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I n The Spotlight
Treasurero6s Corner

Our program in February will be

Dates Lo Remember Speaking with Credibility presented by

News from | AAP HOQ 2 Sue Frost of The Speakers Choice. This

| nternational Presildest ' s MPLIaYhasbeenapproved forl

| 11inois Division &oeamapt er 'SSiGAHANPYY;

February Calendar 18 Place: Pescatore Palacé 3400 N. River
TPEIBZT ' OAAOAO Ye - Foad, Franilin Park, IL

President 6. Message 1
February Meeting | njf o1l Date: February 16, 2012
Anniversaries 2 Tlme 545pm Net\NorkIng
March Meeting I nfo 2 6:15pm Dinner
Did You Know 2 7:15pm Program
3
4
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The Clock is Ticking...

Wednesday, February 22, 2012
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which has been accepted for the 2011-2012 year.
Regards,

Bernie

Bernice Brown, CAPOM
GOC Treasurer

P.S. This is a requirement for us to remain norprofit

Dates to Remember

March 4-7, 2012
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2012 Spring Conference, Las Vegas, NV

FSEE’ETI April 22-31, 2012  Administrative Professional Week

~ = Theme: Admins, the pulse of the office
@ @ May 5, 2012 CAP and OM Exams

N/ June 810, 2012 lllinois Division Annual Meeting, Lisle, IL

July 22-25, 2012 EFAM, Grapevine, Texas

Hotel reservations are now open

October 20, 2012

lllinois Division Professional Enrichment Program,

Hoffman Estates, IL
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http://community.iaap-hq.org/IAAPHQ/ViewDocument/?DocumentKey=2fb1c8e9-32a7-4006-8b4b-2d7f36c098b4
http://community.iaap-hq.org/IAAPHQ/ViewDocument/?DocumentKey=6ecc186a-ade9-4ed4-b0f4-80722b1e48ef
http://www.iaap-hq.org/events/conferences/spring
http://community.iaap-hq.org/misc/springconf/
http://www.iaap-hq.org/certification
http://community.iaap-hq.org/IAAPHQ/ViewDocument/?DocumentKey=8bd986e5-9d4f-43b7-b3df-d23cd2aee0fc
http://community.iaap-hq.org/IAAPHQ/ViewDocument/?DocumentKey=8bd986e5-9d4f-43b7-b3df-d23cd2aee0fc

lllinois Division & Chapter Happenings . .

ILLINOIS DIVISION
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Chapter

Date

Program Topic

Tri-County

February 7, 2012

Time Management/Organization

Greater Will County

February 8, 2012

How to Land on Top (of the resume pile)

Alton

February 9, 2012

Trust & Loyalty

Quad City

February 13, 2012

Principles of E-Marketing

Lake County

February 14, 2012

Refining Your Bosses’ Power Paint

CIA February 15, 2012 | Civic Engagement (Boys & Girls Club)
Two Rivers February 15, 2012 |Financial Trends
Elgin February 15, 2012

Developing Qutstanding Customer Service

Golden Corridor

February 16, 2012

Using Effective Leadership Communication to Building
Employee Behavior

Greater Q’Hare

February 16, 2012

Communicating Credibility

Greater Lakes

February 21, 2012

Excel 1 (Budget Spreadsheets-Basic Level)

DuPage

February 21, 2012

Show me the $$% - 2011-2012 Tax Tips

Chicago Lake Shore

February 23, 2012

Achieving Peak Performance

Champaign-Urbana

February 28, 2012

Business Communication Breakdown: Become A Better

Kishwaukee

February 29, 2012

Are You Resume Ready?
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Illinois Division of IAAP Webinar
Minimize Your Document Creation Time Using Quick Parts
(Microsoft Office 2007/2010 version)

March 1, 2012 @ 7:00 PM Central Time

What are Quick Parts?

The Microsoft Office Word Quick Part Gallery (released in version 2007) is a Speaker:

gallery where you can create, store. and find reusable pieces of content. Donna Gilliland

Do you have a phrase, sentence, paragraph. image, table that you use often in m MOS Training
document creation? If so, you will appreciate Quick Parts, where you can insent http-//mostraining.com/

often used items for easy insertion later.

What will I Jearn? A
Overview of Microsoft Word Galleries Free for Olinois Division
Quick Parts Gallery Members! Bll others S10¢
Creating and stoning parts in different Galleries

Creating and stoning parts to AutoText

Overview of Building Blocks

Edinng Building Blocks

Adding AutoText to your toolbar aking The Le; a

This webinar has been approved for (atarnasons) Amoseieses o
one (1) recerification point. T T T

Moty Awtwen

—
Register online at: https://secure.jotform.com/form/20122331048



http://mostraining.com/
https://secure.jotform.com/form/20122331048

Administrative Professionals®

Central IL Admins Chapter

THE CENTRAL ILLINOIS ADMINS CHAPTER HOSTS
AN EDUCATIONAL WEBINAR YOU WON'T WANT TO MISS!

SOCIAL NETWORKING FOR CAREER ADVANCEMENT

Marie Herman will be presenting information on how to use social networking to your advantage. It’s not
about “how” to use social media, it’s about “why”

. Why using it will benefit you professionally and
advance your career.
Date: February 7, 2012
Time: 7:00 p.m. CST
Cost: $15 non-CIA Members
$10 CIA Members

Register at https://secure.jotform.com/form/20110119901
Registration deadline February 4, 2012




waking The Ley
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T Career Trainis ; )
International Association of -
Administrative Professionals® llepa"“lg!

Chicago Lake Shore Chapter

Are you looking for a joh?

Do you need to update your resume, but don't know whetre to hegin?
Do you know about the latest interview techniques?

If you answered yes, then you need to ...

Get on the Right Track to Finding and
Neeping a Joh

Saturday, March 3, 2012
9 — A piil (registration begins at 8:15)
Prairie Siate Coiiege Gonference Genter
202 South Halsted Street
Chicago Heights, IL 60411

Each attendee
will receive a
FREE gift!

Bring your
resume for a
FREE
evaluation!

Workshops (Tracks):
Track #1: Job Search Techniques
Track #2: Resume Writing
Track #3: Interview Technigues

$30 Early Bird Registration Uanuary 17 -February 1)

$40 February 2 - February 24 _

Certified?
Receive 4

Don't need each session?

Continental

Breakfast and Lunch Pay only $15 per session

recertification

included in Full Day points for all

day pass!

“must pay for full day to include continental breakiast and lunch

Registration only!

Formore information, contact Dewoun Hayes, Event Chair
laap.clscmembership@gmail.com
708-709-3631
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