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Professional Development 
Kirkwood Community College 

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

 

Upcoming classes include: 

 Stepping Up to Leadership: 
Communications Skills 
Certificate - $195 

 Blogging Basics - $49 

 Business Writing - $95 

 Change Your Language and 
Change Your Life - $69 

 Professional Portfolios - $49 

 Power of Emotional  
Intelligence - $69 

 

 

 

 

Making Mindset Shifts to Impact 
Your Professional Outlook 

 

Presented by Karen Schumacher, People Development Strategies 
 

It's easy to look at those around you and determine their outlook. Ever wonder what 
people think of you when they look at you? It's harder to look at ourselves. This session 
will give you a chance to examine your outlook and share some tips on how to make 
mindset shifts on how you view things. "If you change the way you look at things, the 
things you look at change." Wayne Dyer. 
 

This program counts towards the 
A.N. Palmer Chapter Leadership Development Academy Certificate 

 

One recertification point has been requested from IAAP Headquarters. 
 

DATE: Thursday, November 19, 2009 
 

PLACE: Kirkwood Center for Continuing Education (KCCE) 
 7725 Kirkwood Blvd SW, Cedar Rapids  
 

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

MENU: Spaghetti & Meatballs – Includes tossed salad, garlic bread, and chef’s choice of 
                        dessert and beverage. 
 

PROGRAM and MEETING FEE (This includes program, meal, and materials): 
 Member Meeting Cost:  $14.00 
  Non-Member Meeting Cost:  $20.00 
  First Time Guests: Complimentary (one time only) 
 

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, November 16 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. 
 

Invite another administrative professional to join us for this meeting! 
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President’s Message 
 

Hello Fellow Chapter Members!   
 
Burrr!  It’s certainly getting colder each morning as I leave for work.  I was hoping that the weather 
would hold out for a bit longer and we would not get snow anytime soon!  I know I just uttered a 
terrible four letter word that strikes fear/delight in our hearts.  But let’s face it—it’s on its way one 
day soon.  With that being said, let’s get ourselves ready for the holidays ahead.   
 
Let’s use the tips we have learned in the past chapter meetings.  Let’s plan out the things we can: 

meals, grocery lists, appointments, and tasks to be done.  Prioritize them in order of importance, time available, and 
put the most enjoyable ones you’d like to do on the list as well.  Life is so much more enjoyable when we take the time 
to meet with friends and family and make them a priority so put them on the list, too.  If the item is on the list because 
you think it would be nice to be done, but not necessary to be done, then maybe it should not make its way on your 
list.  De-stress your life!   
 
Again, with taking this new job, I’ve been utilizing the talents of some of you by asking you questions on your areas of 
expertise and on your experiences with different vendors, etc.  Knowing who those folks are with expertise in certain 
areas is a part of networking and the wonderful benefit of being an A.N. Palmer chapter member and IAAP member.  
We can rely on each other for guidance and help in all kinds of undertakings that we may be involved in.  As a result, I 
use every opportunity I can to tout the benefits of being a member to anyone who I think could benefit from 
membership in our organization.  It’s easier to do this than you may think.  Usually, the people I have approached have 
thanked me for the information and inquired about more information on how to become a member, how often we meet, 
and some of the topics of our meetings.  It is really great to be able to say that we are learning more on a certain topic   
and watch their eyes light up with enthusiasm.  Ask someone you work with or come in contact with who may perform 
the same functions you do to attend with you at our next meeting.  You’ll be surprised at how pleased they are that you 
thought of them.   
 
Cindy Klein CPS/CAP 
A.N. Palmer Chapter President 
 
 
 
 

 
 
 

 
 
 

Chapter Briefs  
HACAP Community Service Project 
Tuesday, November 17 - 6:00-8:00 p.m. 

HACAP – Hawkeye Area Community Action Program 
1515 Hawkeye Drive, Hiawatha, IA 

 

Take action and help fill food boxes!  We need a team of 10 members to help fill boxes 
on November 17.  According to the USDA, 11% of households in the U.S. regularly do 
not have sufficient food to thrive. As a member of Feeding America, the Nation’s Food 
Bank Network, the HACAP Food Reservoir channels donated products to area soup 
kitchens, pantries, senior and daycare centers, drug and alcohol treatment centers, 
homeless shelters and other nonprofit food programs that feed the needy.  Please visit 
their website for more information - http://www.hacap.org/. 
 

Please contact Linda Charbonneau at: 
e-mail charbonneaulinda@aol.com or 319-573-9855 

Important 
 

Chapter RSVP Information 
 

When sending in your RSVP for the monthly 
A.N. Palmer chapter meetings, it is VERY 
important that you use the correct e-mail 
address: CRIAAPRSVP@aol.com. 

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 bag,‖ and we’ll draw for one lucky member to 
receive a $4.00 discount off next month’s chapter meeting. 
 

http://www.hacap.org/
mailto:Charbonneaulinda@aol.com
mailto:CRIAAPRSVP@aol.com
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The October 15, 2009, meeting of the A. N. Palmer 
Chapter of IAAP was called to order at 6:00 p.m. by 
President-elect Cheryl Becker CPS.  The meeting was 
held at Kirkwood Center of Continuing Education, 
Cedar Rapids, Iowa. 
 
Officers present were President-Elect Cheryl Becker 
CPS and Treasurer Sheri Jelinek CPS/CAP. 
 
There were 21 members in attendance, thus satisfying 
the required number of 18 members needing to be 
present for a quorum. 
 
President-elect Becker asked all members to stand 
and introduce themselves and their guests.  Guests 
present were:  Travis Jelinek of Office Depot, guest of 
Sheri Jelinek; Amanda Frank of Aerotek, guest of Ruth 
Pierce; Nancy Stacey of Rockwell Collins, guest of 
Ruth Pierce; and Sarah Fare of MRI, guest of Julie 
Perrine. 
 
There were two corrections to the September chapter 
meeting minutes as published in the October issue of  
Notes.  The correct name of one of Ruth Pierce’s 
guests is Michelle Monroe instead of Michelle Moore.  
Ruth introduced Michelle with the wrong last name.  
Julie Perrine CPS/CAP noted that “4321” needs to be 
deleted after Sandy Parsons CPS/CAP’s name in the 
sixth paragraph.  The minutes of the September 
chapter meeting were approved as corrected. 
 
The Treasurer’s report was not presented.  It is posted 
on the chapter website under the members’ only area 
and will be reviewed at the November chapter meeting. 
 
President-elect Becker gave highlights from the 
October 5 Chapter Board of Directors meeting.  The 
Board discussed scheduling a series of social media 
workshops for chapter members and opening this up to 
the public as a fundraising opportunity as well.  More 
details will be coming; however, due to busy 
schedules, we’re currently considering dates early in 
2010. 
 
There was no old business and no new business. 
 
President-elect Becker announced that the chapter is 
still looking for additional committee members for 
several of our chapter committees.  Anyone interested 
in serving on a committee should contact any chapter 
officer. 

 
 
 
 

Sheri Jelinek CPS/CAP announced that she had 
received an email from IAAP Headquarters regarding a 
Gift of Membership campaign.  The Gift of Membership 
will make it easy for members to either renew a 
membership of a friend or co-worker or give them a 
new membership.  Details will be included in the 
November Pen Notes. 
 
The next Board meeting is November 2 at 5:30 p.m. at 
Panera on the west side of Cedar Rapids, and the next 
chapter meeting is November 19. 
 
President-elect Becker recognized those members 
with October birthdays and IAAP anniversaries. 
 
The meeting was adjourned at 6:15 pm. 
 
Respectfully submitted, 
 
Ruth Pierce 
A.N. Palmer Chapter Member 
 
Editor’s Note: Subsequent to the chapter meeting, the next 
Board meeting was rescheduled to Monday, November 9. 

 

 
 

Committee Corner 
 

October Chapter Meeting 
Minutes 

 

 

 

Program Co-Chair Linda Charbonneau with Sarah Fare from 
Management Recruiters of Cedar Rapids, who presented 

“Successfully Preparing Your Next Career Move & Salary Increase.” 
 

President-elect Cheryl Becker CPS presiding at the October meeting.  
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Committee Corner 
 
Membership Committee (Ruth Pierce, Chair): 
 

MEMBERSHIP COMMITTEE 
A.N. Palmer Chapter Member Statistics: 
Professional members - 64 
Merited members - 8 
Student members - 2 
Associate members - 1 
TOTAL NUMBER OF MEMBERS = 75 
  
New members as a result of October meeting: 
Michelle Monroe, Kirkwood student 
Nancy Stacey, Rockwell Collins 
Amanda Frank, Aerotek. 
  
We will learn more about these new members in the 
November Pen Notes. 
 
Recent Renewals: 
Tamra Brus, member since December, 2007 
Lisa Bolsinger, member since January 2008 
KJ Jernigan, member since November 2004 
Debbie Kress, member since September 2003 
 

Communications Committee (Sandy Parsons 

CPS/CAP, Chair):  The Communications Committee 

hopes that you are enjoying this latest issue of  Notes.  

We do welcome any suggestions regarding our 

newsletter that you may have.  

 

Program Committee (Linda Charbonneau, Mari Sue 

Schminke, Co-Chairs):  The 2009-10 Program 

Committee has taken your input into consideration as 

we outlined the proposed program topics for the 

upcoming chapter year.  We’re very excited about our 

lineup.  The tentative schedule is posted on the 

website for your review.  We are still finishing work on 

securing speakers for the various topics and dates.  

Keep watching Pen Notes and the website for details.  

We have even more recertification point programs on 

tap this year, so take full advantage of these 

opportunities!  

 
  

 
 
 
 
 
 
 

 
NEW MEMBER SPOTLIGHT 

 

DEANNA HEIT, an Office Administrator at 
MidAmerican Career Associates, joined the A.N. 
Palmer Chapter after learning about IAAP from Sheryl 
Gardner, another new member. Deanna has been with 
MidAmerican about 5 1/2 months.  Her education 
includes the Interpreter Training Program at Kirkwood 
Community College.  Her hometown is Cedar Rapids, 
but now calls Van Horne home. Her family includes her 
husband Brian, a daughter Jennah (15), and a son 
Jake (6).  Deanna's hobbies are candle making, 
horses, NASCAR, the St. Louis Cardinals, and most 
importantly, time with her family.  Deanna says 
"Challenges are an adventure!"  She is a detail and 
result-oriented administrative professional with over 15 
years experience and is thrilled to be a part of an 
organization and to network. 
  
Deanna's roster information: 
Work phone:  319-294-9171 
Work fax:  319-294-9663 
Work email:  dheit@midamericancareerassociates.com 
Home Address: 1922 68th Street, Van Horne, IA  
52346 
Home phone: 319-228-8125 
Home email:  deannaheit@gmail.com 
Birthday: August 3  
 

WELCOME TO THE A.N. PALMER CHAPTER!! 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

MEMBER ROSTER UPDATE 
 
After nearly 9 (wonderful!) years with the A.N. Palmer 
chapter, Cindy Pfennig CPS/CAP is relocating to 
western Iowa due to her husband’s job promotion. 
Cindy’s new roster information is: 
 
Cindy Pfennig CPS/CAP 
28552 Coldwater Avenue 
Honey Creek, IA 51542 
Ph: (319) 310-4543 
Email: cindypfennig@gmail.com.  

International Education Forum and Annual Meeting  
 

2010 EFAM Registration and Hotel Package Deal  

For the first time in recent memory, IAAP is offering a special history 
making deal to help you attend the 2010 International Education Forum 
and Annual Meeting in Boston.  We’ve secured a limited number of 
packages offering you 10% off your conference registration and 10% 
off your hotel stay at the Sheraton Boston when you prepay for both by 
Dec. 15.  Restrictions do apply— please see www.iaap-
hq.org/events/convention/2010_earlyform.pdf for complete details.   

Through this offer, you’ll have a chance to make history as 
administrative professionals from more than 20 nations across the 
globe convene in Boston for the 2010 International Education Forum 
and Annual Meeting, July 18 – 21.  We’re meeting at the Hynes 
Convention Center, conveniently connected to the Sheraton Boston 
Hotel. 

You’ll enjoy Boston for its history and attendance at EFAM for its 
endless educational opportunities.  You can choose from dozens of 
workshops designed to give attendees “The Administrative Edge” in 
today’s competitive work environment. Tailor your 5678 educational 
experience by selecting workshops and classes that will help reach 
your specific goals. 

 

mailto:dheit@midamericancareerassociates.com
mailto:deannaheit@gmail.com
mailto:cindypfennig@gmail.com
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The Gift of Membership 

Do you have a special co-worker or friend who is also an 
administrative professional?  If you’d like to do something 
special for him or her we have the perfect idea: the Gift of 
Membership.  It’s a great way to introduce your friends and 
co-workers to IAAP.  Maybe it’s a way to help that admin that 
just got laid off, or as a special gift for your son or daughter 
who is now a part of the profession.  

It’s easy to give the Gift of Membership.  You can either 
mail/fax in the Gift of Membership form or call Headquarters 
with your information, including payment, and the name and 
contact information of the recipient.  After the membership 
department gets the information, they will send out an e-mail 
informing the recipient of his or her Gift of Membership.  It 
only takes a few minutes but gives a gift that lasts an entire 
year.  

You can access the sign-up forms here: http://www.iaap-
hq.org/join/gift.html 

Don’t let another day go by.  Give the perfect gift … the Gift 
of Membership! 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

THE TWICE-OVER 
Survey: Executives Spend an Average of Six Minutes 

Reading Each Resume 

MENLO PARK, CA -- It’s usually flattering when someone hangs on your 
every word. For job seekers, this kind of scrutiny takes on a whole new 
meaning. According to a new survey by OfficeTeam, executives spend 
more than six minutes, on average, screening each resume received. 
Considering these documents are usually only one or two pages in 
length, this suggests many are being examined with a fine-toothed comb. 

The survey was developed by OfficeTeam, a leading staffing service 
specializing in the placement of highly skilled administrative 
professionals. It was conducted by an independent research firm and 
includes responses from 150 senior executives at the nation’s 1,000 
largest companies. 

Executives were asked, ―Approximately how much time, in minutes, 
do you spend screening each resume when reviewing job 
applicants for an advertised position?‖  The average response was 
6.4 minutes. 

―Executives are paying extra attention to application materials to avoid 
costly hiring mistakes -- something no company can afford,‖ said Robert 
Hosking, executive director of OfficeTeam. ―To improve their chances of 
passing the initial screening process, job seekers should craft resumes 
that are accurate, clear and error-free.‖ 

Hosking added, ―In a highly competitive job market, hiring managers 
spend the most time on the best prospects, which means a candidate’s 
application must catch and keep their interest.‖ 

OfficeTeam offers the following tips for creating an attention-grabbing 
resume: 

 Get off to a good start. Be specific and concise when 
describing past accomplishments and highlight these 
achievements up front. This allows an employer to clearly 
recognize how you can impact the company’s bottom line.  

 Tailor the content. Customize your resume so it speaks 
directly to a potential employer’s needs -- mirror the 
language and keywords found in the job description.  

 Do the two-minute test. Ask a friend or family member to 
review your resume and summarize its key points for you. 
Make sure the most valuable information is being 
conveyed to readers. Also enlist the help of someone to 
proofread and check for typos.  

 Keep it simple. Refrain from using complicated 

language, graphics or distracting fonts that can make 
the resume difficult to read.  

OfficeTeam provides businesses with the temporary administrative 
professionals they need to maximize productivity, achieve cost efficiency 
and support existing staff. The company has more than 325 locations 
worldwide and offers online job search services at 

www.officeteam.com. 

 

SECRET PALS WERE REVEALED 
AT THE OCTOBER CHAPTER MEETING! 

 

Here's who had who for IAAP Secret Pals during 
the 2008-09 Year. 
  
Pat Carlson had Sandy Parsons 
Ruth Hojka had Cheryl Allen 
Rita Knutsen had Ruth Hojka 
Evelyn Nuehring had Ruth Pierce 
Sandy Parsons had Evelyn Nuehring 
Ruth Pierce had Rita Knutsen 
Cheryl Allen had Pat Carlson 
  
Names were drawn for the 2009-10 Year. Have fun 
being secretive in the coming year! 

 

Our Mission:  Enhancing the success of career-minded 
administrative professionals by providing opportunities for 

growth through education, community building and 
leadership development. 

 

http://www.iaap-hq.org/join/gift.html
http://www.iaap-hq.org/join/gift.html
http://www.officeteam.com/
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Association Contact Information At-A-Glance 
 

A.N. Palmer Chapter 
Officers 
2009-10 

 

President  
Cindy Klein CPS/CAP 
H: (319) 365-1410 
E: cynthiaklein5503@live.com 
 
President-Elect  
Cheryl Becker CPS 
H: (319) 849-2416 
W: (319) 786-4465 
E: cherylbecker@alliantenergy.com 

 
Secretary  
Evelyn Nuehring  
W: (319) 286-5588 
H: (319) 363-7455 
E: evelyndan2009@hotmail.com 
 
Treasurer  
Sheri Jelinek CPS/CAP 
H: (319) 248-3566 
W: (319) 354-3939 
E: sjelinek@iowacityarea.com 
 

www.iaap-anpalmer.org 

 

IA-NE Division 
Officers 
2009-10 

 

President  
Maggie Loutsch CPS/CAP 
W: (605) 235-2298 
E: maggie.loutsch@tyson.com 
 
President-Elect  
Kreyl McPherson 
H: (402) 391-1762 
C: (402) 968-4903 
E: maverick_kreyl@msn.com 
 
Secretary  
Sherry Carlson 
W: (515) 955-1989 
E: sherry@thompsoneich.com 
 
Treasurer  
Wendy Lyons 
C: (402) 718-3797  
E:  green-y@live.com 
 

www.iaap-iowanebraska.org 

 

International 
Officers 
2009-10 

 

President 
Susan K. Shamali CPS/CAP 
E: susan.shamali@us.pwc.com 
 
President-Elect  
Mary Ramsay-Drow CPS/CAP 
E: mrdrow@iaap-hq.org  
 
Secretary 
Janine J. Riemersma 
CPS/CAP 
 
Treasurer  
Karlena Rannals CPS/CAP 
 
NW District Director 
Valerie S. King CPS/CAP  
E: vking@iaap-hq.org 
 

www.iaap-hq.org 

 

A.N. Palmer 
Communications Committee 

2009-10 

 

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: vegas123@mchsi.com 

Ruth Bensmiller 
E: rutheb@mchsi.com 

 

News Release Specialist 
Pat Carlson CPS/CAP 
E: pcarlson@cityofmarion.org 
 

 

 

 

 

MARK YOUR CALENDAR! 

November 6-7, 2009 CPS / CAP Certification Exam Dates 

November 9, 2009 Board Meeting at Panera on Edgewood Road 

November 19, 2009 Chapter Meeting, KCCE 

December 7,  2009 Board Meeting 

December 17, 2009 Chapter Meeting, KCCE 

March 8-10, 2010 Professional Education Conference, Reno, Nevada 

April 22, 2010 Corridor Office Professionals Conference, Cedar Rapids, Iowa 

May 7-8, 2010 CPS / CAP Certification Exam Dates 

July 18-21, 2010 IAAP Educational Forum & Annual Meeting (EFAM), Boston, MA  

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. 

mailto:loutschm@aol.com
mailto:green-y@live.com
mailto:mrdrow@iaap-hq.org

