
work at the Cadott 
Music Festivals, and 
we will be checking 
into that as one pos-
sibility.

This will be a busy 
year for me (read the 
“Member Spotlight” 
in this issue), but I embrace the chal-
lenge and look forward to a rewarding 
year as I continue on my administra-
tive professional path.

Pauline Spiegel, CPS
Treasurer
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A Message from the Treasurer
Although I have only been a member 
since 2006, I am deeply committed to 
this wonderful organization and con-
sider being chapter treasurer an excel-
lent opportunity to utilize my financial 
skills and experience. Best of all — I 
get to spend someone else’s money! 
I follow in Heidi Wold’s awesome 
footsteps and express thanks for her 
assistance and mentoring as I learn the 
ropes of this new position.

Serving as treasurer provides leader-
ship and teamwork skill building, as 
I am part of the Executive Board that 
involves input and decision-making. 
I also serve as chair of the Ways and 
Means Committee (fundraising) that 
directly ties into the fiscal aspect of 
our organization. In both these roles, 
I have learned that we need EVERY-
ONE’S participation and ideas as 
“money makes the world go ‘round’” 
and supports the activities of IAAP 
and it’s members.

Due to lack of participation to make a 
substantial profit, the Chanhassen The-
atre trip is no longer one of our fund-
raisers. The Office Personnel Seminar 
(OPS) in April remains our greatest 
fundraiser and involves a lot of work. 
A BIG thanks to all who helped make 
it a success! The 2008 OPS featured a 
new idea — a basket raffle with pro-
ceeds to be used for mini-grants to 
assist IAAP members in attending the 
2009 International Convention in Min-
neapolis. It was a huge success, earn-
ing $941. All items were donated by 
area businesses and IAAP members. 
We will do this again next year (to add 
to this year’s mini-grant fund) and 
will ask all members to help in solicit-
ing donations. Our budget is in need 
of income, so we are looking for other 
fundraising projects. Please share any 
ideas you have. Many organizations 

Chapter Meeting
Monday, Sept. 22

RCU Corporate Center
5 p.m. — Networking and Dinner 

(pizza, $4)
5:30 p.m. — Business Meeting

6:30 p.m. — Program: Julie Thomas,
Division Vice President

RSVP by Thursday, Sept. 18, 
to Kimberly Woerner, 552-3067 or 
kimberly.woerner@rcu.org. Please 
reply if you will or will not be attend-
ing the meeting. If you will be get-
ting a meal, place your order when 
RSVPing.
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International Headquarters
www.iaap-hq.org

Wisconsin Division
www.iaap-wisconsin.org

Chippewa Valley Chapter
www.iaapwisconsin.com/cv

Member Spotlight
Pauline Spiegel, CPS
	 “Life is what 
happens when we’re 
busy making other 
plans!”
	 I planned to 
go to college when 
I completed high 
school (many 
years ago). Life 
happened...I worked 
part time in an office 
of a local business 
during high school and in the summer following graduation. 
I liked working and making money, so postponed college. A 
year later I moved to the Twin Cities and worked there and also 
started evening classes at a community college. Life happened...
in my early twenties I became a wife and mother. I was mainly 
a stay-at-home mom but also worked part time as a secretary 
and bookkeeper for our church. I have worked full time as an 
administrative professional for the Chippewa County Depart-
ment of Human Services for 15 years.
	 In 2003, I enrolled in the Administrative Assistant Career-
Connect Program at Chippewa Valley Technical College. This 
was an accelerated program with evening and online classes to 
earn an associate degree. I wanted to enhance and increase my 
skills (knowledge is power). It was scary going back to school 
after so many years. Could I successfully balance school, a full-
time job, family, volunteer work, community service, hobbies 
and all my other interests? It was the best decision I ever made! 
I loved school, and I loved learning! It wasn’t easy, but I am so 
proud of my accomplishments! Now I am on to my next educa-
tion adventure — Lakeland College — to accomplish my dream 
and goal of obtaining a bachelor’s degree.
	 On the personal side, I have been married for 31 years, have 
four children (all living on their own at this time) and three 
grandchildren. We live on 40 acres north of Jim Falls (which is 
north of Chippewa Falls) just off Hwy 178 along the Chippewa 
River. We don’t have riverfront but do have a beautiful river 
view. We collect and restore antique/classic cars. We were local 
celebrities (Chippewa Herald and TV-13) in March with our 
1931 Model A and the filming of Public Enemies in Columbus, 
Wis. The cars are mainly my husband’s projects, but I wanted 
my own classic car so bought a 1984 Ford Mustang convertible 
from my uncle in Washington state, which we drove 2,000 miles 
to Wisconsin from Washington about two months ago. It was 
quite an adventure, especially getting over the Bighorn Moun-
tains! I also love to read, garden, dance (country and line), and I 
am a health and fitness advocate, serving on the Wellness Com-
mittee at work and voluntarily lead strength training exercise 
class after work.

Chapter Officers
President
Kathy Dean, CPS

Vice President
Kathy Briggs

Treasurer
Pauline Spiegel, CPS

Secretary
Kim Yeager

Chapter Chairs
CPS Services
Kim Yeager

Executive Event
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MaryEdna Hagen
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Michele Halterman

Office Personnel Seminar
Donna Weidman
Kathy Briggs

Professional Development
Beth Munson

Publicity
Cynthia Welch, CPS

Scholarship & Mini-Grant
Kim Yeager

Ways and Means
Pauline Spiegel

Webmaster
Heidi Wold
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Controlling the Damage of Mistakes
When you’re an admin, there 
are countless ways to make 
mistakes that can embarrass 
or even damage you or your 
boss. Just a few examples: In 
a hurry, you do the math in 
your head and get it wrong. 
You misplace a document or 
lose track of a critical order 
for office supplies. You botch 
arrangements for a meeting 
or for your boss’s client visit. 
You insert last year’s data 
into that critical PowerPoint 
projection for next year. 

So it’s not a question of if 
you will err, but when. How 
you react, what you do about 
it and how you reduce the 
chances of repeating the 
mistake will help determine 
your success at work. Here’s 
a four-step plan for making 
the best of these difficult situ-
ations. 

First: Calm Yourself 

For anyone, making a sub-
stantial, visible error can be 
upsetting. But if you’re going 
to resolve the situation suc-
cessfully, you need to keep 
your cool. “Don’t psyche 
yourself out,” advises Helen 
Cooke, an organizational 
development consultant. 
“You’re human, and mistakes 
will happen from time to 
time.” 

Blaming yourself doesn’t help 
you move toward an accept-
able resolution. And remem-
ber, unless your boss is toxic, 
she should understand your 
situation and react propor-
tionally. “Executives expect 
professionalism, not perfec-
tion,” says Rachelle Canter, 
an organizational develop-
ment consultant and author. 
Second: Decide How Much 
to Say About the Error and 
to Whom 

Especially in the case of 
errors that crop up during 
presentations or other meet-
ings, administrative profes-
sionals can face split-second 
decisions about how much 
to say about the problem, 
when to say it and to whom. 

Suppose a PowerPoint slide 
you prepared pops up with 
an error obvious to you but 
perhaps not to others. How 
do you decide whether to 
point out and correct the 
error immediately or wait to 
speak with your boss after 
the meeting? If the error is 
damaging to the company, a 
client or a peer, speak up.

Third: Don’t Overdo Your 
Apology 

Some miscues, though they 
may loom large for the 

admin who has put a lot of 
planning into a meeting, are 
clearly better left unmen-
tioned. “No one will notice 
that the menu changed from 
gazpacho to lobster bisque,” 
says Gottsman. “They will 
notice a frazzled and frus-
trated admin.” 

In any case, acknowledge-
ment of the mistake should 
be brief but direct, paving 
the way for the best possible 
resolution. “The most pro-
ductive handling is to swiftly 
transition from mea culpa to 
corrective action so that it’s 
a nonissue as soon as pos-
sible,” says Cooke. 

If you do apologize, keep 
it simple and don’t repeat 
yourself. Instead, say how 
you will correct the error, 
and show you’re ready to 
move on.

Finally: Analyze the 
Situation to Avoid 
Repeating It 

One of the key qualities that 
makes an admin a profes-
sional is the ability to capi-
talize on errors by learning 
from them, as well as lever-
aging that learning for the 

Technology Tip
Internet Explorer

Tired of typing the full URL to access pages on the 
Internet? Try this tip: 
Instead of typing http://www.google.com <Enter>,
Type google <Ctrl+Enter>, and Internet Explorer will add 
the www and .com automatically. 
This will work with any website that has a www.domain-
name.com address.

Continued on page 4.



Chippewa Valley Chapter

	 4

Know Your Chapter & Win!
Learn about the life and structure 
of the Chippewa Valley Chapter 
with “Know Your Chapter 
& Win!” The answers can be 
found in your Chippewa Valley 
Chapter Orientation Manual, 
in the newsletter or on IAAP 
websites. Find the answers, and 
e-mail them to MaryEdna Hagen 
at hagenme@uwec.edu. Your 
submission must be received 
prior to the meeting.

The winner will be randomly 
drawn at the monthly meeting. You need not be present 
to win the magnificent prize, but we will not be mailing 
it to you! The winner’s name will be printed in the next 
month’s newsletter.

August’s winner was Donna Weidman. She received a 
pocket planner and items from Luther Midelfort in-
cluding a mechanical pencil, anti-bacterial spray and a 
bandage container.

1. What two months are CPS/CAP exams held?
2. What is the cost of annual IAAP membership dues 
for a Professional?
3. When is the next Executive Committee meeting?
4. Under what link on the Division website would you 
find information about a webinar for webmasters?
5. Where are the World Headquarters of IAAP located?

good of the boss and organi-
zation. 

Ask why the mistake was 
made. Did someone come to 
you with changes at the last 
minute? Was there no final 
review? 

When faced with bosses who 
don’t always keep quality 
control in mind, administra-
tive professionals sometimes 
must push back. “The admin 
should say, ‘We’re on in 
an hour, so I’d like you to 
decide what is important,’” 
advises Gottsman.
by John Rossheim, Monster Senior 
Contributing Writer, http://career-advice.
monster.com

Controlling Damage
Continued from page 3.

President
Karen Strey, CPS

President Elect
Pat Falkenhagen, CPS 

Vice President
 Julie Thomas, CPS

Wisconsin Division Board of Directors

Member Spotlight
Continued from page 2.
	 I am an active member of 
IAAP and also serve as trea-
surer (see front page). I joined 
in fall 2006, another “best de-
cision.” The members of this 
organization have become my 
professional support group, 
providing encouragement 
and compliments for my 
career and IAAP achieve-
ments. One of my greatest 
achievements is passing the 
CPS exam in May 2008. This 
organization has increased 
my passion for my admin-
istrative professional career 
and helped me realize it is 
not just a job — it is a career. I 
don’t believe in doing things 
halfway, and when I am part 
of something, I commit and 
give 100 percent. In this case, 
I get more than that in return!

Secretary
Pat LaBucki, CPS/CAP

Treasurer
 Kathy Princeton, CAP

Great Lakes District Director
Sam Gill, CPS  
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National IAAP  
Events

2008
Certification Conference

October 19-22
Denver, Colo.

Fall Education Conference
October 24-25

Green Lake, Wis.

CPS/CAP Exam
November 7-8

2009
Spring Education Conf.

March 9-11
Nashville, Tenn.

Administrative
Professionals Day

April 22

CPS/CAP Exam
May 1-2

Convention & Education 
Forum

July 26-29
Minneapolis, Minn.

Certification Conference
October 18-21
Portland, Ore.

CAP/CPS Exam
November 6-7

Submit your 
articles, ideas and 

accomplishments to
Michele Halterman 

at
halterman.michele@

mayo.edu.

CPS/CAP Certification
In today’s ever-changing business 
environment, you need every advantage to 
stay on top. Professional certification shows 
employers, clients and associates that you are 
committed as a professional. Certification is 
a mark of excellence that you carry with you 
everywhere you go. IAAP offers the Certified 
Professional Secretary® (CPS®) rating and the 
Certified Administrative Professional (CAP) rating. 

Taking the Examination
The CPS examination is a one-day exam, with three parts. The 
CAP exam is a one and one-half day exam, with four parts. 
The exams are administered each May and November.

Test your knowledge below with a few test questions. 
Answers can be found on page 6.  

CPS/CAP Quiz
1. Which of the following record storage systems pro-
vides the highest confidentiality of customer records?
A)	alphabetic			   B) subject
C)	numeric			   D) geographic

2. Determining where a record should be filed is known 
as:
A)	coding			   B) cross-referencing
C)	indexing			   D) sorting

3. The best type of shredder to use to destroy sensitive 
material is a/an:
A)	strip cut			   B) industrial strength cut
C)	cross cut			   D) spaghetti cut

4. Files which contain information needed by an organi-
zation for day-to-day business of the company are files 
that are:
A)	active			   B) archival
C)	mobile			   D) official

5. In a numeric classification system using terminal digit 
ordering, which one of the following files would be 
placed in front of the others?
A)	02-71-18			   B) 01-17-21
C)	02-81-17			   D) 01-87-21
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The results of a study of 
generational differences in 
the workplace, completed by 
four UW-Eau Claire senior 
marketing research students 
in collaboration with UWEC 
Continuing Education, will 
be shared at the upcoming 
“Gen-Con 2008: Build the 
Vibe” conference October 
23 at The Florian Gardens in 
Eau Claire.

The students were par-
ticipants in an upper-level, 
hands-on course designed to 
allow students to apply con-
cepts as they learn them, said 
Dr. Robert Sutton, UWEC 
professor of management 
and marketing. Students in 
the course work in groups 
of four on a wide variety of 
research projects, many of 
which are completed for area 
businesses and local organi-
zations, he said.

“These projects benefit both 
the students and the local 
community,” Sutton said. 
“The students have the op-
portunity to see how market-
ing research is applied and 
used in the real world, and 
the local community receives 
the benefit of the marketing 
research.”

Students conducted focus 
groups and an e-mail/Web 
survey of UWEC alumni and 

regional employees 
from a variety of 
businesses to gather 
information about 
generational atti-
tudes and percep-
tions.

More than half of the 
survey responders 
feel there is a gen-
erational gap in the 
workplace, and only 

one-third feel their company 
is effectively addressing the 
gap. The study suggests that 
companies should take action 
by encouraging, or even re-
quiring, employees to par-
ticipate in a training program 
that focuses on bridging the 
generational gap. It also sug-
gests utilizing cross-genera-
tional work teams whenever 
possible.

Some results of the survey 
include:

48 percent said their com-•	
pany’s image was one 
reason they chose to apply 
with the company.
71 percent feel their compa-•	
ny’s image influences their 
job satisfaction.
91 percent feel the physical •	
layout in their workplace 
affects productivity.
56 percent feel there is a •	
generational gap in the 
workplace.
32 percent felt their organi-•	
zation effectively addresses 
generational differences in 
the workplace.

The generational distribution 
of responders was as follows:

35 percent are Baby Boom-•	
ers (born between 1946 and 
1964).
35 percent belong to Gener-•	
ation X (born between 1965 
and the late 1970s).

Workplace Generational Differences
27 percent belong to Gen-•	
eration Y (born in the late 
1970s or later).

The Gen-Con “Build the 
Vibe” conference will ad-
dress how employers and 
employees can learn to create 
a positive workplace culture 
for all generations. Four 
speakers will discuss topic 
areas critical for creating an 
inclusive, engaging culture: 
image, people and space.  
The results and recommen-
dations from the UWEC 
student research project also 
will be presented.

To register or obtain ad-
ditional program informa-
tion, please call Continuing 
Education at 715-836-3636 or 
toll-free 866-893-2423.

CPS/CAP Answers
from page 2
1. C, numeric
2. C, indexing
3. C, cross cut
4. A, active
5. C, 02-81-17

Chippewa Valley 
Chapter Meetings

2008

Executive Committee
September 29

Hallie Heckel’s

Chapter
October 27, RCU

Topic: Identity Theft

November 24, CESA-10
Topic: Behavioral 

Interviewing
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Social Networking
Social Networking — per-
haps you’ve heard of it 
before, but are not quite sure 
what it means.  

Social networking is the 
grouping of indi-
viduals into spe-
cific groups, like small 
rural communities 
or a neighborhood 
subdivision, if you 
will. Although social 
networking is possible 
in person, especially 
in schools or in the 
workplace, it is most 
popular online. This 
is because unlike most 
high schools, colleges, 
or workplaces, the 
Internet is filled with 
millions of individuals who 
are looking to meet other 
users to develop friendships 
and business relationships, 
too.  

When it comes to online 
social networking, websites 
are commonly used. These 
websites are known as social 
sites. Social networking 
websites function like an 
online community of inter-
net users. Depending on the 
website, many of these online 
community members share 
a common interest such as 
hobbies, religion or politics. 
Once you are granted access 
to a social networking web-
site you can begin to social-
ize. This socialization may 
include reading the profile 
pages of other members and 
possibly even contacting 
them.  

The friends that you can 
make are just one of the 
many benefits to social 
networking online. Another 
one of those benefits includes 
diversity because the Inter-
net gives individuals from 
all around the world access 
to social networking sites.  

Not only will you make 
new friends, but you just 
might learn a thing or two 
about new cultures or new 
languages, and learning is 
always a good thing. 

As mentioned, social net-
working often involves 
grouping specific individuals 
or organizations together.  
While there are a number of 
social networking websites 
that focus on particular inter-
ests, there are others that do 
not. The websites without a 
main focus are often referred 
to as “traditional” social net-
working websites and usu-
ally have open memberships. 
This means that anyone can 
become a member, no matter 
what their hobbies, beliefs, 
or views are. However, once 
you are inside this online 
community, you can begin to 
create your own network of 
friends and eliminate mem-
bers that do not share com-
mon interests or goals.

There are dangers associ-
ated with social networking.  
The dangers often involve 
online predators or individu-
als who claim to be someone 
that they are not. Just like 
you’re advised when meet-
ing strangers at clubs and 
bars, school or work — you 
are also advised to proceed 
with caution online. By being 
aware of your surroundings 

and who you are talking 
to, you should be able to 
safely enjoy social network-
ing online. Just use common 
sense and listen to your inner 
voice; it will tell you when 

something doesn’t 
feel right.

Once you’ve con-
vinced yourself that 
you are sufficiently 
informed, you can 
begin to search for 
networking com-
munities to join. This 
can easily be done by 
performing a stan-
dard Internet search. 
Your search will 
likely return a num-
ber of results, includ-

ing MySpace, FriendWise, 
FriendFinder, Yahoo! 360, 
Facebook, Match.com and 
Classmates.

When it comes to finding 
social networking websites, 
you have a number of differ-
ent options. You may want to 
search with the words “social 
networking” or “social net-
working websites.” The focus 
of your search should be 
your main interest or topic. 
If you are a veteran, look 
for military social network-
ing; a christian, search for 
religious social networking 
sites; love animals, search for 
pet lovers social networking. 
Place the main word in front 
of the search phrase or at the 
end. Either will return many 
results. 

Although it is nice to receive 
recommendations from those 
that you know the rule of 
thumb is to review each one 
carefully to see if it meets 
your expectations. With so-
cial networking websites, its 
location, location, location.  
Happy Browsing!

©2006 What Is Social Networking.com
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Mission: To be the acknowledged, 
recognized leader of administrative 
professionals and to enhance their 
individual and collective value, image, 
competence and influence.

Vision: To inspire and equip all 
administrative professionals to attain 
excellence. To provide education and 
training and set standards of excellence 
recognized by the business community 
on a global perspective.

Chippewa Valley Chapter is published 
monthly approximately one week 
prior to chapter meetings. Deadline for 
articles is two weeks prior to chapter 
meetings. Comments, questions and 
story ideas may be directed to Michele 
Halterman at halterman.michele@
mayo.edu. 

Michele Halterman, Editor

 Chippewa Valley Chapter
Women’s Night Out

Tuesday, Oct. 7, 2008
Wabasha-Kellogg High School Auditorium

2113 E. Hiawatha Drive
Wabasha, MN

Featuring health information, give-aways, refreshments and 
door prizes!

5 p.m. — Registration, health promotion exhibits and re-•	
freshments
6:15 p.m. — “New Technologies in Women’s Health” with •	
Dr. Kristina McCaughtry
7 p.m. — “Extreme Makeover” with Jill Krieger Swanson•	

Program fee is $5 per participant. Please make checks payable 
to Saint Elizabeth’s Medical Center. Advanced registration is 
encouraged.

You may register with Carmen Tiffany at the September IAAP 
meeting; by sending your name, address, phone number and 
e-mail address with your payment to Saint Elizabeth’s Medical 
Center, Community Relations, 1200 Grant Blvd. West, Wa-
basha, MN 55981; or e-mail Carmen Tiffany (carmen.tiffany@
ministryhealth.org) with questions.

Sponsored by Saint Elizabeth’s Medical Center with support from 
AAUW-Wabasha Chapter and Wabasha Clinic — part of Lake City 
Medical Center - Mayo Health System

Special Dates
September/October

IAAP Anniversaries
Leslie Bates, 10/00

MaryEdna Hagen, 9/97
Joyce Orth, 10/91

Donna Weidman, 10/98
Kim Yeager, 10/05

Birthdays
Krista Bethke-Peterson, 9/13

Jessica Johnson, 9/13
Becky Olson, 9/22
Robyn Lake, 9/28

Della Schindler, 10/12

IAAP Member Receives Scholarship
     Four classified staff members at the Univer-
sity of Wisconsin-Eau Claire recently received 
scholarships from the Classified Staff Grant 
Fund. Those receiving $250 awards included 
Chippewa Valley Chapter IAAP member Cyn-
thia Welch, university services program associ-
ate serving as office manager for Student Sup-

port Services and Services for Students with Disabilities.
	 Welch refers to her pursuit of a degree as her retirement 
plan. She is working toward a comprehensive English educa-
tion certification at UWEC. She’d like to teach at-risk teens 
after she retires from UWEC. 
	 Welch handles phone calls, appointment scheduling, bud-
get issues, and hiring and supervising student assistants. She 
also serves as a testing supervisor for students with disabilities 
who are entitled to test accommodation and helps facilitate ac-
commodations for students with disabilities. She has been em-
ployed with the UW System for 33 years, 18 years at UWEC.
	 “I have found that many of my classes complement my 
university responsibilities and enable me to better understand 
our students’ issues and needs,” Welch said.
	 Congratulations Cynthia!


