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0ÒÅÓÉÄÅÎÔȭÓ 0ÌÁÃÅ 

Stephany Wingard CPS 

     Goals. No matter what our job is or where we are in life, we con-
stantly hear that we should set goals in our professional life and in 
our personal life. Goals are a mark of an effective leader or a suc-
cessful person. Of course, the goals should not be just any goals. 

4ÈÅÙ ÓÈÏÕÌÄ ÂÅ 3Ȣ-Ȣ!Ȣ2Ȣ4Ȣ ÇÏÁÌÓȢ 2ÅÍÅÍÂÅÒ ×ÈÁÔ 3Ȣ-Ȣ!Ȣ2Ȣ4Ȣ ÓÔÁÎÄÓ ÆÏÒȩ ȣ 3ÐÅÃÉÆÉÃȟ 
Measurable, Attainable, Realistic, and Timely/Tangible.  A Specific goal should an-
Ó×ÅÒ ÔÈÅ ÓÉØ Ȱ7ȱ ÑÕÅÓÔÉÏÎÓȡ 7ÈÏȟ 7ÈÁÔȟ 7ÈÅÒÅȟ 7ÈÅÎȟ 7ÈÉÃÈȟ ÁÎÄ 7ÈÙȢ ! Meas-
ureable  goal should answer such questions as: How much? How many? How will I 
know if it is accomplished? An Attainable  goal requires planning the steps to 
achieve your desire, and developing the attitudes, abilities, skills and financial ca-
pacity to carry out the plan.  A Realistic  goal is one you truly believe you can ac-
complish, and must be something you are willing  and able to work toward. And 
finally, a Timely goal should be grounded in a time frame; a Tangible  goal is one 
you experience with any of your senses: taste, touch, smell, sight or hearing. 

     With the backing of the other officers in the Huntsville Chapter, I have set sev-
eral goals I want to see realized by the end of my year as President. These goals 
revolve solely around membership, on the retention and growth of our chapter. 
The primary focus is on retention. My goals are: 

¶ Achieve Chapter of Excellence, and strive for a minimum of 20% of the mem-
bership to receive Member of Excellence. 

¶ Develop and implement a standardized, workable Mentor Program for new 
members. 

¶ Increase the number of professional members by 10 for the year. 

¶ Introduce IAAP/Huntsville Chapter to area businesses through personal 
contact/visits.  

Are these SMART goals? I truly believe so. In all cases, the end of the IAAP year, 
June 30, 2009, is the time frame, although the Mentoring Program actually has an 
earlier date.  Let me tell you more about my goals. 

     ,ÅÔȭÓ ÌÏÏË ÁÔ ÔÈÅÍȟ ÂÅÇÉÎÎÉÎÇ ×ÉÔÈ ÔÈÅ %ØÃÅÌÌÅÎÃÅ ÉÎ !ÃÔÉÏÎ ÇÏÁÌÓ ÏÆ Chapter and 
Member of Excellence achievement. Thankfully, IAAP has set up all the criteria so 
you and I do not have to guess what we need to do. As a Chapter I must achieve 14 
out of the 19 criteria spelled out. The officers are working with me to make this 
goal happen. Each of YOU must commit to achieving the Member of Excellence, and 
the easiest step toward reaching that goal is to sign the Member of Excellence Com-
mitment form that was passed out at the October chapter meeting, and is also 
available online at www.iaap-hq.orgȟ -ÅÍÂÅÒÓȭ 0ÌÁÃÅȢ %ÁÃÈ ÏÆ 9/5 ÍÕÓÔ ÃÏÍÍÉÔ ÔÏ 
achieving the Member of Excellence, and the easiest step toward reaching that goal 
is to sign the Member of Excellence. Members must achieve 8 out of 11 criteria, 
which was spelled out in detail in the October issue of The Informer. Develop and 
implement a standardized, workable Mentor Program. An ad hoc committee made 
up of some new members, established members, officers and Carolyn Drake CPS/
CAP as advisor has already been formed and the first meeting has occurred. The 
committee was tasked with completing the set up of the program by the end of this 
calendar year, with plans to put the program in action immediately after the first of 
the year. These will be guidelines all mentors can follow so all new members will 
be welcomed and assimilated into the chapter in the same manner. This will take 

the guesswork out for everyone involved in the program.  GOALS   (continued on Page 3) 
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Chapter Celebrations 

November Birthdays:  

 4ɂSusanne Wells 

11ɂIvagene Baxley 

December Birthdays:  

16ɂCathy Askew CAP 

22ɂStacey Brewer CAP 

27ɂCarla Helm 

New Members 

September: 

Sherry Bennefield ɂHuntsville-

Madison County Airport Authority 

Annette Hall ɂHuntsville-Madison 

County Airport Authority/Port of 

Madison 

Angie Hargravesɀ Asbury United 

Methodist Church 

October: 

Lynn BenignoɂRedstone Fed-

eral Credit Union 

November: 

Celesta Bridgeforth ɀ APT Re-

search, Inc 

December: 

Erica PoseyɂRedstone Federal 

Credit Union 
Welcome to...  

What Skills Should You Enhance? 
     9ÏÕȭÖÅ ÎÏ ÄÏÕÂÔ ÈÅÁÒÄ ÔÈÅ ÓÁÙÉÎÇȟ Ȱ4ÈÅÒÅȭÓ ÁÌ×ÁÙÓ ÒÏÏÍ 
ÆÏÒ ÉÍÐÒÏÖÅÍÅÎÔȢȱ 4ÈÉÓ ÉÓ ÐÁÒÔÉÃÕÌÁÒÌÙ ÔÒÕÅ ×ÈÅÎ ÉÔ ÃÏÍÅÓ 
ÔÏ ÙÏÕÒ ÊÏÂȟ ÅÖÅÎ ÉÆ ÙÏÕ ÆÅÅÌ ÙÏÕȭÒÅ ÁÌÒÅÁÄÙ ÖÅÒÙ ÇÏÏÄ ÁÔ 
what you do. In fact, the skill sets hiring managers sought 
even five years ago are vastly different from those they look 
for today. 
Administrative assistants are now expected to manage a 
much wider range of responsibilities. Managers and execu-
tives rely on the technical and interpersonal skills of their 
ÓÕÐÐÏÒÔ ÓÔÁÆÆ ÉÎ Á ÖÁÒÉÅÔÙ ÏÆ ×ÁÙÓȟ ×ÈÅÔÈÅÒ ÉÔȭÓ ÃÒÅÁÔÉÎÇ 
0Ï×ÅÒ0ÏÉÎÔ ÐÒÅÓÅÎÔÁÔÉÏÎÓ ÏÒ ÁÃÔÉÎÇ ÁÓ ÁÎ ÅØÅÃÕÔÉÖÅȭÓ 
sounding board for testing messages or concepts before 
she meets with other employees. 
     7ÈÁÔ ÄÏÅÓ ÔÈÉÓ ÍÅÁÎ ÆÏÒ ÙÏÕȩ %ÖÅÎ ÉÆ ÙÏÕȭÖÅ ÂÅÅÎ ÓÕÃȤ
ÃÅÓÓÆÕÌ ÁÔ ÔÈÅ ÓÁÍÅ ÊÏÂ ÆÏÒ ÙÅÁÒÓ ÏÒ ÙÏÕȭÖÅ ÒÅÁÃÈÅÄ Á ÐÒÏȤ
fessional plateau and find yourself uncertain of your next 
ÃÁÒÅÅÒ ÍÏÖÅȟ ÉÔȭÓ ÉÍÐÏÒÔÁÎÔ ÔÏ ÃÏÎÔÉÎÕÁÌÌÙ ÅÎÈÁÎÃÅ ÙÏÕÒ 
knowledge level and abilities. By focusing on acquiring 
ÓËÉÌÌÓ ÉÎ ÓÔÒÏÎÇÅÓÔ ÄÅÍÁÎÄȟ ÙÏÕȭÌÌ ÃÏÎÔÉÎÕÅ ÔÏ ÇÒÏ× ÐÒÏÆÅÓȤ
sionally and make yourself more marketable to prospective 
employers. 
Evaluate Your Skills  
     3ÔÁÒÔ ÂÙ ÔÁËÉÎÇ ÁÎ ÉÎÖÅÎÔÏÒÙ ÏÒ ȰÃÁÒÅÅÒ ÁÕÄÉÔȱ ÏÆ ÙÏÕÒ 
technical and soft skills. This is similar to a financial audit, 

ÅØÃÅÐÔ ÔÈÅ ÅÌÅÍÅÎÔÓ ÃÏÍÐÒÉÓÉÎÇ ÙÏÕÒ ÐÅÒÓÏÎÁÌ ȰÐÒÏÆÉÔ ÁÎÄ 
ÌÏÓÓ ÓÔÁÔÅÍÅÎÔȱ ÁÒÅ ÆÁÒ ÍÏÒÅ ÑÕÁÌÉÔÁÔÉÖÅȢ &ÏÒ ÉÎÓÔÁÎÃÅȟ ÁÒÅ 
you good at budgets and presentations, but feel you could 
use some work on your interpersonal skills? Or maybe 
ÙÏÕȭÒÅ Á ÇÒÅÁÔ ÃÏÍÍÕÎÉÃÁÔÏÒ ÁÎÄ ÈÁÖÅ ÍÁÎÙ ÃÏÎÔÁÃÔÓ 
throughout the company, but 
ÙÏÕȭÄ ÌÉËÅ ÔÏ ÂÏÏÓÔ ÙÏÕÒ )ÎÔÅÒȤ
net research abilities. What-
ever the case, assess yourself 
honestly and identify the areas 
ÉÎ ×ÈÉÃÈ ÙÏÕȭÄ ÍÏÓÔ ÌÉËÅ ÔÏ 
ÉÍÐÒÏÖÅȢ ,ÅÔȭÓ ÌÏÏË ÉÎ ÍÏÒÅ 
detail at some important tech-
nical and interpersonal skills: 

¶ Technical Skills. Bring 
yourself to expert level in software systems you already 
ËÎÏ× ÁÎÄ   ÏÆÆÅÒ ÔÏ ÔÅÁÃÈ ÏÔÈÅÒÓ ÓÏ ÙÏÕȭÌÌ ÒÅÉÎÆÏÒÃÅ ÔÈÏÓÅ 
skills. Because many managers and executives   use  word  
processing software and handle their own e-mail corre-
spondence, support professionals have time for larger, 
more extensive projects. Find out what other programs are 
important in your office. If you become an expert in addi-
ÔÉÏÎÁÌ ÓÏÆÔ×ÁÒÅȟ ÙÏÕȭÌÌ ÂÅ ÒÅÌÉÅÄ ÕÐÏÎ ÆÏÒ ÙÏÕÒ ÅØÐÅÒÉÅÎÃÅ ÉÎ 
troubleshooting problems and providing feedback on us-

age issues to information systems     SKILLS    (continued page 5) 

...the skill sets hiring 

managers sought 

even five years ago 

are vastly different 

from those they look 

for today. 
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GOALS (continued from front page)           By concentrating on the 
Excellence in Action goals and the Mentor Program, the 
members will receive a firm foundation within IAAP and 
the chapter. Members will understand not only what they 
can give to the chapter, but more importantly, they will 
understand what benefits 
they can receive from the 
chapter and IAAP member-
ship. These goals should pro-
vide members with the re-
sources to foster personal 
and professional growth, and 
demonstrate why continued, 
active participation is desir-
able. 

     Increase the professional 
members by ten new mem-
bers. With six new members 
just since the first of July, the 
chapter is not far from reaching this goal already. How can 
we ensure it happens? If even a quarter of the membership 
sponsors a co-worker or friend, that goal will be surpassed. 
By sponsoring a new member, two goals can actually be 
ÒÅÁÃÈÅÄȣÔÈÅ ÆÉÒÓÔ ÉÓ ÉÎÃÒÅÁÓÉÎÇ ÔÈÅ ÍÅÍÂÅÒÓÈÉÐȟ ÂÕÔ ÔÈÅ 
second is one of the criteria for Member of Excellence. 
(And there will be a mentoring program in place to greet 
these members!) Surely you know of a fellow admin that 
would benefit from membership in the chapter. Finally, 
introduce IAAP/Huntsville Chapter to area businesses.  How 
many? At least one new company, but any number will be 
good. The purpose behind this goal is to create awareness 
of IAAP and the Huntsville Chapter in the Huntsville/
-ÁÄÉÓÏÎ #ÏÕÎÔÙ ÁÒÅÁȢ /ÕÒ "ÏÓÓȭÓ $ÁÙ ÅÖÅÎÔ ×ÁÓ Á ÇÏÏÄ 
start. Stacey Brewer CAP is working on awareness mail-
outs to be sent to CEOs of area businesses. This chapter 

and the Redstone Arsenal chapter have partnered with the 
Huntsville Havoc for a discounted night out at a Havoc 
game, and IAAP will be advertised during the evening. And 
our name is already out there on the ChamberLink news-
letter. 

     With these two goals geared toward chapter growth our 
possibilities are limitless. Established members provide 
guidelines and resources for new members. New members 
provide insight and fresh ideas to keep the chapter vital. 
We, the members of the Huntsville Chapter, are part of a 
growing, evolving chapter and association. By achieving 
these goals, the Huntsville Chapter can only get better and 
stronger, and become a top-notch, exceptional group! I am 
willing to commit myself to these goals. Are you?  Ž 

WebsitesɂCheck It Out 

DeskDemonɂhttp://us.deskdemon.com/pages/us/indexus. DeskDemon 

is packed with information ɀ not just about the products and services you need to 

carry out your daily activities ɀ but genuinely useful tools and up to date editorial 

features on a wide range of subjects important to you personally and profession-

ally. From advice to training and career guidance from leading experts all over the 

world, DeskDemon provides useful resources, planned in conjunction with you, 

the working office professional. Sign up for the AdminAdvantageȟ ȰÔÈÅ ÅØÃÌÕÓÉÖÅ 

ÏÎÌÉÎÅ ÍÁÇÁÚÉÎÅ ÆÏÒ ÁÄÍÉÎÉÓÔÒÁÔÉÖÅ ÐÒÏÆÅÓÓÉÏÎÁÌÓȢȱ 

We, the members of 

the Huntsville 

Chapter, are part of 

a growing, evolving 

chapter and 

association.  

2008-2009 Huntsville Chapter Board of Directors 

President ɂStephany Wingard CPS 

President -ElectɂSlone West CPS/CAP 

Vice PresidentɂStacey Brewer CAP 

SecretaryɂAnnette Kelly CPS/CAP 

Treasurer ɂMicki Salters CPS 

Past PresidentɂDianne Seeks CAP 

Parliamentary Advisor ɂRozella Coggin CAP 
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