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Professional Development 
Kirkwood Community College 

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

 

Upcoming classes include: 
The Difference That Makes a 
Difference:  A Blast of Good 
Thinking - $49 
Project Management 
Fundamentals - $119
Conflict Resolution and Effective 
Communication - $109 
Strength Essentials - $195 
Negotiation:  Get More and Give 
More - $49

 

 
 

Trust in the Workplace 
 

Presented by:  Karen Schumacher 
 

Karen Schumacher is the Learning & Development Manager at Van Meter Inc. 
Outside of her role, she also serves as a motivational speaker and coach 
focused on leadership and personal development.  Karen has 20 years’ 
experience in the learning and development field. She is certified as a trainer in 
several programs such as John Maxwell’s The 360 Degree Leader, Real Colors 
Personality Instrument, Wilson Learning Working Styles and Keys to Customer 
Satisfaction.  She is a mother of two, loves to read, plays golf, and hunts with her 
husband. She volunteers as a board member on the Women’s Leadership 
Initiative for United Way, co-chairs the National Council on Youth Leadership, 
was the 2010 President of the local chapter for the American Society for Training 
and Development, and serves on the HR & Training board for the NAED 
(National Association of Electrical Distributors).   
 

The phrase “trust in the workplace” is used so often and in so many contexts that 
we find ourselves becoming numb to what that means.  Many people believe 
trust is a leadership competency.  I believe it is a personal competency.  This 
interactive session will have you laughing and thinking as we complete activities 
that help us define what trust looks like and determine what causes us to trust or 
not trust others or ourselves.   
 

Recertification points have been requested for this program. 
 

DATE: Thursday, February 16, 2012 
 

PLACE:  Mercy Medical Center (Hallagen Education Center) 
            701 10th Street SE, Cedar Rapids.   
      The Hallagen Education Center is located on the ground level.   
   Parking is available in both parking ramps. 
   
TIME:         5:15 PM – Networking & Registration 
 6:00 PM – Dinner & Business Meeting 
                  6:45 PM – Program 

 

MENU:   Delicious lasagna, garlic bread sticks, salad, rice krispie treats, coffee, tea and lemonade. 
 

PROGRAM and MEETING FEE (This includes program, meal, and 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 Shelly O’Neal at (319) 389-2940.  RSVPs are due 
Monday February 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. 

Invite another administrative professional to join us for this meeting!! 
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President’s Message 
 
This year has started out with a bang.  Not only did we see some great spring-like weather until 
mid-January, but we have kicked off a great fund-raiser for the chapter.  I cannot tell you how 
excited I am as I think this product will sell itself if each member gets the word out to their family, 
friends and coworkers, since it is so different from the magazines and wrapping paper we 
normally see. 
 
We are now on the downhill slide for our chapter year and I anticipate that we will finish strong.  
We are well on our way to achieving Chapter of Excellence with five of the mandatory eight 
criteria completed.  But we do need your help as the last criterion we will need to complete is to 
have seven percent of our membership achieve Member of Excellence.  I hope many of you are using your Passport 
to Excellence to keep track of your achievements and will submit your Member of Excellence by June 30. 
 
We will also begin the budget process with our committees and board in the near future so that we can prepare for the 
2012-2013 chapter year.  Committees should begin the process of determining their needs for the upcoming chapter 
year as you will be hearing from our Audit & Budget Committee soon.  
 
We will be hearing from our Nomination Committee in the coming weeks as well.  May is just around the corner and 
will be here before we know it.  So start thinking about leadership roles you would be interested in, whether it is 
serving on the Board or becoming a Committee Chair. 
 
I would like to invite all of you to our next chapter meeting on February 16th at Mercy 
Medical Center in the Hallagan Education Center and our topic will be “Trust in the 
Workplace”.  And don’t forget that the outside orders for the fund-raiser are due at 
the Chapter Meeting. 
 
I look forward to seeing you at an upcoming chapter meeting and I hope that Punxsutawney Phil doesn’t see his 
shadow as I am ready for spring!    

Sheri Jelinek, CAP-OM 
A.N. Palmer Chapter President                                                                                      
 
  Chapter Briefs 

 

 

 
 

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. 

The registration deadline  
for the May 2012 

 Certification Exam is  
February 15, 2012.   

The date for the  
Certification Exam is  

Saturday, May 5, 2012. 
 

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

Please be thinking about helping out either  
as a Committee Chair, a committee member, or  

as a chapter officer for the 2012-2013 year.   
The Nominations committee will be asking  

for everyone’s help in some way to help keep  
our chapter running smoothly.
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A.N. Palmer Chapter of IAAP 
Chapter Business Meeting Minutes 

January 19, 2012 
 
The meeting was held at Mercy Medical Center, 701 
10th Street SE, Education Room A, Cedar Rapids, 
Iowa. 
 
A quorum was not present. Announcements were 
presented at 5:45 p.m., CDT.  There were 12 of the 49 
members in attendance.    
 
The meeting was presided over by Sheri Jelinek, CAP-
OM, as President, with Shelly O’Neal as Secretary. 
 
ANNOUCEMENTS  
The next chapter meeting is Thursday, February 16, 
Hallagen Education Center, Mercy Medical Center, 
Cedar Rapids, IA.  Our topic will be “Trust in the 
Workplace.” 
 
We have been asked by Division to consider hosting 
the 2013 IA-NE Division Annual Meeting.  This will be 
addressed at the next chapter meeting to allow 
members to discuss and decide as a group whether or 
not this is something the chapter wants to undertake.  
 
Congratulations to Shelby Roth, who successfully 
passed the CAP and OM specialty examinations. 
 
Tonight the Ways and Means Committee will be 
presenting information on the new fund-raiser.  An 
email will also be sent to chapter members and 
information will be in the next issue of “Insights.” 
 
It was recognized that a few members had birthdays 
this month:  Betty Ketchum and Tamra Brus. Pat 
Carlson, CAP, Amy Moenk, CAP-OM, Shelly O’Neal 
and Shelby Roth, CAP-OM, were recognized for 
celebrating their IAAP Anniversary. 
 
The Board meeting was moved to February 7, 2012, at 
Mercy Medical Center.  The meeting will begin at 6 
p.m. in conference room 11-56.  Board agenda items 
are due by February 1, 2012. Agenda/packets will be 
distributed on February 3, 2012. 
 
ADJOURNMENT: 
The meeting adjourned at 6:45 p.m., CDT. 
Shelly O’Neal, Secretary 

 
 
 
 
 

Committee Corner 
 

Audit & Budget Committee (Rita Knutsen, CAP, 
chair) 
Because of the resignation of Treasurer, Lynda 
Dicken, the Audit & Budget Committee conducted an 
audit for the months July 1, 2011 through December 
31, 2011.  The books were found in order and ready to 
be given to our new treasurer. 
 
Bylaws & Standing Rules Committee (Joan 
Merryman, CAP-OM, chair) 
 
Certification Committee (Amy Moenk, CAP-OM, 
chair) 
 
Communications Committee (Shelby Roth, CAP-
OM, chair) 
 
Community Service Committee (Amelia Waddle, 
chair) 
 
Membership Committee (Ruth Pierce and Pat 
Meyer, CAP-OM, co-chairs):   
The A. N. Palmer Chapter currently has 49 members.  
Members should continue to invite fellow 
administrative professionals to attend chapter 
meetings.  Share the program listing to show them the 
great programs we have and how they can gain a lot of 
information to help them in their everyday jobs..  
 
Recently renewing their chapter membership: 

 Sheri Jelinek, CAP-OM, a member since 
March 2008  

 Rita Knutsen, CAP, a member since February 
1988 

 Shelly O'Neal, a member since January 2011 
 Mary Jo Hammonds, a member since April 

2008 
 Lynda Dicken, a member since April 2008   

.   
INVITE A COLLEAGUE TO JOIN YOU AT A 
CHAPTER MEETING!  Guests are always welcome! 
 
Program Committee (Shelly O’Neal, chair)  
 
RTF Committee (Sheri Jelinek, CAP-OM, and Pat 
Meyer, CAP-OM, co-chairs)   
Members have donated $18.66 in spare change for 
RTF as of December 31, 2011.   The committee will 
continue to place the “piggy bank” at the registration 
table at upcoming chapter meetings. 
 
Ways and Means Committee (Evelyn Nuehring and 
Cindy Klein, CAP-OM, co-chairs) 
Please see page 4 for information on the current fund-
raiser. 
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WWays & Means Committee  
 

Our Fun PASTA fund-raiser is an exciting one for us as we could only imagine the dishes we 
would make with all the fun shapes:  birthday parties, sports events, tailgating at an Iowa or 

Iowa State game this year, or a dish for our family. We would like to invite you to check out the 
catalog on our website and if you find something you’ve just got to have, you can order it 

directly from the website. All orders need to be submitted by Feb. 16th.   
 

Thank you in advance for your support! 
 

Enjoy the shopping. 
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Happy Groundhog Day, Happy Valentine’s Day, Happy February!  
Spring is just around the corner.   Spring is my favorite time of year.  
The trees and flowers all start budding out.  The temperature starts 
warming up.  And, the birds start returning bringing their excitement 
with the chirping.   
Are you excited about the next season in your life?  Retirement?  Are you 
ready for retirement?  IAAP and The Retirement Trust Foundation can 
help you with your needs!  
A Place In The Sun... For You! 
Vista Grande is a retirement home built by The RTF as housing for 
retired administrative professionals. Retirement living at Vista Grande 
is by application from people who are 55 and up and priority is given in 
this order: 

• IAAP members and their families  
• Former IAAP members and their families  
• Administrative professionals who are not members of IAAP and 

their families  
• People who have never been administrative professionals  

Q. What is Vista Grande? 
A. Vista Grande is a retirement center built for administrative 
professionals located in Rio Rancho, N.M., a picturesque mesa northwest 
of Albuquerque. The land consists of approximately 11 acres and was 
built in three phases between 1972 and 1983. It has 168 apartments, a 
community building, lounge, library, crafts room, laundry center, all 
faiths meditation chapel, a resident nurse, exercise room and 
management offices. 
Q. How large are the apartments?  
A. Vista Grande offers one and two bedroom apartments with a wide 
variety of floor plans. There are both one and two bedroom apartments, 
ranging from 456 to 807 square feet, with one or two bathrooms. All 
apartments have kitchens. 
  
Alice Schultz, CAP 
Southeast District 
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How to Handle Career Dilemmas:  
A Quick Guide 

 

Decisions about how to approach everyday 
tasks in the workplace are usually pretty 
straightforward. Occasionally, though, situations arise 
where the best course of action is not so clear. 
Following are three examples of career dilemmas you 
may encounter, along with suggestions on how to 
handle them. 

 

 You find out a coworker, who has the same 
job as you, makes more money. 
Before immediately going to your boss with 

your concerns, take this opportunity to do some 
research first. Consult resources such as the U.S. 
Department of Labor’s website, and the Salary Guides 
published annually by OfficeTeam. This will give you 
an idea of what others with skills similar to yours are 
paid. You can then approach your manager with 
information that will lend credibility to your request.  

 

 You’ve heard from a friend about a 
potential new job that sounds intriguing, 
but you’re happy with the job you have. 

           A change may sound exciting, but be sure to 
compare salary and benefits packages, opportunities 
for advancement, and corporate culture before you 
make a leap. It’s also a good idea to meet with your 
boss to discuss your career path and compensation 
potential at your current firm without mentioning the 
possible new job. 
 

 You have the opportunity to head up a 
challenging project. 
Before immediately volunteering, weigh the 

pros and cons. Is this the best project to help you 
improve your skills and broaden your scope within the 
organization? Another key consideration: Do you really 
have enough time given your current responsibilities? 
If you are still hesitant, you may want to consider a 
lesser role instead of spearheading the project. This 
could still give you the chance to be involved, hone 
your skills and increase your visibility. 

 

What most workplace dilemmas have in 
common is that there is no single, obvious way to solve 
them. Carefully weighing your options can help you 
feel more confident you’ve made the decision that’s 
right for you.       
   
 

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 325 locations worldwide, 
and offers online job search services at www.officeteam.com 

 

News Bits 
 
The IAAP Housing Subsidy for Admins in  
Need (HSAN) Program provides financial assistance toward 
housing costs for any retired administrative professional living in a 
retirement community and meeting the housing assistance criteria.  
Go to www.iaap-rtf.org for more information on this worthwhile 
program. 
 
The 2012 Spring Conference will be held at Harrah’s Las Vegas in 
Las Vegas, Nevada on March 4-7, 2012.  Reservations are now 
being accepted. 

 
The 2012 Education Forum and Annual Meeting (EFAM) will be 
held July 21-25, 2012 at the Gaylord Texan Hotel and Convention 
Center in Grapevine, Texas.  Registration and room reservations 
now open. 

 
Help IAAP Celebrate 70 Years! 

In celebration of IAAP reaching its 70th anniversary, they are 
offering administrative professionals a special price when 
they join the association as a new member.  From now until 
December 31, 2012, new members can join IAAP at the 
chapter, division and international level—all for one $70 price 
(plus a one-time only processing fee).  
 
This should be a great recruitment tool for the chapter to 
help get a commitment for anyone considering membership 
in our chapter.  Don’t put it off!   
 
Individual members who recruit two new members will 
receive a commemorative 70th anniversary pin which is only 
available through participation in this membership campaign.  
Also chapters who recruit seven new members will receive 
recognition at the 2013 EFAM, as well as a choice between 
a $70 web community credit or a $70 discount on 2013 
EFAM registration for a delegate. 
 
The chapter is planning to hold another Recruitment Meeting 
at the April 19 chapter meeting.  Gale Mote will be our 
speaker.  She puts on a very dynamic program, so this 
would be a great opportunity to show prospective members a 
very positive view of one of the benefits of IAAP 
membership.  
 
Contact your fellow colleagues and let them know about this 
special promotion.  They will need to complete the 70th 
Anniversary Membership Form included in this newsletter. 
 
Any questions, contact Ruth Pierce or Pat Meyer, CAP-
OM, Membership Committee Co-chairs 
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Association Contact Information At-A-Glance 

 

A.N. Palmer Chapter 
Officers 
2011-12 

 
President  
Sheri Jelinek, CAP-OM 
 H: (319) 665-9343 
W: (319) 354-3939 
E: sjelinek@icadgroup.com 
 
President-Elect  
Pat Meyer, CAP-OM  
H: (563) 299-0325 
W: (319) 295-7647 
E: pameyer@rockwellcollins.com 
 
Secretary  
Shelly O'Neal  
H: (319) 365-6054 
E: maryonealofcr@live.com 
 
Treasurer  
Open Position 
H:  
E: 
 
 
 

www.iaap-anpalmer.org 

 

IA-NE Division 
Officers 
2011-12 

 
President  
Kay Gale, CAP-OM  
W: (402) 552-3294 
H: (402) 453-0459 
E: kgale@nebraskamed.com 
 
President-Elect  
Sherry Young, CAP-OM 
C: (515) 979-1812 
H: (641) 396-2298 
E: smpiano@juno.com 
 
Secretary  
Heather Swartz, CAP-OM  
H: (402) 540-1824 
W: (402) 323-6560 
E: heather68504@yahoo.com 
 
Treasurer  
Diane Hanel, CAP  
W: (402) 844-7303 
C: (402) 640-5158  
E:  dianeh@northeast.edu 
 

www.iaap-iowanebraska.org 

 

International 
Officers 
2011-12 

 
President 
Tamra Goodall CAP-OM 
E: tamragoodall@comcast.net 
 
President-Elect  
Karlena Rannals CAP-OM  
E: krannals@iaap-hq.org  
 
Vice President 
Judith A. Yannarelli, CAP-OM  
E: jyannarelli@iaap-hq.org 
 
Secretary 
Antoinette Smith, CAP-OM 
E: asmith@iaap-hq.org 
 
Treasurer  
Wendy S. Melby, CAP-OM  
E:  wmelby@iaap-hq.org 
 
NW District Director 
Kristi Rotvold, CAP-OM  
E: krotvold@iaap-hq.org 
 

www.iaap-hq.org 

 

A.N. Palmer 
Communications Committee 

2011-12 
 
Committee Chair, Pen Notes 
Editor  
Shelby Roth, CAP-OM 
C: (319) 389-5029 
E: roth.shelby@gmail.com 
 
Pen Notes Proofreaders 
Ruth Pierce 
E: rap6551@aol.com 
Joan Merryman, CAP-OM 
E: merrymanbj@aol.com  
 
News Release Specialist 
Shelby Roth, CAP-OM 
 

      

 

 

 

 

 

February 7, 2012 Chapter Board Meeting, Room 11-56, Mercy Medical Center 
February 15, 2012 Deadline for May 2012 Certification Exam Registration 
February 16, 2012 Chapter Meeting, Hallagan Education Center, Mercy Medical Center 
February 16, 2012 Fund-raiser Orders and money due to Ways and Means Committee 
February 25, 2012 Newsletter Items Due to Shelby (iaap.newsletter.shelby@gmail.com) 
March 4-7, 2012 IAAP Spring Conference, Las Vegas, Nevada 
March 6, 2012 Chapter Board Meeting, Room 11-56, Mercy Medical Center 
March 15, 2012 Chapter Meeting, Hallagan Education Center, Mercy Medical Center 
March 24, 2012 IA-NE Division Education Event, Altoona UMC, Altoona, Iowa 
March 25, 2012 Newsletter Items Due to Shelby (iaap.newsletter.shelby@gmail.com) 

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. 

MARK 
YOUR 

CALENDAR! 



______________________________________________
Last Name  First Name         M.I.

______________________________________________
Job Title

______________________________________________
Company Name

______________________________________________
Work Address/PO Box

______________________________________________
City   State           Zip

( ____ ) ____________________  __________________
Business Phone Country if not U.S.

( ____ ) ________________  ( ____ ) _______________
Home Phone       Fax

______________________________________________
Business E-mail

New Membership
APPLICATION

Send all mail to:          Home        
Send all e-mail to:          Home        

______________________________________________
Home Address/PO Box

______________________________________________
City   State           Zip

______________________________________________
Country if not U.S.

______________________________________________
Home E-mail

_______________________   ____________________
Gender Birth Date (mm/dd/yy)

not

I would like an IAAP member pin:    Yes       No 

How did you hear about IAAP?

 Website         Mailing  Seminar/Workshop

          IAAP Member  Other: ____________

___________________________
Total Enclosed in U.S. dollars

 Check or Money Order Number _________________________________________

Credit Card:     Visa     MasterCard     Discover     American Express

___________________________________________________  ___________________
Card Number Expiration Date

_________________________________________________________________________
Name as it appears on card

_________________________________________________________________________
Authorization Signature (required for processing)

__________________________________________________________________   __________________________________    ______________________

________________________________________________________________________________    ____________________________________________

Promotion Period Ends 12/31/2012.
Dues for members of the association include $25 for a subscription to  which may not be deducted from total dues.
*Optional airmail is for members outside the United States, U.S. territories, Puerto Rico, Virgin Islands of the U.S. and Canada.

Headquarters Use Only

ID  ____________________________________________

Mbr Type ____________  Status ___________________

Join Date ____________  Exp Date ________________

Chapter No. ____________________________________

 ___________________________________

Total Paid $ ____________________________________

 _________  IAAP Dues $ _____________

Chapter $ ____________  ________________

 ________   Prepay Amount $ _________

 _________  _______________

Select 
One Type (See DEFINITIONS at right) Processing 

Fee
Annual 

IAAP Dues
Optional Air Mail 

* Total

Professional (AMAL) $15 +70 +______ =$_____

Professional (DMAL) $15 +70 +______ =$_____

Professional (Chapter Member) $15 +70 +______ =$_____

DEFINITIONS:
AMAL—Association Member-At-Large; 
which means you’re a member of IAAP at 

with a local chapter or a division.

DMAL—Division Member-At-Large; which 
means you’re a member of IAAP at the Inter-
national level and the division level only, and 

Chapter Member—Means you’re a member 
of IAAP at the International level, the division 

of a local chapter in your area.

Method Of Payment

IAAP 70th Anniversary Membership

Click here or go to www.iaap-hq.org/70for70/participants for a complete list of participating 
chapters and divisions. Only participating chapters and divisions are eligible for this promotion.

PR NEW

MAIL TO: IAAP  l  10502 NW Ambassador Drive  l  PO Box 20404  l  Kansas City, MO 64195-0404
816-891-6600 l Fax: 816-891-9118 l E-mail: membership@iaap-hq.org l Website: www.iaap-hq.org


