
 

 

Please join us September 18th in the  
Marion Room at Marion General Hospital.  
 

Dena Glass will be presenting “Succession 
Planning and Career Development.” 

September Meeting 

Popcorn Festival Parking 

United Church Homes has donated the parking lot to the    
Harding Chapter during the Popcorn Festival, September 6-8.   

This is a great fundraiser for our group!  If you are able to help, 
please contact Bonnie Borders, CAP-OM.  

Mission  

Statement 

“Enhancing the success of career  
minded administrative professionals by 

providing opportunities for growth 
through education, community     

building and leadership  
development.” 
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September 2012 

Membership Orientation 

Membership Committee will hold a Membership Orientation on Saturday, September 22, 
2012 at United Church Homes from 10-12.  It is recommended all new/returning members 
attend this session.  Please RSVP to Jean Pierce by September 18th.    



 

 

We are collecting Avery Box Tops again this year to give Susie for the Marie English Childhood Center.  The school 
gets 10 cents a box top and that really adds up!  Last year our chapter submitted 1,068 box tops.  So ladies, start saving 
those box tops now; you can give them to Susie any time during the year, but the deadline each year is May.   

Thanks. 

Civic Committee 

Deb, Erin, Lois, Rachel, Sandy 

What are the goals of the committee?  

 Definition of civic is “individual 
and collective actions designed to identify 
and address issues of public concern.” As 
part of IAAP, the Civic Committee     
encourages our chapter to help           
organization by providing either       
something tangible (Thanksgiving dinner, 
food pantry items…) or volunteering our 
time (Palace tickets, Pay It Forward, 
Downtown Clean Up) as part of our civic 
duties.    

How did the committee start?  

 We just have always felt that the 
chapter needed to be part of our        
community and believe in paying it           
forward and this is a way to do that.  

    

                  
How does the committee come up with 
their ideas?  

 We take suggestions from     
committee members and chapter       
members.  

Do I have to be on the committee in 
order to help?  

 No! if there is something on the 
list that interests you, please let us know.  

Can members make suggestions of 
organizations that can use our help?  

 Absolutely! That’s how we get 
ideas, we have several new ideas this 
year.  

How often do you meet?  

 Usually one time to plan, then 
we do most of our business through email 
or monthly at the chapter meeting.  

How can a member get involved even if 
they do not wish to be on the            
committee?  

 Just let one of us know. That’s 
how we got involved with Relay for Life 
and Bowling for Kids!  

 

2012-2013 Civic Committee 

Lois Aho, Co-Chair 
Deb Douglas, Co-Chair 

Erin Foos 
Rachel Gamble 

Sandy Pyles-Brockman 

Leapin’ Outreach Center Is located at 287 
South State Street. (On the corner of  
Columbia and State)   They always need 
good clothing for school age children and 
youth. They are also in need of children’s 
shoes and it won’t be long and they will 
need winter boots. Their racks are already 
low and there is no way they will meet 
the upcoming need without more        
donations of children’s clothing as well 
as underwear and socks for men, women 
and children of all ages.  

They could always use more volunteers 

We again will be doing a civic project for 
Leapin’ Ministries for October.  For those 
members not familiar with Leapin’    
Ministries it stands for: 

L – Loving   

E – Each   

A – And Every   

P – Person  

I – In  

N - Need 

and would love to have you come and  
help as you can.  If you are interested in 
volunteering, call Pat Hensel at 740-262-
1615. Their hours are Tuesdays 5:30 – 
7:30 pm and Thursdays 10:00 – 12 noon.  

 

Civic Committee 

Deb, Erin, Lois, Rachel, Sandy 
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Avery Box Tops for Education 

Committee Spotlight—Civic Committee 

October—Leapin’ Ministries 

THE HARDING ADMINISTRATOR 



 

 

 

If you're looking for ways to help you get ahead in the workplace, stop here. The Certified Administrative Professional rating is the 
industry recognized standard of proficiency. 
 
You'll improve your professional qualifications, increase your skills and knowledge and raise your self-esteem by taking and passing the 
exams. You may also obtain college credit and, according to the latest survey from OfficeTeam, get up to a 7 percent increase in salary. 
 
The Institute for Certification believes that a top-level administrative professional should have basic knowledge of office systems, tech-
nology, office administration, and management, and know how to apply the principles of good human relations and communications. 
Some of the examinations are based on knowledge acquired by the office professional through formal education and informal reading.  
Employers also expect their admin to be thoroughly familiar with current techniques in office practice and procedures and aware of 
developments in office systems and technology. 
 
Why wait? Do something for yourself and your career today. Get certified! 
 
2013 Exam Dates 
May 4, 2013 
Nov. 2, 2013 
 
Deadline Dates 
Feb. 15, 2013 (Feb. 28, 2013, with late fee) 
Aug. 15, 2013 (Aug. 31, 2013, with late fee) 
 
For more information—http://www.iaap-hq.org/certification 
 

This past April 26 was “Pay it Forward 
Day,” and we did a civic project for the 
whole month of April.  For this coming 
year, the Civic Committee decided to try 
a “Pay It Forward” all year.  Just to  
remind you of what this Day represents, 
there was a movie called “Pay It        
Forward” and novel about a young boy 
who did three good deeds for others in 
need.  In return all that the boy wanted 
was that they pass on the good deed to 
three other people. He gave out cards, 
and asked them to keep the cycle       
going.  (Note:  We are not giving out 
cards, but asking people to “Pay It     
Forward.”) 

 
Some ideas:  (there are many others 
that we are sure you can think of) 

 At a coffee shop, drive-thru, etc., 
pay for someone’s coffee or meal 
(behind you) and tell the cashier to 

“Pay It Forward.” 

 Cook a casserole for a new mother or 
new neighbor.  

 Visit someone in a nursing home. 

 Drive an older person in your        
neighborhood or in your church to the 
grocery store or take their list and go to 
the store for them. 

 Be a mentor for someone who needs 
some support. 

 Mow your neighbor’s yard when you 
mow your own or offer to help weed 
an older person’s yard. 

 If washing your car, offer to do the 
same for your next door neighbor. 

 Volunteer time or money for a charity. 

Even if we do only one good deed it might 
not seem like much but if everyone did 

something nice for  someone else, then 
the cycle of generosity and kindness 
can spark us to become better people.  

 
During the year, at our meetings, if you 
like, share what you did to “Pay It  
Forward.”  We will probably find out, 
how much enjoyment we get from  
doing something for others.    

 
Civic Committee 

Deb, Erin, Lois, Rachel and Sandy 

Page 3 

Pay It Forward 



 

 

 

The largest category of IAAP loss is the member who has been with IAAP for one to five years. Let's take a look at the turnoffs for 
new members, especially those from Generation X. 

 Bureaucracy and red tape. These can be barriers that keep new members from actively participating. Too many chapters keep 
erecting "hoops" for members to jump through before they are allowed to move into leadership positions. Younger generations 
just aren't willing to accept the wait...or the hassle.  
 

 No clear vision; lack of focus. Chapters or committees that lack a clear direction are unappealing. Members today aren't willing to 
"spin their wheels" when there is so much other competition for their time and energy.  
 

 Not fun. While most people don't join association just for the "fun of it," they definitely are not looking for painful or negative 
experiences. If meetings or committee work is stuffy, cliquish, dry, or just plain drudgery, who needs it?  
 

 No end to commitment. Younger members are attracted to projects that are short-term, specific, have clear beginnings and end-
ings, and are worthwhile. They like to concentrate their focus, do a job, then move on to new experiences. They don't like to meet 
to fill time quotas or to hear someone pontificate.  
 

 Not open to innovation and creativity. Newer members like to solve problems and come up with unique solutions. They don't like 
hearing, "But that's the way we've always done it," or "We've tried that before and it didn't work." They need opportunities to test 
their innovation skills and try their wings. And, IAAP is a learning organization...so we say.  
 

 Bad meetings or bad planning. This group has little tolerance for poorly planned or disorganized meetings. They want to spend 
their time making a difference...not trying to figure out how the group should get started. They tend to be more impatient and ac-
tion-oriented than members in the past.  
 

 Patronizing attitudes. Being treated like children or less-than-colleagues makes younger admins and student admins angry. They 
want to be judged by their contributions, not the length of their tenure in the association. They look at individual contributions 
before they look at other attributes, like age, titles, etc.  
 

 Fear of change. Young people are more willing to take risks. In fact, they enjoy it when things are evolving and find operating 
within the status quo confining, even boring. It frustrates them when the group denies reality or thwarts initiative.  
 

 Lack of appreciation. Despite growing up with good self-esteem and confidence in their abilities, these new leaders want to be 
appreciated for their efforts. Failing to provide feedback or recognize their achievements can be deadly. They will move on to 
another opportunity where their contributions are appreciated. They won't "hang around" as older members have in the past, wait-
ing (and hoping) for things to get better.  
 

 No sense of community and spirit. There is little patience for "the old boys/girls network" or other association cliques. Diversity 
and inclusivity are key concepts they have grown up with. They want to feel involved and connected with everyone in the group.  
 

 "Pay your dues" mentality. Outdated leadership tracks are a source of frustration. This segment resents years of service being a 
requirement to assume leadership roles. They don't necessarily want to make it to the top...but they do want to make a difference 
from day one. They need to be engaged early in their membership or they will quickly lose interest and leave.  
 

 Talents not taken advantage of; perspectives not respected. A theme of "don't waste my time" runs through this group. And this 
feeling grows when they know they have the knowledge and skill to make a difference, but aren't given the chance. The worst 
possible scenario - when they are snubbed or ignored for volunteering to help.  
 

A small shift in chapter and leadership thinking can enhance the association experience of newer and younger members and will start 
them on a lifetime of professional commitment to IAAP. It just involves seeing things from different perspectives. --Condensed from 
"Cultivating New Leadership" by Jeffrey B. Cufaude, in Association Management, January 2000.  
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needs, and membership growth. Be a 
change agent and join IAAP and your 
colleagues in igniting the                
transformation necessary to stay a vital    
association for administrative           
professionals. 

Your input is essential. This is a unique 
opportunity to create a legacy that will 
have a positive impact on the future of 
your association. You will leave       
Anaheim with a streamlined view of 
where the organization is heading and a 
five-year road map for how it is going 
to get there. We need your help, your 
expertise and your insight. There’s no 

charge for the conference itself.      
Everyone is welcome, but space will 
permit only 200 invitations. If you wish 
to be involved in the Futures            
Conference, be certain to express your 
interest to join us and share your voice. 

Submit your information at <http://
asp.iaap-hq.org/forms/futures/
index.html> to be considered to attend 

Business and the demands it places on 
administrative professionals is always 
evolving. That means the International 
Association of Administrative         
Professionals has to change, too. Join 
us in defining our association’s focus 
now and into the future. Help us      
determine how to engage the next    
generation of admins. 

Two days prior to TEC13, key      
stakeholders of IAAP and members, 
will gather together to focus on       
defining the strategic map of the     
organization. We will cover education, 
trends in the industry, certification 

It’s not news that in today’s workplace 
the administrative staff handles ever 
increasing responsibilities. As an    
admin, you’re juggling more than one 
manager and more than one project at a 
time. A recent IAAP study shows that 
you’re supporting more execs than in 
the past, while the number of staff in 
your office has decreased. The most 
difficult daily challenge is juggling 
multiple priorities at the same time as 
being tasked with mastering changing 
technology – all this while managing a 
greater workload with fewer resources. 

Your manager gives assignments    
without offering training or input    
because they don’t have the time or the 
resources. How can you finish projects 

with a fragmented and often dispersed 
work team? It’s no surprise that you are 
overworked, overextended and        
overwhelmed. 

TEC13 can help. Learn from proven 
leaders and teachers and walk away 
with the tools you need to successfully 
management you and your bosses’  
projects. Gain the proper perspective 
and skills you need to apply technology 
and streamline an increased workload. 
You’ll learn to effectively manage 
tasks associated with projects that you 
might not be trained for and better  
handle the people involved with project 
teams. Return to the office empowered 
to manage projects effectively and  

efficiently. 

Go to www.iaap-hq.org/tec13 for    
registration information. 
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You don’t have to leave your desk to add to your skill base. What if you could have unlimited access for an entire year 
to more than 400 online courses in three distinct libraries for about what you’d pay for a two-day seminar (that’s not 
even hands-on). Surprised? Most admins are (and so are their employers). 
 
Receive a special IAAP member price for each library: Office Productivity (technology courses), Business              
Fundamentals (administrative and management skills), and the Design and Media Library (for effective                
communication in all formats). Included is a 24/7 technical help desk, online instructors and self-paced classes— your 
choice, and extensive online resources at no additional charge. Learn what you want, when you want, in any place you 
want. Only instructor-led courses qualify for CPS/CAP recertification points. Instructor-led courses are indicated as 
such. Go to http://www.iaap-hq.org/events/online-training for more information. 
 
Benefits of Online Training 
It’s obvious that you’re interested in growing your career. Let’s talk about the benefits of online training. 
 It’s convenient. You can access the courses you want at any time, from any place. No more driving to classes that 

meet several nights a week for a semester. Learning is on your own terms! 
 You’re in charge of your own learning. You can complete entire courses to learn a brand new skill or hone specific 

skill areas where you need brush up or instant answers to specific questions. It’s up to you how you use the       
libraries. 

 You can learn the way you learn best. You’ll have several learning choices. You can select self-paced courses, real
-time or forum-based instructor-led courses, or virtual labs. Use the style that best meets your personal needs. 

 The material is always the latest. Courses are updated constantly as information changes. New courses are added 
to libraries each month. You’ll always get the latest information, from leaders in education and the training arena. 

 You’ll have plenty of back-up resources. There’s a 24/7 technical help line available to you in case you have  
problems or questions, an online bookstore, and message boards where you can post to other students or your    
instructors. Whatever you need to get the information you want…you got it. 

 CPS/CAP recertification points can only be earned for instructor-led courses. Instructor-led courses are indicated 
as such. 

 It’s inexpensive. The cost of six months to one full year of customized online learning is under $250! You can get 
this affordable training for the cost of a one-day generic public seminar. And— the good news— most employers 
will reimburse you for the training if you have education benefits available at your company. 

 You don’t need a lot of fancy computer hardware and software. Most people have everything it takes to work 
through the classes at their workplace and on their home desktop. 

 You have access to Brainbench Certifications, a leader of online assessments and skill certifications exams that 
will document your learning outcomes. 

 You can create a personal development plan that is flexible, doable, and tailored to your needs as an administrative 
professional— and still stay within budget. 
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SEPTEMBER 2012 
Sun Mon Tue Wed Thu Fri Sat 

      1 

2 3 

LABOR 

DAY 

4 5 6 
 
Popcorn  
Festival  
Parking 

7 
 
Popcorn  
Festival  
Parking 

8 
 
Popcorn  
Festival  
Parking 

9 10 11 

Patriot Day 

National Day 
of Service and 
Remembrance 

12 13 14 15 

16 17 
 
Happy  
Birthday     
Sarah Garrett!  

18 

Chapter Mtg.  
“Succession 
Planning & 

Career       
Development” 

19 20 21 22 

Membership 
Orientation 

10-Noon 

UCH 

23 24 25 26 27 28 

National Good 
Neighbor Day 

29 

30       


