Officer’s Message

Pathways to Excellence! Isn’t that what
being @ member of IAAP is all about?
Becoming Excellent? This is the
commitment we have made to ourselves
as a career-minded administrative
professional. As a member you can ook
to yourself to become a Member of
Excellence. Here’s how:

A Member of Excellence will attain a
minimum of 8 of the following 11 criteria:

Be a current CPS and/or CAP holder

Sign the online Member of Excellence
Commitment agreement

Actively participate in the IAAP web
community forum discussions or
submit an article for an IAAP
publication (chapter, division, or
international level)

Attend non-1AAFP professional
educational workshops, seminars and
conferences

Hold a degree, certificate or
equivalent (a minimum one year in
length) from an accredited colfege or
earn a Microsoft certification

Pay membership dues on or befare
anniversary date

Serve as a chapter, division, or
international officer, committee
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chair, or committee member; or serve
as an RTF Trustee; or serve on a
Student Chapter advisory board or
the school’s advisory board for the
office administration program

Conduct a public presentation,
program or training

Attend a minimum of eight chapter,
division or international sponsored
meetings, programs or events (any
combination)

. Recruit at least one new member

. Integrate IAAP membership and
involvement into annual performance
plan or review

Accomplishing these goals is easier than
you think. Just go through and mark how
many of these items you have already
done. You would be surprised at how
close you may be and you still have time
to fill in those empty spots for this year.

Deanna Zewen CPS
Treasurer

Purpose
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2008-2009

2008-2009 Officers

-PRES[DENT

MaryBeth Kallio CPSICA.P
262.802-9693
saiaapmbk@yahdd com

VIBE-PRESIDENT

.Muﬂal Andersen
262. .878.5620 x253

mandarsen@shephetdsmlnisu'les org |

TREASURER

Deanna Zewen CPS
414.221.5036 :
Daanna.zewen@w&energlas com

SECRETARY
Trish Martinez
262.898.2716
pmartinez@llor.org

To provide information, education and training, and to set standards of
excellence recognized by the global business community.

Mission
To be the acknowledged, recognized leader of administrative profession-
als and to enhance their individual and collective value, image, compe-
tence, and infiuence.

Vision

To inspire and equip all administrative professionals to attain excellence.
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SE WISCONSIN IAAP CHAPTER MEETING
Thursday, November 6, 2008

VITAL RESOURCES:
TALET, TRAINING & TECHNOLOGY*

Special Speaker:

Deborah Ross-Corbett

CELLENCE

"ACTION

2008-2009
SE Wisconsin Chapter

Schedule:

6:00 pm - Networking / Dinner
6:30 pm - Program

7:30 pm - Business Meeting
Cost:

$7 Members & Guests

No Charge to attend Meeting Only

Location:

Gateway Technical College-Racine Campus

Racine Building {R2) - Michigan Room
1001 Main Street, Racine W
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Visit our website at:
www.iaap-sewisconsin.org
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“1-Recertification point available for this program

A Diverse Portfolio will guarantee you an ROl as we
all know, but what's in your portfolio?

As the managing partner in your business, Talent,
Training and Technology are three of the vital
resources needed to stay competitive and ensure that
your ROl is part of your success planning.

Deborah Ross-Corbett is an award-winning speaker,
motivator and minority business owner. Returning to
school attending two nights a week for five years,
Deborah holds a BS in Management/Human Resource
Management. As an active member of many ad-hoc
teams within Abbott Laboratories, Deborah currently is a
member of the Drug Eluting Stent Team and has been at
Abbott for seven and a half years. She also is the COO of
her Mary Kay business which brings education, training
and Image Enhancement to her clients.

Deborah is the President of Toastmasters at Abbott
Laboratories and has earned her CTM, which is a
Competent Toastmaster for completing 10 speeches and
previously served as the Vice-President of Public
Relations. Currently, Deborah has taken additional
responsibilities within Toastmasters and has been named
Area Governor for Area #43 in the state of lllinais.

Deborah shares her expertise in communication,
leadership and strong business skills with Toastmasters
and assisls the clubs in her area to achieve/maintain
distinguished club status and to elicit new members to
share in this fantastic global resource.

After departing from corporate America in 1985, while
typewriters were still in use and deciding 1o be a “stay at
home mom,” she ran her home like a business and
managed to put money in the savings each month.
Deborah and Mark have three children and a dog named
Rascal.

RSVP Deadline:
Noon, Tuesday, October 6, 2008
Please contact Christina Miller at

262.639.2072 or Cmi11er@aol.com
CANCELLATIONS must be received by
noon October 5th to avoid charges to Chapter.
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Muriel Andersen has been the
Administrative Assistant to the President at
Shepherds Ministries in Union Grove, WI for
nearly 18 years. Shepherds is a vocational
and residential facility for adults with
developmental disabilities. We are right next
to the Racine County Fairgrounds in Union
Grove so many of you have probably seen
our buildings but never knew what we do
here.

We have about 150 clients and about that
many staff also (since we have 24/7 care).
We have a contract facility called Shepherds
Enterprises and several living options rang-
ing from full care to independent living and
contract services. We are celebrating our
50" anniversary this year. Shepherds was
incorporated in 1958, starting with jusl a
seed idea of a Sunday school class. They
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Getting to Know . ..

wanted lo do something te help the couple in
their class with their litfle boy who had Down
Syndrome so they started a small daycare,
which expanded to a Christian school, then to
a care facility for children in addition to the
school, and now finally to adult services.

| joined |AAP in February 2004 and have
served as Hostess, Chapter Treasurer and
now as Chapler Vice President. | have en-
joyed being a member of the SE Wisconsin
Chapter. My boss enjoys it too. In fact
sometimes | find out that he has gone on the

headquarlers website and printed off materials

that he shares wilh his administrators and
directors to help them in their jobs.
Interesting! | am very thankiul for his support
and his confidence in the vasl resources of
our |IAAP membership.

As Administrative Assislanl lo the President

2008-2009 Program/Meeting Schedule

my job duties include the usual
correspondence, scheduling, itinerary,
meeting planning, expense tracking and
board involvement among many other things.
| also work with the development department
in grant wriling and foundalion research. |
have worked in the HR department in the
past. Here is the link to our website if you
are interesied to know more about Shep-
herds: http://www.shepherdsministries.org.

My husband and | will celebrate our first
wedding anniversary in November. We are
enjoying our new heme and new marriage!
In my spare time, | sing with the Southeast
Wisconsin Choral Arts Society (http://
www.choralartsonline.org) and also with my
church choir. | enjoy working in our gardens

and going to concerls and spending time with

friends and family.

Upcoming Events

2008
Date Topic Location hi
November 7-8
December 4th  Holiday Party UnCorkt- CPS/CAP Exam
January 8th Domestic Violence GTC-Kenosha
March 9-11
Presented by Teri Jendusa Nicolai
February 5th  How to Attract your Members-Both Existing & New GTC-Racine Aorii 22
Presented by: Kris Pool CAP, Fond du Lac Administative Professionals Day
X May 1-2
March 5th TBD/Impact Meeting GTC-Kenosha i ‘
CPS/CAP Exam
April 2nd Building Trust GTC-Racine July 26-39
Mary Ramsay Drow CPS/CAP, International Vice-President O o ot F O
MEy 7th TBD TBD October 18-21
Certification Confarence
June 4th SE Wisconsin Chapter Annual Meeting GTC-Kenosha Rottiand OR
November 67
CPS/CAP Exam
2008-2009 Committees
Committee Chair Committee Chair Committee Chair
APD/Executive Night OFEN Membership/Orientation Kathryn Woods Retirement TrustYR&E  Dolores Rosplock
Audit Tammy Shannon Newsletter Corinne Domback Scholarship Sandy Waber
Karen Simpson
Bylaws & Standing OPEN Nominating Marllyn Holden Ways & Means - Ads Pat LaBucki
Rules
Certification CPS & CAP  Marilyn Holden Programs Muriel Andersen Ways & Means - Karen Fandrey
Nuts
Hostess Tammy Shannon Publicity & PR Sandy Weber Website Trish Martinez

Karen Simpson

Christina Miller

L (05




THE COMMENTARY

Birthdays & IAAP Anniversaries
H appy B ii’ th day An election cannot give a country a firm

sense of direction if it has two or more

N ovem ber national parties which merely have differ-

ent names but are as alike in their princi-
ples and aims as two peas in the same

8  Christina Miller pod.
12 Brenda Putze FRANKLEN DELANO ROOSEVELT
24  Muriel Andersen AP o AR P

Happy Anniversary Volunteers NEEDED

November To help plan our Holiday Event on
2007 Christina Miller 12/4 ar Uncorkt in Racine. 7711‘5' is
a grear way to enhance your meeting
planning skills. If you are interested
in helping. please contacr Deborah

Ross-Corbett ar 847-937-5513 or
Debara/lKoss Corbert@ Abborr.com.
M}W
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I NEED THE REPORTBY | NEED MY REPORT BY
) YESTERDAY! LAST WEEK —
AT THE LATEST!

S AT L)

[I’ianrhgmﬂwdobgy
EMERGENCY!!

If you have items for The Commentary, please submit them to
Corinne Dombeck at office@love-inc.net.
The next deadline is November 13th.
Your contributions and comments are always welcome!
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| feedback.

“Give your feedback face-
to-face, not via email.”

Most of us avoid giving
This article

| provides tips on coaching,

feedback, and

giving

' crucial conversations.

With floods of e-mails, voice-

Giving Difficult Feedback (Part 3 of 5)

Marilyn Manning, CEO The Consulting Team, LLC info@TheConsultingTeam.com

Submitted by Sandra Weber

less face to face communication.
Where are the days of meeting
for coffee, or ducking into
someone's cubicle to chat, or the
luxury of a "business lunch?” We
are victims of information
overload, yet don't have crucial
conversations that keep us
connected in more meaningful
ways. Less personal
communication can cause
diffused focus and litlle in-depth
dialogue, thus dehumanizing our
environment. Most of us need
frequent feedback and
discussion with others to benefit
from different perspectives, to
work more effeclively, and to
reach our fullest productivity.

The Wall Street Journal recently

problems conflict avoidance can
cause in the workplace,

especially avoidance by
supervisors, managers, and
leaders. A good way to

overcome this overwhelming
desire to avoid conflict and tough
conversations is to practice
giving feedback regularly. We all
need feedback. We cant
improve in a vacuum. Give your
feedback face-to-face, not via
email.

Like successful projects,
successful feedback needs to be
planned. We need feeback skills
like we need project
management and other core
skills. Try these simple steps.

mails, telephone, and electronic

meelings, we are experiencing publ:s_he@ aﬁn article about mgjor

| Step Three: Goal clarity

Research supports that mission-driven projects are more successful than rule-driven projects. Treat coaching like a
mission-driven project: agree on a clearly defined mission with each persan you coach. Create a vision for success.

Using a 360° assessment: Once you have attained buy-in, a 360° report offers helpful insights to aid in articulating
clear, measurable goals for personal development plans. We recommend you use a professional for this process. There
are several varieties of 360 assessments. The Consulting Team, LLC uses the EQ-I (Emotional Quotient Inventory) and
the DISC (communication and leadership styles).

The 360° report feedback is fairer than typical boss-only reviews. I places emphasis on what individuals do well; often
areas we need to develop are our strengths used to excess. In a 360° report individuals get feedback from many people
they work with. The perspectives of subordinates, peers, bosses, and self can be instructively different.

The 360° report is usually more accurate than self-ratings. High self-ratings often do not correlate with success. The
360° report can accurately give a sense of one’s performance. Neither a boss-only review nor an employee self-review
can give the entire performance picture. The 360° report establishes a credible reference point of necessary changes
and progress.

EXCELLENCE

"ACTION

2008-2009
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You need lo de-stress fast, but you've
only got a few minutes because that
report - and your boss - won'l wail.

Whal can you do?

The statistics'on
sanity are thatione
out of every four
Americans is
suffering from some
form of mental
illness. Think of
your three best
friends. If they're
okay, then it's you.

RITA MAE

When you call to
report suspicious
persons or
aclivity, you may
not only ald the
police, you make
your community a
safer place to live
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De-Stress At Your Desk

To your Health

September, 2008 (vol. 02, Issue 09)

The phone is ringing non-
stop. E-mails are pouring in.
The boss just dumped a 50-
page report on your desk
thal needs lo be proofed by
the end of the day.

And it's only Monday.

You can feel your shoulders
starting to tighten and your
jaw beginning to clench.
You need to de-stress fast,
but you've only got a few
minutes because that
report - and your boss -
won't wait. What can you
do?

Yoga to the rescue!
According to the Yoga
Alliance, nearly 6 million
Americans praclice yoga
and 14 million say a doctor
or therapist has
recommended yoga to
improve their health. In
May, the National Institutes
of health celebrated its first-
ever "Yoga Week" to
highlight the science and
practice of yoga.

According to the alliance,

yoga helps improve
cirgulation and hearl heath,
along with reducing
oxidative stress and
providing other anti-aging
benefits. And if you're
overworked and
oversiressed, a few minutes
of yoga can help loosen
those muscles and let you
face the rest of your day.

Yoga teacher Denise Dunn
suggests frazzled workers
try these four poses to take
the edge off during a busy
day at the office:

Side Stretch Raise both
arms and stretch first to one
side and then the other,
holding the stretch for a few
seconds on each side. This
increases circulation and
gets your spine moving the
way it was meant to - much
better than spending the
entire day hunched over a
keyboard.

Rotation Now slowly twist
to each side. Be careful not
to twist your neck
excessively, especially if

you're tense. Keep your
chin lined up over your
chest.

Back Arch Sit at the edge
of your chair and put your
hands behind you. Slowly
arch backward, raising your
chin as you do so.
Squeeze your shoulder
blades together.

Forward Fold Cross one
leg so your ankle rests on
the opposite knee, and then
lean forward gently. This is
a great way to stretch out
hip and back muscles, which
can lighten after hours of
sitting.

Dunn recommends starting
each pose by slowly
breathing through your nose.
Hold each pose for at least
three slow breaths, being
careful not to overexert
yourself. Remember, the
goal is to relax and relieve
tense muscles. This isn'ta
workout; it's a gentle,
peaceful break from your
stressful routine.

Tips on Making Your Home More Secure
Submitted by Muriel Andersen

What is “Suspicious
Activity?”

The effectiveness of our
police agency is enhanced
by active participation on
the part of the citizens we
serve. When you call to
report suspicious persons
or activity, you may not
only aid the police, you
make your community a
safer place to live.

Some people fail to call the
police simply because they
are nol aware of what
might be suspicious. Other
peaple notice suspicious
activity and hesitate to call
for fear of being labeled as
“nosy” or a “crank " Others
feel that someone else has
already called the police.

Obvious Things to Watch
For

e A stranger entering
your neighbor’'s house
when it is unoccupied,
may be a burglar.

A scream heard
anywhere may mean
robbery or assault.

e  Offers of merchandise
al ridiculously low
prices could mean
stolen property.

e Anyone removing
accessories, license
plates or gas from a
vehicle.

°  Anyone peering into
parked cars may be
looking for a car to
sleal or for valuables
displayed inside

s Persons entering or

T A e T i T e

leaving a business
place after hours could
mean burglars.

e A sound of breaking
glass or loud explosive
noises could mean an
accident, burglary, or
vandalism.
e  Persons loilering
around schools, parks
and secluded areas
could be sex
offenders.
e Persons loitering in
the neighborhood who
do not live there could
be burglars.
= Anyone forcing
entrance to, or
lampering with a
residence, business or
vehicle should be £
reporied

—
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Don’t Try To Be Perfect - Be Excellent Instead

Adapted from the lvy Sea Website

Perfection is viewed as a noble at-
tainment. But trying to attain perfec-
tion can cause the perfectionist to
be critical of oneself and others -
and a pain to live with! In addition,
perfectionism can create stress,
counteract efficiency and sink mo-
rale for everyone who deals with the
perfectionist.

A productive mind-set is excellence,
meeting the highest standards
agreed upon for oneself or by the

group.
Perfectionists are:

e Critical
Overwhelmed
Unable to see the big picture
Stressed-out and anxious

Rarely enjoy their accomplish-
ments

The person concentrating on excel-
lence, however, focuses on:

e Continued personal and profes-
sional growth
Job satisfaction and customer
service

Clear and reasonable expecta-
tions
A strong sense of accomplish-
ment

Going from perfectionism to pursuit
of excellence:

s  Get real: When you find your-
self becoming frantic about a
goal that you have to meet, stop
and ask, "is the frustration level
equal to the problem?”

Set clear expectations: If you
know what’s expecled of you,
you can better track your pro-
gress and draw “perfection
boundaries when needed, which
will signal you to stop stalling
and move forward with the pro-
ject.

Identify your triggers: |dentify
and recognize the factors that
lead or contribute to your per-
fectionist thinking and behav-
jors - and avoid them.

Get some coaching: The out-
side perspective of someone
trained in helping others reach
more balanced expectations
can be of benefit.

Delegate: Many perfectionists
are overwhelmed, thinking that
they - and only they can
complete the task at hand.
Allow others to be responsible,
which will increase the odds
that the group will more easily
reach excellence.

Know what's important: Ask
yourself or the group mem-
bers, “What’s most important
about this project?” Talking
openly, then narrowing to key
points and agreements, allows
everyone to measure his or her

“The rung of a ladder was never meant to rest

upon, but only to hold a man’s foot long enough to

enable him to put the other somewhat higher.”
THOMAS HENRY HUXLEY

To Realize

To realize the value of a
sister; Ask someone who
doesn't have one.

To realize the value of ten
years; Ask a newly divorced
couple.

To realize the value of four
years; Ask a graduate.

To realize the value ot one
year; Ask a student who has
failed a final exam.

To realize the value of nine
months; Ask a mother who
gave birth to a stillborn.

To realize the value of one
month; Ask & mother who
has given birth to a prema-
ture baby.

To realize the velue of one
week; Ask an editor of a
weekly newspaper

Ta realize the value of ane

minute; Ask a person Who
has missed the train, bus or
plane.

To realize the value of one-
second:; Ask a person who
has survived an accident.

To realize the value of a
friend or family member;
Lose one.
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The SE Wisconsin Chapter IAAP would like to
THANK the following sponsors

PHONE (262) 554-5458

=Naney &7 Dtoswe, NG, DO

ELMWOOD PLAZA CHIROPRACTIC

3701 DURAND AVE , SUITE 415 RACINE, WI 53405

Ib Thostrup, D.C.
Recognized Chiropractic Rehabilitation Doctor
Chiropractic Certification in Spinal Trauma

Phone: (262) 633-3123
Fax: (262) 6334823
E-mail: drthostrup@tds.nel

500 Walton Avenue
Racine, WI 53402

The Healing Hands South
6216 Washington Avenue
Suite 2D

Racine, WI 53406 "
Nicole Cramer
Nationally Certificd
Muassage Therapist

By Appointiment

262-886-5859

George R. Seater, Jr.
President/CEO

> CONSTRUCTION CO., INC.

= = Building vour future.
Mobile 262-497-5055
Phone 262-634-2366 x6902
Fax 262-634-1787

2322 Mead St. P.O. Box 7
Racine, W1 53401

WYANT
LAW OFFICES 5.C.
ATTORNEYS & COUNSELORS

510 Callege Avenue PO Box 1303 Racine, Wisconsin 53401 1303
Tel 262-634-1203 Fax 262-634-1933 E-Mail mwyant@wyantlaw com

Where Techmology Heets Ortbodostics
50% FASTER and MORE ACCURATE
with SURESMILE

waw_mnissorihodaniies oom

{262) 884-7700
By eueEmlE (o

Pate=grily

l\
Rita M. Ramacci | Chef/Owner | 262.945.7577
5147 33" Avcnue | Kenosha, W1 53144
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MADE IN RACINE.

Twin Disc has grown up in Racine to become a worid-class manufacturer of power transmission
equipment. Our products manage and control horsepower all over the world - in oil field equipment,
airport crash trucks, military vehicles, fishing boats, work boats and pleasure craft.

Twin Disc is proud to be part of a corporate citizenry that has left its mark on the worid. It is a tribute
to this community and those who live and work here.

WE PUT HORSEPOWER TO WORK™

-SrHomel.inc

Care for Independent Seniors J
A program of Lincoln Lutheran

We Malke ﬂYoﬁm_l—,_z;é Easi er
Serving Seniors At Home

= Light Housekeeping = Companionship = Linen Change

= Laundry = Personal Care = Morning Wake Up

= Meal Preparation = Bathing Assistance Services

= Escorting to Shopping, = Grooming Help “ Evening Tuck In
Church, Social Evenrs missandience Chns = And More...

= Errands = Bill Paying Assistance

Call Now to Schedule Your Appointinent!

www.lirl_(i({lnlutherap.t_;_om 262_898_2732 J

el |t
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Bake

Home Baked Goods
In Minutes!

+30 Bread Doughs

«Largest variety of Cinnamon,

Puff Pastries & Turn Over Doughs

«Frozen Pies & Desserts

«Baking Sugars, Frosting & Toppings

| |+Hors d’oeurves

-Largest selection of Wisconsin R

1| & Door County Specialty food Products

| |+Gluten Free Food Products

2504 S. Green Bay Road * Racine, WI 53406

Hours of operation ; s
M.F 10:00- 7:00 pm Next to Verlo and Sprint

Sat  9:00-5:00 Tel: 262-554-7200
Sun 11:00-4:00‘1]:?1: www.ubakeracine.com ouI Corp.

20061744
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7111 Washingiva dve. (BEwy2d)  Colllilor pour Deserwition
M 1-32
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Careers that work!

e Administrative Assistant
e Office Assistant

e Graphic Design

e Supervisory Management
* Business Management

e Accounting

‘ GATEVAY

Class schedules available online at www.gtc.edu
or call 1.800.247.7122
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Serving Southeastern
Wisconsin for 70 Years

Educators is open to anyone who has attended school in
Southeastern Wisconsin in addition to education, healthcare
and government employees related and their families.

Educators
CREDIT UNION
www.ecu.com

This tredic unon is federally insured by the Naoonal Credit Unica Administration.
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