4/ 13/09) and walk-ins; guests welcomed, no
Ichildren please: and parking included. 
.............................. .. ....................... .................................. ............... .. ...................... ................................... .... ... .. ,........................... .. .................................................. 


'~=h~;t~d" by' '''''''i 


mailto:jguidry@reliant.com
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APD SPEAK ERS 

I	Ke"y Smith - 'The Stars ?f the Bra.zos Valier " 
Family - How Leadership Makes It all Possible 
1- Gain clarity and purpose for your life, and 
build self-confidence to overcome your fears 
and issues that are holding you back. Leader
ship is an empowering context and life skill for 
I	gaining and keeping your momentum, and 
helps you on your path to success. 

Ke"y Smith - "Stop What's Stopping You: As

sertiveness Skills Especially for Women" 
Women everywhere share a common di-
I	lemma: We expect to do it alii We are sup
pose to have it together and figured out, but 
the truth is, while the world is allowing us to 
have a bigger voice, we haven't totally grown 
into our newfound freedom. We fought for 
our independence and our careers, and now 
we are looking for balance and support, as we 
live a life that is fulfilling and rewarding. 

This presentation is designed to give women 

permission to think bigger, be bigger and get 

bigger. Women will leave this workshop with 


Ia renewed sense of purpose, energy and cour
Iage to continue on their journey. 

ISusie Billings - the Wow Factors ofOffice 
2007" - Want to impress your boss? Want to 


1 create cool looking documents? Want to em

brace the latest new technology that is avail-


Iable with Microsoft Office 2007? Then, this is 

the class you will not want to miss! Attendees 

Iwill have the opportunity to learn some of the 
new and practical features that you will be 

l I 
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1 able to take back to the office and "WOW" 
your boss. 

I	Roemer Visser - "You Have the Key: Integ
rity and Empowerment in the Workplace" 
This interactive presentation will review the 
most common sources of power founding 
organizations today, and the political games 
that are often the result. You will then be 
presented with a different, often-overlooked 
source of power, available to everyone, re
gardless of position or title, as well as spe
cific ways to access that power. Harnessing
Iit is not only a solid defense against dysfunc
tion and politics; it also leads to improved 

Itrust, job satisfaction, productivity, and work 
relationships. 

I 

Royce Hickman - "Chamber and Business: 
How They Go Hand in Hand" - In this pres

entation, you will get an understanding of 
the function of the Chamber in the commu
nity and how you can become a part, which 
will increase your business interactions in 

the Bryan/College Station area. You will 
also be given a brief overview of the plans 
for development and growth within the 
community. 

APD Conference 

Early Bird Reg istration due by April 3 - Full Day - $85.00 and Half Day - $65.00 (/AAP Members Only) 

Regular Registration - Full Day - $ 100 and Half Day - $75.00 

For more information about APD. contact Betty Cotton at blcotton(a1tamu.edu or 458-0630. Registration mailed to IAAP/ 
Bryan-CS. c/o Dawn Ferguson, CPS, John B. Connally Bldg., 30 I Tarrow, Suite 37 J, College Station, Texas 77840, 458-6630 
for dfergu50n@tfs.tamu.edu. 

I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 

-

mailto:dfergu50n@tfs.tamu.edu
http:blcotton(a1tamu.edu


INTERNATIONAL ASSOCIATION OF 
ADMINISTRATIVE PROFESSIONALS® 

Bryan College Station IAAP Chapter 
P.O. Box 1881 
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Phone: 979-845-0060 
E-mail: sorenson@cse.tamu.edu 

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

Happiness is nothing more than good health 
and a bad memory. 

- Albert Schweitzer 

IAAP's VISION is to inspire alld e(luip admillis

tmtil'e professiollals to attaill excellellce. 

Bryan-College Station 
lAAP Website 

http://www.iaap-bcs.org 

Check out the new additions to 
our chapter website-meeting no
tices, membership information, 
newsletters and links to Interna
tional and the T xas-Louisiana 
District. 

Thanks to Lisa Benavides for up
dating our website and member

ship directory! 
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845-7051 or Ibenavides@bushschoo1.tamu.edu 

Bylaws-Cindy Hurt CPS 
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