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[Attitude Assessmen_t_ ______ _ -~ 
Have you done an attitude 
check lately? Every single 
day - every single hour 
our attitudes are affected 
or can change. Look at 
each statement below and 
answer: agree or disagree 
and then read the expla
nation that follows. 

My attitude is changeable. 

Yes, our attitudes are 
changeable. Depending 
on what is happening at 
the moment or what 
someone has said to us, 
our attitude can change. 
We can go from feeling 
really terrific to down in 
the dumps. The good 
news is that our attitude is 
changeablel This means 
that if we are having a 
bad day at work, we can 
still stay upbeat and ad
dress the challenge. Or if 
someone just said some
thing that made us feel 
upset. we can choose to 
move on and not let if 
affect us and our work. 

The quality of work I pro
duce varies depending on 
my attitude. 

We all know that the qual
ity of our work is affected 
by our attitude. If we feel 
frustrated, overwhelmed, 
distracted, orjust uneasy, 
we aren't fully focusing on 

our work and it is easy to let 
things slip through the 
cracks or not catch errors. 
Think about the days when 
you feel on top of the world. 
I bet you get a lot of things 
done and you do a good 
job as well. We want more 
of those kinds of days. 

I don't have any other 
choice but to get upset with 
difficult people. 

We do have a choice. Peo
ple arejust people. Yes, 
sometimes their personality 
can drive us crazy! But it is 
still our choice as to how we 
want to respond. So the 
next time Nancy Negative 
or Don Dragon appears, 
stop... think...act. 

I don't need to do anything 
to keep myself update. It 
will just happen. 

Just like our bodies need 
food and nutrient.s, our 
minds need to be fed posi
tive information. We have 
way too much negativity in 
our world. You will want to 
keep positive quotes or 
comments at your work 
station. I like to read some
thing inspirational or moti
vational just before going to 
bed. The more positive you 
put in, the more positive 
you get out! 

My attitude needs to be 
handled gently. 

Yes, it needs to be handled 
with care. If we don't 
keep an eye on our atti
tude, someone is sure to 
snatch it from us. I find it 
very interesting that we 
spend a great deal of time 
developing all kind of skills 
such as organizational, 
time management, com
munications, conflict reso
lution and more. Yet peo
ple spend little time on 
learning how to take care 
of their attitude (which 
can affect the other skill 
areas.) 

I have ultimate control of 
my attitude, 

I hope you agree with this 
one. Sometimes we don't 
feel like we really have 
control. For whatever 
reason, we can't get out of 
our low mood. Deep 
down, it's up to us to take 
responsibility which could 
include using some of the 
strategies from above. 

Joan Burge's Monday Motiva
tors 
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[Advancing Your Career Without Changing jobs 


Meet with your current boss and let him or her know your intentions, says Patricia Berg, CEO 
of Career Partners International-Professional Edge, Bloomington, Minnesota. Make sure your 
boss has a polished and updated version of your resume. Ask how you might expand your 
current role or take on other job with broader responsibilities. Consider meeting with your hu
man resource manager and asking the same questions as above. 

Spend some time evaluating yourself and your skills. What do you have to offer and what are 
you missing? Consider more training or education to fill skill gaps. join a professional organi
zation in your field or a working women's group to network with others. To learn more about 
presenting yourself, ready "Brag!: The Art of Tooting Your Own Horn Without Blowing It," by 
Peggy Klaus. Repositioning yourself will take some time, she adds; be diligent, and you'll see 
results. 

Because of his ongoing ability 

to increase offiee productivity, 


the "Employee OfThe Month" award 

again goes to Mr. Coffee. 


Magnanimous [mag-nan-uh-muh] - adjective - 1. Generous in forgiving an insult or injury; free 
from petty resentfulness or vindictiveness: to be magnanimous toward one's enemies. 2. High
minded; noble: ajust and magnanimous ruler. 3. Proceeding from or revealing generosity or 
nobility of mind, character, etc.: a magnanimous gesture of forgiveness. 

~__~~~~==~~=W 
"He thinks himself ardent. impulsive, passionate, magnanimous---capable of boundless enthusi

asm for an idea or a sentiment." Wiktionary.org. 

Impugn [im-PYOON] - transitive verb - 1. To attack by words or argument; 2. To call in question; 3. To make insinuations 
against; 4. To oppose or challenge as false; 5. To gainsay. 

After hearing that her brother had been impugned by his political rivals, she also wrote a verse defense of his honor. 
Dictionary. com 

http:Wiktionary.org
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Change 
I,~--------------------

Do you find change difficult or do you love the excitement of creating something new? 

One of my favorite quotes is, "Change is inevitable, growth is optional. " Change is a part of 
life. Four times a year the seasons change. We experience physical changes every day. 
How we accept and handle change is the key to being successful, both personally and pro
fessionally. 

I believe a lot of the fear and why people resist change, is because they don't see the whole 
picture and how they fit in the picture. People have a tendency to worry about step 10 be
fore they have taken into account the other nine steps. Make sure you have a plan that 
gives them a step-by-step process. Everyone needs to see and understand the part they 
play in the change. 

This week focus on how you can grow from change rather than resisting it. If you love 

change, how can you help those people around you that may be resisting it? 


r - --------- - --- - -- - - ----------- - , 
i New Members 
I 
I Sharon Birkelbach, Member-at-Large, City Meat 
Market Restaurant, Giddings 

Deanna Jones, TAMU Vice President for Research, 
recruited by Tammy Prater, CPS 

Linda King, T AMU Residence Life, recruited by 
Mary Ellen Rowan, CAP 

I 

Membership Update 

Chapter members - 95 
Members-at-Large - 9 
Division Member-at-Large - 1 
Total May Membership -105 

Meeting RSVPs 

i If you RSVP to our chapter meeting
Rebekah Luza, T AMU Anthropology, recruited by 

i and need to cancel, you must cancelCindy Hurt, CPS 
~ 24 hours in advance of the meeting, I 

Tricia Maginn, T AMU Veterinary Medicine, re I either to the President or Treasurer. If i 
cruited by Janice Couts, CPS/CAP you are simply a "no show", or if your 

cancellation request is received too 
Katherine Waskom, TAMU Computer Science & En late, our chapter has to pay for the 

: gineering, recruited by Valerie Sorenson, CAP I 

I meal you don't eat. Please be sure 
I

I iyour cancellation is received in time. If I 
i the cancellation is not received in 
i time, you will be billed for the meal. 

I 
I 
I 
I 
I 

I . . _ .. _ .. _ .. _ .. _ . . _ . . _ . . _ .. _ .. _ .. _ .. _ .. _ .. _ .. ..i 



.......... 
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Computer Tricks 

8 Easy Steps to change your printer default to the DUPLEX (double-sided printing) 
option: 

1. 	 Left click on the "Start" button on the lower left corner of your screen. 
2. 	 Go to "Settings" and left click on "Printers and Faxes". 
3. 	 Left click and highlight the printer for use as your default. 
4. 	 Right click on the printer, and left click on the button marked, "Printing Pref

erences". 
5. 	 Go to area marked "Duplex". (This can be found on the 

right side of your screen.) 
6. 	 Select the line item "Open to Left". 
7. 	 Left click the "Apply" button on the bottom of the screen. 
8. 	 Click "Ok" and then close the printer screen. 

Leaving a Legacy of Authenticity 


.J Man and Woman are pioneers. We have the challenge and opportunity to make greater 
changes in our lives today than ever before. We are altering our roles in the home and 
work place, and taking responsibility for our own happiness. 

One of the greatest risks we take, one which is often painful and requires great courage, 
is to relate to others-especially our children-from the position of who we truly are, not as 
an anonymous role made up of shoulds and stereotypes. Through our example of cou

rageously learning how to be an expressed our true selves, we encourage others to be who they genu
inelyare. 

Each risk we take, each pain we feel, each inner dragon we tame widens the path to freedom for others 
to follow, and gives us increased confidence in our ability to lead authentic lives. With each risk we have 
the courage to take; we make it easier for ourselves, our children, friends and parents to summon the 
courage to risk being themselves. What more valuable legacy could we leave? 

Relax for a moment with your eyes closed. Now see yourself approaching a room to meet with another 
person. At the door carefully remove, as if it were a cumbersome role, fear, or stereotype that could 
keep you from expressing your authenticity. Experience the freedom of relating from the center of your 
true self. 
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ISiX Short Tips for Paper Pushers 

1. 	 Never keep work in progress inside a desk drawer. 
2. 	 Set aside some time every day to do your paperwork. For best results, choose a time when your 

energy level is high. 
3. 	 Keep a large wastebasket near your work area. 
4. 	 Don't use a bulletin board. Irs a burial ground. 
5. 	 Keep stationery and stamps nearby for the quick note to complete a task. 
6. 	 Resist the urge to take notes on dozens of different pieces of paper and notepads. Instead chose 

one size you favor and stick to that. 

For more information, visit www.get-organized.com. 

~Ck Ratting 
==============================~ 

, A pack rat is a person who has the irresistible urge to buy and store more than they need or can expect ~ 
use. One can be a little eccentric or a full-blown obsessive compulsive. If you keep old newspapers un- I 
til they are a fire hazard because you want an article, that is dysfunctional. The best therapy is to con
front your demons with the help of a friend or professional. 

Ever notice how easy it is to save everything but money? Some rules: 

• 	 Never acquire anything that you can't find a home for and that place should not be the floor. 

• 	 If you do acquire something. something that takes up an equal or greater amount of space must be discarded. 

• 	 If you haven't used or touched an Object in one year. it's necessity is questionable. 

• 	 Nostalgia and love of things are the two usual excuses pack ratters give for their obsession. 

• 	 Nostalgia is the greatest enemy to enjoying the present and anticipating the future, which is where the richness of life 
really is. 

Remember, also, that the love of things can overshadow the love of people and life today, Too many 
things, rather than bringing pleasure end up being a burden to maintain instead, 

Members in tlte News 

Valerie Sorenson, chapter president, was awarded the Department of Computer Science Staff Ex

cellence Award on April 22, 2009. Congrats Valerie!! 

Lisa Benavides was named Chapter Member of the Year at Administrative Professionals Day. 

Congrats and we appreciate your work on the webpage and membership. Congrats Lisa!! 

THANKS to Betty Cotton and her planning committee for an outstanding Administrative 
Professionals Day event held at the Hilton on April 23. 

http:www.get-organized.com
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Casual Fridays 

· Weel< 1 ' Memo No.1 

I 


I Effective this week, the company is adopting Fridays as C.hual 

i Day. Employees are free to cress in the casual attire of their 

• choice. 

iWeek 3 . Memo No.2 

I Sflande)( and leather m icro·miniskirts are no t appropriate attire 

i lor C.asual Day. Neither are string ties, rodeo belt buckles or 

• moccasins. 

I 


I Week 6 - Memo No.3 

~ (a,sual Day refers to dress only, not attitude. When planning Fri· 

I day's wardrobe. remember image Is a ~ey to our success. 

~ INeek B - Mem:J NO.4 

I
iA seminar or how to dress for Casua ll Day will be held at 4 p.m. 

· Fr'lday in the cafeteria. A fash ion show will fo l,low Attenda nce is 

I rnand" tory. 

I 
• Week 9 - Memo NO.5 
I 

i As an outgrowth of Fr iday's seminar, a 14·member Casual Day 
.1 ask ~orce has been appointed to prepare gUideli es for proper 

I cd sual·day dress. 

BRYAN COLLEGE STATION IAAP 

Week 14 . Memo No.6 

The Casual Day Tas< Force has now completed a 3D-page I 
manual en t ided "Rel.axing Dress Withollt Relaxing Company' 

Standards .• A cop'" ha:; been di"tributed to every em- I 
ployee. Please reviev\' the chapter "YOli Are What You 

Wear" and con5u 'l~ the 'horne casudl" versus "business cas
ual " checklist beforeeaving for work each Friday, If you 

have doub-s about the appropric:te ess of an iteM of cloth

illK. ontact your CDTF reureserr tative b efore 7 a.m, on Fr i
day. 

Week 18 . Memo No.7 

Our Employee Assistant Plan (E.AP) has now been expanded 

to provide support br psychological counse ling for employ

ees who may bE having difficulty adjusting to Casual Day. 

Week 20 - Memo No.8 

Due to budget cuts in the HP Department we are no longer 

"bll> to efiec.tlvely SlJP[lort o r miln~ gl> CilslJal Day, CaSU'll 

Day wil l be discontinued. effective immediately. 



•••• 

•••• •••• •••• 
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'INTERNATIONAL NEWS 

TIll 

Administrative 
Edge 

••••••••••••t:::. 
.... t , 

,I" ,:::' 

Online Registration for the 

20091nteroaUonaJ Education Forum & 

Annual eeting 


in Minneapolis, Minnesota July 26 to 29 

is 


DIsc. ......." 


Looking for the brochure? 
http://Www.iaap-hq.CfgieventsJ 

convention!2009AnnuaIMeeting.pdf 

Online Registration &additional meeting information is 
available at 

htto:/I'MW1jaap..hg.orq/evenls/convenlionlindex.html 

If you have any questions, please do not hesitate 

to contact us. 


We can't wait to see you in Minneapolis. 


Your Meeting Team - T rayce &Inge 

meetinQS@iaao-hg.org 

Proposed Amendments to Internatlon.1 Byl.ws 

These proposed arT'.endments will be voted o n at the International 
Annual General Meeting held in Minnesota In July this year. Copies 
of the Amendme ts will be d istributed by email to ali lAAP Toron:o 
Chapter members Friday May 8,2009. Toronto Chapter members 
w il! discuss the amendment.s at our June meeting. The following Is c 
summary of each amendment. 

ArT'endment It 1 

ArT'endment It 2 

ArT'endmen: " 3 

A"I'Iend"l'len: " 4 

ArT'endTlen: ft 5 

A'Tlendmen: " 6 

ArT'end'Tlen: 1# 7 

A....,end'11en~ " 8 

ArT'endTient " 9 

membership fee Increase of US$25.00 for all 
leve s of membership 

Student members and Affiliate members would 
pay the $15.00 processing fee that Profess;onal, 
Associate and Mel"ited mem bers currently pay. 

membership fee increase of US$25.00 for Affili· 
ate membership 

change to wording on renewal bylaw - no mati!"
rial change to the meaning of the bylaw 

change to transitional wording on length of 
board term for Distr ict Directors - transitional 
wording removed - no materlaf change to the 
meaning o/the bylaw 

change to wording on voting for Member At 
Large Delegate and AI:ernate at International 
Convention bylaw to comply with Roberts Rules 
- no material change to the meaning 0/ the by
law 

change to wording with regard to the Name 
Change of the An ual Convention - no material 
change to the meaning of the bylaw 

new membership classification - Instituti0r18 
Group Member - membership is held in the 
name of the institution where t he company I 
institution I group prohibits paying membership 
fees in the name of an indiv dual. Membership 
fee is S300 and will cover the fees for up to 5 
individuals who qualify for membership. Addi
tional group members can be added for $60 per 
person. 

change to wording with regard to the Name 
Change of the Annual Convention - no material 
change to the meaning of the bylaw 

http:US$25.00
http:US$25.00
mailto:meetinQS@iaao-hg.org
http://Www.iaap-hq.CfgieventsJ
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Check out this Book 


Never Check E-mail in the Morning and Other Unexpected Strategies for Making Your Work Life Work 
by Julie Morgenstern. The title is certainly intriguing and the book is an interesting read. There are 
many strategies to think about and incorporate in our work life, the one that has jumped out is "dance 
close to the revenue line". Her idea in dancing close to the revenue line is to determine how many steps 
from the revenue line each of our tasks is. It is vital to the revenue line (or bottom line) - then it is one 
step away. Is it something that doesn't impact the bottom line very much, then it may be two or three 
steps away from the revenue line. Our primary daily focus should be on the tasks that are one step 
away, and as time allows, or to take a break from the high priority items, we spend focusing on the two
and three-step tasks. An example - An employee did lots of mail outs - birthday cards, newsletters, etc. 
and would handle each function of the mail outs - printing, addressing envelopes, stuffing envelopes, 
etc. The boss saw her doing all that work and remarked that she was paid too much to spend her time 
putting labels on envelopes. She was encouraged to delegate the task to someone who was not earn
ing as much, mostly like a student worker. In other words, she was spending the company's time and 

dollars on a three-step task instead of focusing on a one-step task. Our bosses noticed how we spend 
out time, whether we think they do or not. Enjoy reading the book. 

Know Your Worth and Believe in Yourself 


Do you feel like you know your real worth? Have you ever been in a situation where you felt confident but then someone said 
something to you and you stopped believing? You should think of yourself as a company with assets and liabilities. The idea 
is to focus on and leverage your assets and then develop your liabilities. For example, maybe you are very creative. How can 
you apply that creativity at work? Or maybe being organized is your strength. You certainly can use that every day. A liabil
ity may be learning how to handle conflict or being assertive more often. 

Companies also write a plan on how to turn their liabilities into assets . This is the next step for you. The concept is that you 
want to develop your liabilities - hopefully move them over to your asset column, and then look for new liabilities to develop. 
Plus provides you with ongoing skills that will be readily available when you least expect it. 

The next step is to maximize your talents. What are talents? Are they my view of mysel f? Talents others see in me? How do 
I know the difference? Yes, they are your view or yourself. You know deep down what you are good at and what you enjoy 
doing. Just bring that forth . Others can also see talents in us, too. Ask your manager, boss or peers to point out areas where 
they believe you excel. Ask your manager if there is an assignment or project you can handle where you can use your talents. 

Letting Your Inner Star Shine. Ok, you know your worth. You are confident in your assets and what you bring to the table. 
Now, you need to let your star shine. To do so, you will need the following ingredients: 

• 	 Be a risk taker; if you want to be able to display your talents or develop celiain new skills, you are going to have to 
take risks . 

• 	 Courage; it ' s not always easy to stand out and shine or do what is necessary or right. 
• 	 Be comfortable with "the critics." You will have them, just as I do . If you are confident in what you do and know it 

is right, then stick to it! There will always be the Negative Neds in the world. 
• 	 Stamina; it takes stamina to stay on the path of a star performer. 

Stay strong in your beliefs about yourself and also in what you are capable of doing! 

Joan Burge' s Monday Motivator series 
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[CALENDAR OF EVENTS 

Monthly Meeting 


Alay 19J 2009J 5:30 p.m. 


College Sta.tion Hilton 


Topic: How-To Develop a Desk (Workstation) 

l\1anual & Chapter Elections 

Illstallation ofOflicers 


Jlme 16, 2009, 5:30 p.m. 


LOcatiOll pellding 


International C1onvention 

July 26-29J 2009 

MinneapolisJ Minnesota 

"" 
"If a man be gracious and courteous to strangers, it shows he is a citizen of the 
world, and that his heart is no island cut off from other islands, but a continent 
that joins to them." - Francis Bacon, Essays of Goodness and Goodness of Nature, 

~__----, 1625. 

"The qualities of a great man are vision, integrity, courage, understanding, the power of 
articulation, and profundity of character." - Dwight D. Eisenhower 

"Education is the movement from darkness to light." - Allan Bloom 



INTERNATIONAL ASSOCIATION OF 
ADMINISTRATIVE PROFESSIONALS® 

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

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

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

All that I am or ever hope to be, l owe to 
my angel Mother. - Abraham Lincoln 

HAP)s VISION is to inspire and equip adminis

tmtire professionals to attain excellence. 

Bulletin Board 

San Marcos Trip 

Are You Interest d? 


Would any member b interested in a 
trip to San Marcos on a Saturday 
morning? Members could carpool and 
split the gas expense. Ther ar lots of 
shops in th Out! t MalJ in San Mar
cos. If you are interested in participat
ing in this trip, please contact Dawn 
Ferguson at dfl rguson@tfs.tamu .edu. 

OFFI ER AND C MMI E HAiRS 

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

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

Vice President-Rosie Schoenfeld CPS 
862-3932 (Office) 458-0141 (Fax) 
rschoenfeld@ag. tamu.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 (Office) 845-0051 (Fax) 
sdotson@tamu.ed u 

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) 845-0051 (Fax) 
sdotson@tamu.edu 

APD-Betty Cotton CPS/CAP 
458-0630 or blconon@ tamu.edu 

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

Membership-Lisa Benavides CPS/CAP 
845-7051 or lbenavides@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 

Education Chair-Lea Ann Westmoreland 
845-7995 or law@tamu.edu 
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