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Professional 
Development 

Kirkwood Community 
College 

Register at 
www.kirkwood.edu/ce 
or call 319-398-1022 

 

Upcoming classes include: 
 Search Engine Optimization 

Basics (SEO) - $115 
 Business Writing - $115 
 Building Your Digital Profile - $49 
 Difficult Discussions: Positive 

Outcomes - $95 
 Organize Meetings with Microsoft 

OneNote - $125 
 Developing Your Intuition - $79 
 Discover the Magic of Excel 

Charting - $39 
 Querying a Database in Access 

2007 - $39 

 

 

Officer Installation 
 

Administering Leadership and Motivation 
 

Presented by Karen Schumacher, 
People Development Strategies 

 

When we think about leadership, many times people think about a 
position with a title.  When we think about motivation, we often 
think about leaders motivating their employees.  The truth is – 
anyone has the opportunity to be leaders with their organizations 
and to motivate those around them.  This session will cover your 
role in the company and the power of ADMIN: 
 

Adapting to others 

Developing you 

Maximizing results 

Impacting profits 

Noticing the small stuff 
 

One recertification point has been requested for this program! 
 

DATE:       Thursday, June 16, 2011 
 

PLACE:     Mercy Medical Center 
                Hallagan Education Center, Cedar Rapids, Iowa 

 
TIME:     5:15 PM – Networking & Registration 
     6:00 PM – Dinner & Business Meeting 
     6:45 PM – Program 

 

MENU:       Vegetable and Cheese Stuffed Pasta, grilled vegetables,  
                   tossed salad, dinner roll, Jello cake, and beverage. 
 

PROGRAM & MEETING FEE (Includes program/meal/materials): 
                   Member Meeting Cost:  $16.00   |   Non-Member Meeting Cost:  $20.00 
 

RSVP:  If you are a Standing Yes or Standing No, you do not need to respond.  All others should 
RSVP to CRIAAPRSVP@aol.com or call Mari Sue Schminke at (319) 721-2770.  RSVPs are due 
Monday, June 13 by 5:00 PM.  If you have special dietary restrictions, please indicate this with your 
RSVP.   Cancellations received after the RSVP deadline will be invoiced for the meeting fee. 
 

 

 

     IAAP – A.N. Palmer Chapter 
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Invite another administrative professional to join us for this meeting!! 
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President’s Message 
 

My Final Message… 
 

As I am writing my last president’s letter to you, I do it with both 
sadness and excitement.  This past year has been exciting, 
challenging, rewarding and definitely educational.  If I have heard it 
once in my life I have heard it many times, if the road were smooth 
you wouldn’t learn anything.  With every bump this past year, our 

chapter has stuck together and worked through them as a TEAM and I thank each of 
you for that support. 
 
Now we start looking into the future and at our June chapter meeting we will be 
installing a new set of officers.  CONGRATULATIONS to each of them!  With the 
teamwork we have shown over the years, we are bound to have another successful 
year and that is the exciting part. 
 
Success does not come easy.  I am not telling you anything you don’t already know, 
it takes a lot of work, dedication and time.  I would challenge each of you to think 
about “how can I be a part of next year’s success?”   
 
I will leave you with a quote I found when I was thinking about what success meant 
to me.  Thank you again for the opportunity to be our chapter president.  
 

“Success is not to be measured by the position someone has reached in life,  
but the obstacles he has overcome while trying to succeed.” 

Booker T. Washington 
 

Cheryl Becker, CPS 
A.N. Palmer Chapter President 
 

 
 
 
 
 
 
 
 
 

 
Our Mission:  Enhancing the success of career-minded administrative professionals by providing 
opportunities for growth through education, community building and leadership development.
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Chapter Business Meeting Minutes 
 

The minutes of the May chapter meeting will be 
distributed at a later time.  Watch your e-mail!   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

A.N. Palmer 2011-2012 
Chapter Officers 

 

The chapter elected the following officers for the 
2011-2012 chapter year:   
 

President:  Sheri Jelinek, CPS/CAP 
Vice President:  Pat Meyer, CAP 
Secretary:  Shelly O’Neal 
Treasurer:  Lynda Dicken 
 

Join us in June for the officer installation.  
 

 

Let’s Meet Here… 

 
The chapter voted at the May chapter meeting to 
hold all 2011-2012 chapter meetings at Mercy 
Medical Center.  Watch Pen Notes and the 
website each month for the exact location as it will 
change somewhat inside the hospital.  A big 
thank you goes to Wendy Coffin for making these 
arrangements!  
 
 

Pen Notes Submissions 
 

Article suggestions should be directed to the 
2011-2012 Pen Notes editor at 
roth.shelby@gmail.com.  The deadline for the 
next issue of Pen Notes is July 28. 

 
 
 

 
 
 
 

Member of Excellence 
 
Remember to send in your Member of Excellence 
application for the 2010-2011 year.  The deadline 
for online submissions is June 30, 2011, at 11:59 
p.m. central time.   
 

For complete details, check out the Pathways to 
Excellence area of the Member Resources tab on 
the IAAP website.   
 
 

IAAP Fall Conference 
Hot Topics for Tomorrow’s Workplace 

Registration Now Open 
 

Make plans to attend the 2011 IAAP Fall 
Conference to be held October 9-12 at the 
Sheraton San Diego Hotel and Marina located on 
Harbor Island overlooking San Diego Bay.  This is 
the FINAL Fall Conference so if you have ever 
wanted to attend one, don’t wait any longer!  
Registration is now open with early bird rates in 
effect until July 31.   
 

There is an optional Sunday technology workshop 
available with Annette Marquis of Triad 
Consulting for an additional $100.  If you register 
for this optional workshop, you will be entered in a 
drawing for a Nook Color E-reader!  
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

MARK YOUR CALENDAR 
FOR THE NEXT  

CHAPTER MEETING 
 

Thursday, August 18, 2011 

You are the product 
of your own brainstorm. 

 

Rosemary Konner Steinbaum 

Did You Find It? 
 

Did you find the “out of place” numbers in one of the Pen Notes 
articles?  If you did, then you have the opportunity to receive a 
discount on the next chapter meeting!  Cut out the portion of the 
newsletter containing the “out of place” numbers and bring it to 
the next meeting.  Put your name on the paper, put it in the 
“Pen Notes container,” and we’ll draw for one lucky member to 
receive a $4.00 discount off next month’s chapter meeting. 

There was no drawing in May! 

Rita Knutsen, CPS, with 
Molly Friedman from 
Principal Financial who 
taught us about finance for 
the non-finance 
administrative professional 
on both a business and 
personal level at the May 
chapter meeting.  



A.N. Palmer Chapter:  Passion & Purpose  June 2011 
 

 . . . . . . . . . . . . . . . . . . . . . . .    4 

 OfficeTeam is the world’s leading staffing 
service specializing in the placement of highly skilled 
administrative and office support professionals. The 
company has more than 300 locations worldwide, and 
offers online job search services at 
www.officeteam.com.  

 
Committee Corner 

 
AUDIT & BUDGET COMMITTEE (Wendy Coffin & 
Rita Knutsen, CPS, co-chairs):  No report.   
 
BYLAWS & STANDING RULES COMMITTEE (Todd 
Perrine, chair):  No report. 
 
CERTIFICATION COMMITTEE (Amy Moenk, CPS, 
chair):  No report. 
 
COMMUNICATIONS COMMITTEE (Sandy Parsons, 
CPS/CAP, chair):  It has been a pleasure being the 
newsletter editor for the past two years.  I wish our new 
editor, Shelby Roth, much success.    
 
COMMUNITY SERVICE COMMITTEE (Sherri 
Hawkins, chair):  No report. 
 
MEMBERSHIP COMMITTEE (Ruth Pierce and Pat 
Meyer, CAP, co-chairs):  Our 2010-11 IAAP year was 
not very successful regarding bringing in new 
members.  Let's try to improve on that for the 2011-12 
year by reaching out to fellow administrative 
professionals and inviting them to chapter meetings to 
experience the benefits of our organization.  Be sure to 
communicate to everyone all that you have gained 
from being a member of IAAP.  Perhaps these 
conversations will peak the interest of our colleagues 
and will help them realize how they also can benefit 
from membership. 
 
Members who have recently renewed their 
membership: 

 Amelia Waddle, a member since March 2010  
 Heather Thoren, a member since March 2001  
 Mary Jo Thein, a member since June 2009  
 Ang Taake, CPS, a member since June 1983 

 
PROGRAM COMMITTEE (Mari Sue Schminke, 
chair):  No report. 
 
RTF COMMITTEE:  (Pat Meyer, CAP, chair):  No 
report.   
 

WAYS & MEANS COMMITTEE (Rita Knutsen, CPS, 
and Wendy Coffin, co-chairs):  No report. 
 
 
 
 

 
 

Looking for a Job 
When You Still Have One 

Everyone knows conventional wisdom says it’s 
easier to get a job if you have a job. That may be true, but 
launching a job search when you’re already employed can 
be tricky. Here are some do’s and don’ts to consider: 

 

 DO get organized.  Set aside blocks of time that you 
can devote to your search, like nights and weekends or 
during your lunch break.  Be careful not to search on 
your employer’s time.  After all, you’re still being paid to 
work for your current company. 

 

 DON’T talk about your search at work.  Telling your 
coworkers — even those you are close to — about your 
job search is risky.  Chances are good the information 
will get back to your boss one way or another. 
 

 DO be careful where you post your resume.  If you 
don’t want your current firm to accidentally find your 
resume when searching for new hires, post it on a job 
site where you can keep your employer and contact 
information confidential.  
 

 DON’T use company resources.  No matter how 
convenient it may be, don’t use the company’s office 
supplies and equipment.  It’s not only an inappropriate 
and unethical use of company resources but also an 
easy way for colleagues to find out about your job 
search.  Along the same lines, avoid using the office’s 
email and phone systems to reach out to hiring 
managers.  Many employers monitor Internet usage and 
review phone call logs. 
 

 DO pay attention to how you dress.  If your normal 
work attire consists of jeans and sneakers, showing up 
to the office in a suit is likely to cause suspicion and 
speculation.  Avoid the attention by bringing a change of 
clothes for after-hours interviews. 
 

 DON’T make excuses when meeting with hiring 
managers.  Most hiring managers will understand that 
accommodations may have to be made for you to 
attend an employment interview.  Try to schedule 
meetings for either the beginning or the end of the day, 
or during your lunch hour.  If a prospective employer 
can’t interview you during those times, take a personal 
day. 
 

 DO register with a staffing firm.  Consider partnering 
with a recruiter, who can work discreetly on your behalf 
to distribute your resume and uncover job opportunities.  
 

 DON’T burn bridges.  Even if you can’t wait to leave 
your current position, remain professional, focused and 
productive.  When you do finally move on to a new 
position, your current manager will become a reference, 
so it’s advantageous to remain on good terms. 

CORRIDOR OFFICE PROFESSIONALS 
CONFERENCE (COPC) COMMITTEE (Amy Moenk, 
CPS, chair):  No report. 
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Association Contact Information At-A-Glance 
 

A.N. Palmer Chapter 
Officers 
2010-11 

 
President  
Cheryl Becker, CPS 
C: (319) 310-5067 
W: (319) 786-4465 
E: cherylbecker@alliantenergy.com 
 
President-Elect  
Sheri Jelinek, CPS/CAP 
H: (319) 665-9343 
W: (319) 354-3939 
E: sjelinek@iowacityarea.com 
 
Secretary  
Penny Sailer 
H: (319) 294-0084 
W: (319) 355-6506 
E: penny.sailer@mchsi.com 
 
Treasurer  
Todd Perrine 
W: (319) 786-8145 
H: (319) 743-3899 
E: tjperrine@msn.com 
 

www.iaap-anpalmer.org 

 

IA-NE Division 
Officers 
2010-11 

 
President  
Kay Gale, CPS/CAP  
W: (402) 552-3294 
H: (402) 453-0459 
E: kgale@nebraskamed.com 
 
President-Elect  
Joan Merryman, CPS/CAP 
C: (319) 929-3318 
E: bjmerrym@aol.com 
 
Secretary  
Sherry Young, CPS/CAP 
W: (641) 396-2298 
H: (641) 396-2298 
E: smpiano@juno.com 
 
Treasurer  
Patti Hawkby 
W: (515) 247-6003 
C: (515) 577-3167  
E:  hawxby.patti@principal.com 
 
www.iaap-iowanebraska.org 

 

International 
Officers 
2010-11 

 
President 
Mary Ramsay-Drow, CPS/CAP 
E: mrdrow@iaap-hq.org  
 
President-Elect  
Tamara Goodall, CPS/CAP 
 
Vice President 
Karlena Rannals, CPS/CAP 
 
Secretary 
Antoinette Smith, CPS/CAP 
 
Treasurer  
Judith Yannarelli, CPS/CAP 
 
NW District Director 
Kristi Rotvold, CPS/CAP  
E: krotvold@iaap-hq.org 
 

www.iaap-hq.org 

 

A.N. Palmer 
Communications Committee 

2010-11 
 
Committee Chair, Pen Notes Editor  
Sandy Parsons, CPS/CAP 
W: (319) 366-4512 x 331 
H: (319) 377-7486 
E: sandy.parsons@cipco.net 
 
Pen Notes Proofreaders 
Joan Merryman, CPS/CAP 
E: bjmerrym@aol.com 

Ruth Bensmiller 
E: rutheb@mchsi.com 
 
News Release Specialist 
Pat Carlson, CPS/CAP 
E: pcarlson@cityofmarion.org 
 

 

Enjoy Summer 2011 

 

 

 

 

 

MARK YOUR CALENDAR! 
June 6, 2011 Chapter Board Meeting, Mercy Medical Center, Room 11-56 
June 10-12, 2011 Iowa-Nebraska Division Meeting, Ames, Iowa 
June 16, 2011 Chapter Meeting, Mercy Medical Center – Hallagan Education Center 
July 24-27, 2011 Education Forum & Annual Meeting (EFAM), Montréal, Quebec 
August 15, 2011 Deadline for November 2011 Certification Exams 
August 18, 2011 August Chapter Meeting, Mercy Medical Center 
September 15, 2011 September Chapter Meeting, Mercy Medical Center 
October 9-12, 2011 IAAP Fall Conference, San Diego, CA 
October 20, 2011 October Chapter Meeting, Mercy Medical Center 
November 4-5, 2011 Certification Exams 
November 17, 2011 November Chapter Meeting, Mercy Medical Center 
December 15, 2011 December Chapter Meeting, Mercy Medical Center  

IMPORTANT INFORMATION FROM IAAP – DUES/REINSTATEMENT NOTICE 
 

If members do not renew their memberships prior to their anniversary date, a $15 processing fee must be included with the member's dues. 
 The IAAP guidelines indicate that a member who has forfeited membership for any reason and wishes to reinstate within the next two years may 
do so by paying the appropriate amount, which includes the current year's dues and the $15 processing fee. 
 Please be sure to submit your dues renewal prior to the due date in order to avoid incurring the additional $15 fee. 


