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Tulsa Chapter  IAAP 
meets on the  

1st Thursday of each 
month. 

 
Board meetings are 
the 4th Thursday of 

each month. 

 

Tulsa Chapter Meeting 

Thursday, May 5, 2010 
Dinner & Networking 5:15 

Meeting 5:45    Program 6:00 
 

Holiday Inn City Center 
17 West 7

th
 (corner of 7

th
 & Boulder) 

 

Free parking south across 7
th
 Street.  

 

Menu 
Buffet Style 

Grilled Chicken    
Garlic Mashed Potatoes 

Seasonal Sautéed Vegetables 
House Salad        Dinner Rolls 

Brownies drizzled with caramel & 
powdered sugar 

Ice Tea, Water and Regular Coffee 
 

Members:  $15.00 
Guests:  $18.00 

 

Tulsa Chapter regrets that we will no 
longer be able to pay for our  

guests’ meals. 
  

 

Please RSVP  
by 1:00 pm, Monday, May 2 to 

Jenny Flores at  

www.iaap-tulsa.org 
 

If you make a reservation and do not attend,  
you will be billed for that meeting’s dinner. 

Get Motivated! 
(based on the book, Get Motivated! by Tamara Lowe) 
 
Program Objective:  Discover how to motivate ourselves and  
others using Motivational DNA™. 

I. The Four Laws of Motivation 
II. Discovering Your Motivational Type Using the DNA Profile Tool – 21 pairs of 

statements that will determine your primary motivational type. 
III. What to Expect from Each Motivational Type 
IV. Strategic Goal Achievement 

 
About our speaker… Janet Griebel, CPS/CTM, is the current Vice President and 
Education/Program Chair of Tulsa Chapter.  She has been an IAAP member for 15 years, 
and has held various officer, committee chair, and committee member positions at both the 
chapter and division levels.  She is a former member of the A-O Division Speakers Bureau.  
She was also an IAAP Distinguished Chapter President in 1999-2000.  She has participated 
in teaching CPS Review Courses and Power Point Classes, and served as Open House 
Committee Chair for the 2000 A-O Division Annual Meeting.                                                                               
     Janet attained her CPS rating in November 1997 and has recertified twice.  She also 
achieved her CTM (Competent Toastmaster) rating in December 1998.  She served on the 
Business Advisory Council at Meridian Technology Center in Stillwater, Oklahoma, and was 
asked to do so because of her IAAP affiliation. 
     She is currently employed as Secretary to the program director and assistant director for 
the Truck Driver Training program at Central Technology Center, Drumright, Oklahoma, 
and also serves as Instructional Aide for all lead instructors during classes and as assistant 
in-house recruiter. 
     She has been married to David since January 2005, and has a son, a stepdaughter and 
son-in-law, a stepson, and a beautiful granddaughter Jocelynn who will be 2 in May.  She 
also has two feline kids – a 16 year old female tortoiseshell calico named Jemima, and a 15 
year old white male named Goober (no she didn‘t name him). 
 

http://www.iaap-tulsa.org/


 
Some people seem to think I‘m a wiz with technology. Not so. I‘ve simply had the luxury of 

growing up around computers. Exposure is the key. We have to use a tool to master it. Think about all 
those books, classes, and tests to become certified in Word or Access or Office. 
 The Tulsa Chapter has a website. How often do you check it? Once a month to RSVP to 
meetings? There‘s so much more you could be doing! Did you know we have a Facebook page, a 
Twitter account, and a LinkedIn account? You can interact with your chapter every day on Facebook. 
We find and ‗like‘ office related articles and we try to keep the headquarters‘ Facebook updates on our 
radar so you can know what‘s going on. If you follow us on twitter you‘ll receive links to articles from 
Office Pro. You‘ll also be able to keep up with event speakers, other chapters‘ events, like webinars, 
and see what our international officers are doing. Connie can tell you she receives numerous requests 
for information from the LinkedIn account. Administrative Professionals are out there and they‘re 
connected. Are you? 
 Don‘t be afraid to turn on your computer or smartphone and create an account. It‘s as easy as 1, 
2, 3. First you create an account with one or all of these services. You‘ll need a username (it‘s good to 
use your professional name), a password, and an email address. Next up you create your profile. Your 
profile may show your location, your occupation, and your homepage. Lastly, sign in at least once a 
week to keep up with all the to-dos. You can like, retweet, and favorite everything your chapter does or 
you can tell us about things we can like, retweet, or favorite. 

I encourage all of you to play with technology. Teach yourself. Anyone that‘s ever seen Regina 
with her phone knows how amazing it is to watch a master at work. She can take a video and have it 
playing on her Facebook page two minutes later! I haven‘t mastered that trick yet. 
 As a bonus, I‘m creating a special quiz just for Administrative Professionals. Check our various 
online outlets in May to see how well you do. Good luck! 
 

Alene Yowell 
    www.iaap-tulsa.org 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Alene Yowell has announced her engagement to Bryan Barks.   
The wedding is planned for Friday, September 30, 2011. 

 
 
 
 
 
 
 
 

Best wishes to the newly-engaged couple! 
 

http://www.iaap-tulsa.org/
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Happy May Birthday to: 

Connie Weddell-31st 
 

 

Upcoming Events 

May 6-7, 2011 - Certification Exams  

June 9-12, 2011 - A-O Division's 53rd Annual 
Meeting at the Doubletree Guest Suites and 
Convention Center in Bentonville, AR hosted by 
the Benton County Chapter.  

July 24-27, 2011 - IAAP's International Education 
Forum and Annual Meeting, Montreal Convention 
Center, Montreal, Quebec (Host Hotel is the Hyatt 
Regency Montreal.)  

 

Member of Excellence – International and Division Levels 

Deadlines: 
Division (to your board contact):  May 13th, 2011 - Winners will be announced at the 
awards banquet at the Division Annual Meeting in Bentonville on June 11. 
 
International (online submission): 11:59 PM CST on June 30 

     Please take time to welcome our newest member, Rojean Landwehr.  
Rojean is the Sourcing Clerk for Callidus Technologies by Honeywell 
where she has worked for four years.  
     Rojean attended her first Tulsa Chapter meeting as a guest of Shirley 
Schellhorn way back in 1983. She became reacquainted with us last year,  

attended a few meetings and decided she needed the monthly ―fellowship‖ with other professionals.  
She enjoys the programs and the networking.   
    Initially, Rojean wanted to work in the medical field and began her career as a medical secretary 
at Children‘s Hospital in Denver.  She worked in that profession for twelve years.  The last 30 years 
have been spent in Tulsa where she has worked for a variety of companies. 
     Rojean has been married to husband, Sam, for 34 years.  They have two dogs, Molly and Moose, 
and a cat named Grizz.  She enjoys walking in the woods with her pets in the evenings and on 
weekends, fishing with her husband in the summer, and traveling with her aunt. 
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     THE IAAP PATHWAYS TO EXCELLENCE RECOGNITION PROGRAM is designed to raise your value as a 

career-minded administrative professional by becoming a Member of Excellence, a Chapter of 
Excellence or a Division of Excellence. The program has a set of guiding principles; learn more at 

http://pathways.iaap-hq.org/IAAPHQ/Pathways/Home/ under the "Principles" tab. Each distinction 
has its individual tab, or you can consult our Pathways to Excellence FAQ for more information. 
     You can now find lists of the members, chapters and divisions that have achieved awards this 

year by clicking on the above links and scrolling to the bottom. (You will need to be logged in to 
see this information, though!) 

     The Pathways to Excellence year coincides with the IAAP fiscal year of July 1, 2010, through 
June 30, 2011. 
 

Criteria for 2010-2011 A-O Division Chapter of Excellence Program 
(Completed – C, In Progress – IP, Still Possible – S, Very Possible - VP) 

 

 

POINT OF 
EXCELLENCE 

# CRITERIA – submitted to Board Contact by May 13, 2011 
# Checkmarks To Date  

CERTIFICATION 
1. 

One check for each member who obtains the CPS and/or CAP rating in May or 
November 2010 OR who recertifies from July 2010 through April 2011. (Shauna 
Williams & Tammie Burgin - new) 

2 IP 

2. One check for each certification review course taught or lead at chapter level. 0 N/A 

COMMITMENT 3. 
One check for its commitment to participate in the International Chapter of Excellence 
Program. 

1 C 

COMMUNICATION 

4. One check for participating in the IAAP Web Community. 1 C 

5. 
One check for each newsletter or e-newsletter published and sent to board contact to post on 
A-O Web Community between July 2010 and April 2011. 

9 IP 

6. One check for publishing chapter’s calendar of meetings and topics by October 1, 2010. 1 C 

EDUCATION & 
TRAINING 

7. One check for each seminar conducted. N/A N/A 

8. One check for each chapter meeting offering recertification points. 7 C 

9. 
One check for each member who attends the August 21 Education Forum in Oklahoma City, 
OK. 

10 * C 

FISCAL 
RESPONSIBILITY 

10. One check for creating and maintaining a budget for the 2010-2011 year. 1 C 

11. One check for submitting its 2009-2010 Annual Audit report. 1 C 

12. One check for providing a monthly financial statement to membership. 1 C 

13. 

One check for each effort to raise funds for the Retirement Trust Foundation, Research & 
Education Foundation, or Student Chapter Program (budgeted contribution, special 
fundraiser, solicitation of members for personal contributions, etc.) 

1 – calendar 
1 – honor Christine 
1 – budgeted amt. 

1 – R&E 
1 – Student Chapter 

C 

LEADERSHIP  
DEVELOPMENT & 

ROLES 

14. 
One check for having a full slate of officers for the 2010-2011 year and submitting officer and 
committee chair listing to headquarters by July 1, 2010, deadline. 

1 C 

15. 

One check for having four chapter officers and four chairs (bylaws, certification, 
education/programs, and membership) participate in a 60-minute leadership/succession 
planning event offered at the August 21 Education Forum in OKC. 

1 C 

16. 

One check for each member that serves as an officer, committee chair, or committee 
member at the division or international level; or as an RTF Trustee. (Sandy, Jolene, Jan, 
Jamie) 

4 C 

17. 
One check for having chapter committee chair positions filled for bylaws, certification, 
education/programs, and membership. 

1 C 

http://pathways.iaap-hq.org/IAAPHQ/Pathways/Home/
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MARKETING, 
RESEARCH & 
COMMUNITY 
OUTREACH 

18. One check for having a marketing plan that is reviewed annually. 

1 C 

PROGRAMS & 
PARTICIPATION 

19. 
One check for sending delegate or submitting a proxy to the 2010 International EFAM in 
Boston by deadline. 

1 C 

20. 
One check for submitting delegate’s name or proxy for the 2011 A-O Division Annual 
Meeting by May 13, 2011. 

 IP 

21. One check for each APW event or executive event conducted.  IP 

22. 
One check for submitting an application for the Avery Chapter Achievement Award by the 
February 1, 2011, deadline. 

1 C 

23. One check for nominating one of its employer companies for the IAAP Award for Excellence. 0 N/A 

RECRUITMENT  
& RETENTION 

24. One check for maintaining 15 members on the chapter roster. 1 C 

25. One check for maintaining 80% member retention. 1 C 

26. 
One check for achieving a net membership increase of at least 12% with a minimum of 3 
new members. 

1 C 

27. 
One check for each membership recruitment meeting conducted. (1 at Sept. chapter 
meeting; 1 at Cherokee Nation) 

2 C 

28. One check for conducting at least one new member orientation. 1 C 

29. One check for sponsoring a new IAAP chapter or student chapter 0 N/A 

STRATEGIC  
PLANNING 

30. 
One check for having a strategic plan that is reviewed annually and is submitted to division 
president by December 31, 2010. 

1 C 

31. One check for conducting an annual member interest/satisfaction survey. 1 C 

SPECIAL 
DIVISION 
CRITERIA 

32. 

Inviting division officers to attend a chapter meeting. 
1 check for an open-ended, non-specific invitation to come to any chapter meeting at 

any time. 
2 checks for an invitation to come install new chapter officers in June 2011. 
3 checks for an invitation to a designated chapter meeting and the opportunity for 10 

minutes on the agenda to discuss division activities. 
4 checks for an invitation to present a program at a designated chapter meeting that 

qualifies for a recertification point. 

3 C 

# of Checkmarks to date 4/17/11 60  

TOTALLY COMPLETED (C) 24 areas  

IN PROGRESS (IP) 4 areas  

STILL POSSIBLE (SP) 0 areas  

VERY POSSIBLE (VP) 0 areas  

NOT APPLICABLE 4 areas  

             *Connie, Janet, Jolene, Regina, Jamie, Jan, Michelle, Daphne, Sherry, Sunny 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Few, if any, reach the top of the ladder without being exceedingly 
efficient; the higher you climb the more crucial efficiency becomes."  

~~~ Winston  Fletcher 
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Criteria for 2010-2011 International Chapter of Excellence Program 
(Completed – C, In Progress – IP, Still Possible – SP, Very Possible - VP) 

 
 

International Chapter of Excellence 2010-2011 – Tulsa Chapter 
 Status as of 4/17/11 

 (14 out of 19 required to achieve Excellence) 

 

Sixty percent of the chapter meetings offer certification points 
C  

(7 approved) 

At least one member of the chapter obtain their CPS and/or CAP Certification during the current 

IAAP fiscal year C 

Sign on-line Chapter of Excellence Commitment Agreement C 

Publish at least six newsletters/e-newsletters C 

Participate in IAAP Web Community C 

Publish annual meeting calendar with education and/or training topics by September 1st and 

establish marketing plan to encourage members to attend Chapter, Division and International 

meetings and events C 

Create and maintain an annual budget, provide a monthly financial statement to the membership 

and submit annual audit report to the Division Treasurer C 

Maintain a full slate of officers (minimum four offices); maintain committee chairman for the 

Bylaws, Certification, Education and Membership Committees; submit New Officers and 

Committee Chairman list to HQ by July 1 deadline. C 

A minimum of four officers and chairmen of the Bylaws, Certification, Education and 

Membership committees participate in at least one IAAP leadership/succession planning training 

event of at least 60 minutes in length C 

Send a delegate to the Division Annual Meeting and a delegate or submit a proxy to the 

International EFAM in Boston C 

At least one member serve in a Division Office or Committee; or serve on an International 

Committee; or as an International Officer or RTF Trustee. C 

Sponsor or co-sponsor a professional development seminar or sponsor/co-sponsor an APW/APD 

and/or Annual Executives Event IP 

Submit a completed application for the Avery Chapter/Division Achievement Awards and/or 

submit a nomination for Excellence Program C 

Maintain a Minimum of 15 members and achieve an annual retention rate of at least 80 percent IP 

Conduct at least one Membership Meeting C 

Conduct new member orientation program C 

Achieve a net membership increase of at least 12 percent (minimum required is a net 3 member 

increase) C 

Sponsor a new IAAP Professional Chapter or Student Chapter N/A 

Create an Annual Business (Strategic) Plan; review/update annually; submit a copy to the Division 

President by December 31 and conduct an annual member/interest survey C 

TOTALLY COMPLETED (C) 16 

 IN PROGRESS (IP) 2 

STILL POSSIBLE (SP) 0 

VERY POSSIBLE (VP) 0 

NOT APPLICABLE 1 
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MAKING THE BEST USE OF YOUR CALENDAR 
Carol Halsey 
Business Organizing Solutions 
http://www.pilestofiles.com 
Submitted by Connie Weddell 

     You are probably thinking, "So what's to using a calendar? 
I mark down appointments, meetings, holidays and vacation time off.   
How else would I use it?" 
     Your calendar is one of your best, and most essential, organizing tools.   
It keeps track of your daily/weekly/ monthly schedules, time away from the office,  
and shows you at a glance for any day, how much time is committed and how much time is not.   
     This is true, of course, providing you keep it updated. 
     It is most important to enter, on your calendar, every commitment of time. This includes personal commitments 
as well as business commitments.   
     Enter doctor and dental appointments, car service and parent/teacher meetings, birthdays, the children's piano 
lessons and soccer practices. 
     Now you may be wondering, why?   
     By looking at your calendar, you know exactly how you are spending your time. 
     You know where and when you will have time to take care of the many important tasks that will get you where 
you want to go.   
     You can allot time that is uncommitted to work on the tasks that will reach your goals, work on a project yet 
uncompleted, prepare for an upcoming meeting, work on a speech, write a report. 
     If you are not able to find time on your calendar for these tasks, reassessing how you are spending your time is 
critically important. 
     Just as important is to use only one calendar.  It can be electronic, a day planner, or hanging on the wall.  Keeping 
more than one calendar is asking for trouble.   
     An important event may not be transferred from one to the other. 
And it is a waste of time to be constantly comparing calendars and re-entering information from one to the other. 
     If you can control your calendar, you are in control of where you are going and how you are getting there.  I 
cannot over-emphasize that being organized is being in control. 
  

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

EMOTIONAL INTELLIGENCE- Do you have it? 
The latest talk in the business world is all about emotional intelligence.  What is Emotional Intelligence (EI or EQ)?  It is a 
different type of intelligence.  It‘s about being ―heart smart,‖ not just ―book smart.‖ It helps you build strong relationships, 
succeed at work, and achieve your goals.  Emotional intelligence is the ability to identify, use, understand, and manage 
your emotions in positive and constructive ways.  Recognizing your own emotional state and the emotional states of others 
is at the very heart of engaging with others in ways that draw people to you. 
 
Emotional intelligence consists of four core abilities: 

 Self-awareness – The ability to recognize your own emotions and how they affect your thoughts and  

behavior, know your strengths and weaknesses, and have self-confidence. 

 Self-management – The ability to control impulsive feelings and behaviors, manage your emotions  

in healthy ways, take initiative, follow through on commitments, and adapt to changing circumstances. 

 Social awareness – The ability to understand the emotions, needs, and concerns of other people,  

pick up on emotional cues, feel comfortable socially, and recognize the power dynamics in a group or organization. 

 Relationship management – The ability to develop and maintain good relationships, communicate clearly, inspire and 

influence others, work well in a team, and manage conflict. 

http://www.helpguide.org/mental/eq5_raising_emotional_intelligence.htm 

 

http://www.pilestofiles.com/
http://www.helpguide.org/mental/eq5_raising_emotional_intelligence.htm
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12 Ways to Turn Around a Terrible Day 

       By Jessica Stillman | November 9, 2010  

We all have lousy days. You know the kind I mean — problem clients, cranky co-workers, bad evaluations or 
personal life stress collide and make for a really epic bad mood (and for some reason it always seems to be 
raining). So what can you do when the universe seems to conspire to make your life unpleasant?  Gretchen 
Rubin, author of The Happiness Project, comes to the rescue with tips, and not just two or three. On her blog 
she offers a whopping 12 ways to deal with a terrible day (which is good, sometimes you need all the help 
you can get). 

 Resist the urge to “treat” yourself. Often, the things we choose as ―treats‖ aren‘t good for us. The 

pleasure lasts a minute, but then feelings of guilt, loss of control, and other negative consequences just 
deepen the lousiness of the day. 

  

 Do something nice for someone else. ―Do good, feel good‖ – this really works. Be selfless, if only for 

selfish reasons. 
  

 Distract yourself. When my older daughter was born, she had to be in Neonatal Intensive Care for a 

week. I spent every hour at the hospital, until my husband dragged me away to go to an afternoon movie. 
I didn‘t want to go, but afterward, I realized that I was much better able to cope with the situation after 
having had a bit of relief. 

  

 Seek inner peace through outer order. Soothe yourself by tackling a messy closet, an untidy desk, or 
crowded countertops. The sense of tangible progress, control, and orderliness can be a comfort. 

  

 Tell yourself, “Well, at least I…‖ Get some things accomplished. Yes, you had a horrible day, but at least 
you went to the gym, or played with your kids, or walked the dog, or recycled. 

  

 Exercise is an extremely effective mood booster – but be careful of exercise that allows you to 

ruminate. For example, if I go for a walk when I‘m upset about something, I often end up feeling worse, 
because the walk provides me with uninterrupted time in which to dwell obsessively on my troubles. 

  

 Stay in contact. When you‘re having a lousy day, it‘s tempting to retreat into isolation. Studies show, 

though, that contact with other people boosts mood. 
  

 Things really will look brighter in the morning. Go to bed early and start the next day anew. Also, 

sleep deprivation puts a drag on mood in the best of circumstances, so a little extra sleep will do you 
good. 

  

 Remind yourself of your other identities. If you feel like a loser at work, send out a blast email to 

engage with college friends. If you think members of the PTA are mad at you, don‘t miss the spinning 
class where everyone knows and likes you. 

  

 Keep perspective. Ask yourself: ―Will this matter in a month? In a year?‖ 
  

 Write it down. When something horrible is consuming my mind, I find that if I write up a paragraph or two 
about the situation, I get immense relief. 

  

 Be grateful. Remind yourself that a lousy day isn‘t a catastrophic day. Be grateful that you‘re   
      still on the ―lousy‖ spectrum. Probably, things could be worse. 

http://www.bnet.com/search?q=jessica+stillman
http://www.amazon.com/Happiness-Project-Morning-Aristotle-Generally/dp/0061583251
http://www.happiness-project.com/happiness_project/2010/11/13-tips-for-dealing-with-a-really-lousy-day.html
http://holykaw.alltop.com/your-friendly-reminder-to-stop-complaining
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The minutes of our 
April meeting can be 

found on Tulsa 
Chapter’s website: 

www.iaap-tulsa.org 

 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
        
 
 
 
 
 
 
 
 
 
 
 
 

  

  

www.iaap-tulsa.org 
 

www.iaap-ao.org 
 

www.iaap-hq.org 

 

Our June Chapter 
meeting will be held on 

Thursday, June 2. 
 

Newsletter Editor: 
Sherry Tyler, CPS/CAP 

styler@arrowengine.com 

TULSA CHAPTER MISSION STATEMENT 

TO PROMOTE AND ENHANCE THE PROFESSIONAL AND 

PERSONAL GROWTH of Tulsa Chapter members through 

continued education, providing leadership opportunities 

and networking, resulting in career advancement and 

increased value to employers.  

Tulsa Chapter Officers 
 

Connie Weddell 
President 

 
Janet Griebel, CPS/CTM 

Vice President 
 

Jolene Yowell, CPS 
Secretary 

 
Regina Thompson 

Treasurer 

IAAP Tulsa Chapter 
PO Box 700882 
Tulsa, OK 74170 

 
918-894-5219 office 

918-266-9937 fax 
 

June newsletter deadline – 
May 15, 2011. 

 
Please send all articles to 
styler@arrowengine.com 

http://www.iaap-tulsa.org/
http://www.iaap-tulsa.org/
http://www.iaap-ao.org/
http://www.iaap-hq.org/
file://juno2/UserHome/styler/My%20Documents/WORD%20FILES/SHERRY/IAAP%20TULSA%20CHAPTER/2010/styler@arrowengine.com
file://juno2/UserHome/styler/My%20Documents/WORD%20FILES/SHERRY/IAAP%20TULSA%20CHAPTER/2011/styler@arrowengine.com

