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0ÒÅÓÉÄÅÎÔȭÓ 0ÌÁÃÅ 

Stephany Wingard CPS 

 I was fortunate enough to spend Spring Break at Disney 

World with several members of my family. It was fabulous 

shorts and T-shirt weather. The sun was exceedingly brilliant, 

and I forgot to pack my hat or sunglasses. Thinking to solve 

that problem with a souvenir ball cap, I stepped into the equivalent of a 

candy store. Ball caps galore, each one harder to pick from than the next! I 

ÆÉÎÁÌÌÙ ÓÅÔÔÌÅÄ ÏÎ ÔÈÅ ÃÁÐ ×ÉÔÈ $ÉÓÎÅÙȭÓ ÃÕÒÒÅÎÔ ÓÌÏÇÁÎȟ Ȱ#ÅÌÅÂÒÁÔÅ %ÖÅÒÙȤ

ÄÁÙȢȱ ) ÆÏÕÎÄ ÔÈÅ ÍÅÓÓÁÇÅ ÖÅÒÙ ÆÉÔÔÉÎÇ ÁÎÄ ÏÎÅ ) ÎÅÅÄ ÔÏ ÒÅÍÅÍÂÅÒ ÄÁÉÌÙȢ 

Caught up in our busy lives juggling work and family, friends and church, 

volunteer activities and associations, just about everyone forgets the need 

to celebrate, and, to celebrate every day. 

Even in the midst of sadness and hard times it is essential to celebrate. 

Celebrating is a form of hope and assurance, of better days and better 

times, of the knowledge that events could be worse. Challenged by a job 

that changes every day, challenged on keeping up with all of the changes, I 

celebrate the fact that I do have a job, and a well-paying one at that. I cele-

brate that I am good at what I do and that I can do better. I celebrate that I 

have the opportunity to continue to grow professionally within my job. 

Along with my professional growth, I celebrate my involvement with IAAP. 

By accepting more than a bystander role I pushed against my envelop of 

competency and comfort to become more of a leader. By no means would I 

consider myself a leader, but I have grown along those lines. I can celebrate 

that growth, and celebrate that there is an organizations such as IAAP to 

ÁÓÓÉÓÔ ÍÅȢ )ȭÖÅ ÓÐÅÎÔ ÙÅÁÒÓ ÁÓ ÁÎ ÁÄÍÉÎÉÓÔÒÁÔÉÖÅ ÐÒÏÆÅÓÓÉÏÎÁÌȟ ÂÙ ×ÈÁÔÅÖÅÒ 

title it might have been through the years, but a large portion of my recent 

growth came through my involvement with IAAP. 

I celebrate my family. I am fortunate to have not only my children, their 

spouses and my grandchildren, but parents, siblings, and a multitude of 

cousins, aunts, uncles, nieces and other assorted relatives. In the midst of 

all these family members there are medical issues to worry about and age-

related issues for older family members. But right here, right now I cele-

brate that I have all my family. 

(CELEBRATE continued on page 10) 
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to accomplish, to make a change. ~ Jan Ashford 
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Chapter Celebrations 

April Birthdays: None 

April IAAP Anniversaries:  

Rozella Coggin CAPɂ7 years 

Beverly Gentryɂ7 years 

Cil Spina CPS/CAPɂ7 years 

Dianne Seeks CAPɂ5 years 

Sandra Laubeɂ3 years 

Micki Salters CPS/CAPɂ2 years 

Susan Kerschɂ1 year 

Sabrina Millerɂ1 year 

Bonita Smithɂ1 year 

New Members 

March: 

Vicki BevilɂDRS  

Cynthia DempsterɂTime Domain 

Brenda SelbyɂBooz Allen Hamilton 

Myra WrightɂHuntsville City Schools 

April:  

Gloria BrooksɂOakwood University 

Members-At-Large: 

Diana Mills 

Welcome to...  

Reduce Clutter 
Some people can't escape it, no matter how hard they try. 
Despite their best efforts, stacks of papers and other items 
are ever-present at home and at work. What are the worst 
clutter culprits you face and how can you keep them under 
control? With everyone so busy in today's offices, is a little 
messiness acceptable if you're getting the job done?  

Which types of clutter weigh you down? 

Some say a messy desk is the sign of a great mind. But even 
the brightest minds would probably agree that it's hard to 
be productive when disorganization prevails. Paper is a huge 
culprit ɂ and perhaps the most visible one ɂ but it's not 
the only contributor to clutter. Anything that wastes time, 
drains productivity or takes away from your key priorities at 
work also qualifies. Consider the following and how they 
impact you: 

¶ Disorganized electronic files, including e-mail  

¶ Meetings that are unfocused or last too long  

¶ Colleagues who stop by and interrupt you unnecessarily  

¶ Noise from nearby cubicles and office equipment that dis-
tracts you  

¶ Projects that take substantial time and resources, yet 
don't support the company's main objectives  

In addition to these points, think about the materials you 

used to get your last job or promotion. Outdated resumes 
and reference lists can be clutter too - unless you put them 
to good use as the basis for creating new materials. 

Why controlling clutter is important in today's environment: 

Consider the reasons: 

¶ Most workplaces operate "leaner and meaner" compared 
to just a few years ago. The pace of business continues to 
increase, and employees face more deadlines and deliver-
ables than ever before. Your ability to locate items and act 
quickly is critical ɂ time spent looking for buried files is 
time that could be spent on the projects themselves.  

¶ Businesses continue to use project teams to accomplish 
goals and cross-train employees to handle each other's 
responsibilities. If you're out of the office ɂ either for a 
planned or unexpected absence ɂ your files need to be 
organized so that others can find them and take action in 
your place.  

¶ Image is important. Sure, your manager's desk may be 
messier than yours. But you never know who else might 
be strolling by your work area. Its condition could con-
tribute to someone's first impression of you ɂ and that 
someone could be your next boss, colleague or direct re-
port.  

 
                                                       (CLUTTER continued on page 4) 

Reminder: there is NO regular chapter 

meeting in April. The seminar on 

Tuesday, April 21, will be held instead. 

Happy Administrative Professionals 

Week, April 20-24! 
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Opportunity to Grow Professionally:  



  

Huntsville Chapter IAAP Commit Yourself to Excellence Page 4 

The Informer  Huntsville Chapter IAAP  

WebsitesɂCheck It Out 

 http://www.judimoreo.com/ezine/index.htm ɂJudi Moreo ɀ a speaker with 

substance and style. *ÕÄÉ ÄÏÅÓÎȭÔ ÊÕÓÔ ÔÁÌË ÁÂÏÕÔ ÓÕÃÃÅÓÓȣ3ÈÅ ,ÉÖÅÓ )ÔȦ  In 2003, the US Busi-

ÎÅÓÓ !ÄÖÉÓÏÒÙ #ÏÕÎÃÉÌ ÎÁÍÅÄ ÈÅÒ Ȱ.ÅÖÁÄÁ "ÕÓÉÎÅÓÓ 0ÅÒÓÏÎ ÏÆ ÔÈÅ 9ÅÁÒȱ ÁÎÄ ÔÈÅ ,ÁÓ 6ÅÇÁÓ 

#ÈÁÍÂÅÒ ÏÆ #ÏÍÍÅÒÃÅ Á×ÁÒÄÅÄ ÈÅÒ ÃÏÍÐÁÎÙȟ 4ÕÒÎÉÎÇ 0ÏÉÎÔ )ÎÔÅÒÎÁÔÉÏÎÁÌȟ ×ÉÔÈ Á Ȱ#ÉÒÃÌÅ ÏÆ 

%ØÃÅÌÌÅÎÃÅȱ !×ÁÒÄȢ  3ÕÂÓÃÒÉÂÅ ÔÏ *ÕÄÉ -ÏÒÅÏȭÓ 1ÕÁÒÔÅÒÌÙ Å-zine, developed specifically 

for people who want to be the best they can be and enjoy much success in their lives! 

(CLUTTER continued from page 2) 

The challenge for administrative professionals: 

¶ You are the central point of organization for the executives 
or employees you support. As a project coordinator, 
budget tracker, meeting planner and schedule manager, 
people look to you as the standard for impeccable organ-
izational ɂ and clutter-control ɂ skills.  

¶ Your abilities to manage clutter enhance your job perform-
ance ɂ creating and maintaining an organized workspace 
means you can be more efficient in your daily responsibili-
ties.  

Your challenge: Reduce clutter 

Here are five steps that can help you 
tame even the most out-of-control 
clutter:  

¶ Look at your workspace from an 
outsider's perspective ɂ Pretend 
you're an executive, a client, a job 
candidate or someone else seeing 
your desk for the first time. What's 
your first impression? If you have 
trouble being objective, ask a col-
league whom you know will give you an honest answer. 
This will give you an idea of how much work is in front of 
you.  

¶ Break it in pieces ɂ Taking a full workday to attack an 
office mess is not only unrealistic for most professionals, 
it's also an exhausting proposition. Instead, make a list of 
what needs to be done, prioritize it and carve out 15 min-
utes a day for your activities. For instance, you may start 
by cleaning up old e-mail files, then attack your filing cabi-
net, then your Rolodex and so on.  

¶ Take note of the big picture ɂ Once you've organized your 
work area, don't stop! Look at other areas that could bene-
fit from a thorough spring cleaning. Take a look inside 

your briefcase (or purse), your computer desktop, even 
the trunk of your car. Being organized in several areas will 
help you in the long run.  

¶ Find your last resume and update it ɂ You may be very 
happy in your current role or have no intentions of chang-
ing jobs in an uncertain market. Still, find and update your 
resume. At the very least it will help you in your next per-
formance review. And at the most, you'll be prepared if 
you find yourself in the job market unexpectedly.  

¶ Track your time ɂ Keep a daily log of how you spend your 
hours at work. After a couple of weeks, review the log and 

answer the following questions: What projects 
are taking the most time? What distractions are 
the most disruptive to your concentration? Dur-
ing which times of the day do you accomplish the 
most critical tasks? Your answers to these ques-
tions will help you plan your days more effec-
tively.  

~ from OfficeTeam, Key partners with IAAP; career ad-

vice  Ž 

2008-2009 Huntsville Chapter Board of Direc-

tors 

President ɂStephany Wingard CPS 

President -ElectɂSlone West CPS/CAP 

Vice PresidentɂStacey Brewer CAP 

SecretaryɂAnnette Kelly CPS/CAP 

Treasurer ɂRozella Coggin CAP 

Past PresidentɂDianne Seeks CAP 

Parliamentary Advisor ɂRozella Coggin CAP 
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The 2009 Spring 

Professional Edu-

cation Conference 

by Cil Spina CPS/CAP 

At 4:30 a.m. on the 

star-lit humid 

morning of March 9th, Beverley Gentry 

and I left for Nashville, TN, to attend the 

2009 Professional Education Confer-

ÅÎÃÅ Ȱ&ÉÔÔÉÎÇ )ÎȾ3ÔÁÎÄÉÎÇ /ÕÔȱ ÈÅÌÄ ÁÔ 

the Opryland Hotel & Resort.  If you 

have never been to the Opryland Hotel 

ÌÅÔ ÍÅ ÊÕÓÔ ÓÁÙ ÔÈÁÔ ÉÔ ÉÓ ÁÎ ȬÅØÐÅÒÉÅÎÃÅȢȭ  

We parked in the inexpensive self-park 

lot (a mere $19.67 per day) and entered 

the gorgeous atrium near the registra-

ÔÉÏÎ ÄÅÓËȢ  ! ÍÕÃÈ ÔÏÏ ÐÅÒËÙ ɉÉÔȭÓ χÁÍȟ 

who has verbal skills at that hour?) at-

tendant printed a colored map and gave 

incredibly brief directions to our room.  

The Opryland Hotel is quite a maze: you 

enter at the Cascades, walk what feels 

like several miles to the Delta, and 

search for an elevator.  

Our room was on the 

00 level (same as the 

Delta Island) so to get 

to the Convention Cen-

ter, where we thought 

the Conference would 

be,  we had to walk up 

several sets of stairs.  

There were NO direc-

tions indicating where 

in the Center the ses-

sions for IAAP were being held, but 

very shortly we noticed several ladies 

in pant suits carrying the same tote bag.  

4ÈÁÔ ×ÁÓ ÏÕÒ ȬÁÈȟ ÈÁȦȭ ÍÏÍÅÎÔ ÓÏ ×Å 

followed them.  Sure enough, we had 

located the Conference.  The first ses-

sion, from 8:30 to 11:45 a.m. featured 

Ȱ4ÈÅ &ÉÎÅ !ÒÔ ÏÆ 3ÍÁÌÌ 4ÁÌËȱ ÂÙ $ÅÂÒÁ 

Fine.  She began with the concept that 

most people who pass in the hall greet 

ÅÁÃÈ ÏÔÈÅÒ ×ÉÔÈȟ Ȱ(Éȟ ÈÏ× ÈÁÖÅ ÙÏÕ 

ÂÅÅÎȩȱ ÏÎÌÙ ÔÏ ÂÅ ÁÎÓ×ÅÒÅÄ ×ÉÔÈȟ 

Ȱ&ÉÎÅȢȱ  $ÅÂÒÁ ×ÅÎÔ ÏÎ ÔÏ ÓÁÙ ÙÏÕ ÃÁÎ 

learn so much more about a person by 

digging a bit deeper.  Instead of reply-

ÉÎÇȟ Ȱ&ÉÎÅȱ ÔÈÅ ÐÅÒÓÏÎ ÓÈÏÕÌÄ ÒÅÓÐÏÎÄ 

×ÉÔÈȟ Ȱ&ÁÎÔÁÓÔÉÃȦ  ) ÊÕÓÔ ÁÔÔÅÎÄÅÄ Á σ-day 

ÃÏÎÆÅÒÅÎÃÅ ÉÎ .ÁÓÈÖÉÌÌÅȢȱ  4ÈÉÓ ×ÏÕÌÄ 

give the opportunity to inquire what 

was covered at the conference; who did 

you meet; did you bring home any sug-

gestions for improvement, and so forth.  

Debra Fine mentioned that she had 

been very shy and awkward as a young 

person and was the wall-flower at par-

ties. As she grew older (and wiser) she 

ÄÅÖÅÌÏÐÅÄ ÔÅÃÈÎÉÑÕÅÓ ÔÏ ÅÍÐÌÏÙ ȬÈÏÓÔ 

ÂÅÈÁÖÉÏÒȢȱ  4ÈÉÓ ÉÎÖÏÌÖÅÓ ÉÎÔÒÏÄÕÃÉÎÇ 

yourself/giving someone the gift of 

your name.  Walk up to a guest at a 

ÐÁÒÔÙȟ ÓÔÉÃË ÏÕÔ ÙÏÕÒ ÈÁÎÄ ÁÎÄ ÓÁÙȟ Ȱ(Éȟ 

)ȭÍ ͺͺͺͺͺͺͺͺȢ  ) ÄÏÎȭÔ ÂÅÌÉÅÖÅ ×ÅȭÖÅ ÍÅÔȢȱ  

In order to keep 

the conversation 

moving come up 

with icebreakers 

like:  What signifi-

cant changes have 

you witnessed in 

your work since 

your start with 

the company? 

Other examples 

include, who is 

your mentor/who do you look up to? 

Or, what keeps you busy outside of 

work? 

)Î ÏÒÄÅÒ ÔÏ ȬÄÉÇ ÄÅÅÐÅÒȭ ÔÈÅ ÃÏÎÖÅÒÓÁȤ

tion may go like this: How was your 

weekend? Fine. What have you been 

doing all weekend?  Or: (Ï×ȭÓ ×ÏÒËȩ  

Good.  What has been going on with 

work since the last time we got to-

gether?  There is also free information 

available to you if you simply take the 

time to notice.  If an individual is wear-

ing a pin in their lapel you could ask, 

Ȱ7ÈÁÔ ÄÏÅÓ ÙÏÕÒ ÌÁÐÅÌ ÐÉÎ ÓÔÁÎÄ ÆÏÒȩȱ  

4Ï ÄÉÇ ÄÅÅÐÅÒ ÙÏÕ ×ÏÕÌÄ ÉÎÑÕÉÒÅȟ Ȱ7ÈÁÔ 

got you involved with that organiza-

ÔÉÏÎȩȱ 

The afternoon session, held from 1:00 

p.m. to 4:15 p.m. also by Debra Fine, 

ÃÏÖÅÒÅÄ ÔÈÅ Ȱ&ÉÎÅ !ÒÔ ÏÆ ÔÈÅ "ÉÇ 4ÁÌËȢȱ  

However, there were some unanswered 

questions from the morning session so 

Debra continued in depth with 

ȬÃÈÏÏÓÉÎÇ ÐÏÓÉÔÉÖÅ ÁÃÔÉÏÎ ×ÏÒÄÓȢȭ  

2ÁÔÈÅÒ ÔÈÁÎ ÎÅÇÁÔÉÖÅÌÙ ÓÔÁÔÉÎÇȟ Ȱ) ÃÁÎȭÔ 

ÇÅÔ ÙÏÕ ÁÎ ÁÉÓÌÅ ÓÅÁÔȟȱ ÏÒ Ȱ) ÃÁÎȭÔ ÆÉÎÄ ÔÈÅ 

ÆÉÌÅ ÙÏÕ ÎÅÅÄȱ ÃÈÏÏÓÅ Á ÐÏÓÉÔÉÖÅ ×ÏÒÄȢ  

)ÎÓÔÅÁÄ ÓÁÙȟ Ȱ!Ô ÔÈÉÓ ÔÉÍÅ ÔÈÅÒÅ ÁÒÅ ÎÏ 

aisle seats available.  I will make every 

ÅÆÆÏÒÔ ÔÏȣ Ȱ ÏÒ Ȱ7ÏÕÌÄ ÙÏÕ ÂÅ ×ÉÌÌÉÎÇ ÔÏ 

ȣȢȩȱ  4ÈÉÓ ÓÈÏ×Ó ÔÈÅ ÐÅÒÓÏÎ ÔÈÁÔ ÙÏÕ 

are making an effort on their behalf.  

Other examples included: 

Ȱ) ×ÁÓ ÇÏÉÎÇ ÔÏ ÓÁÙȣȢȱ ×ÈÉÃÈ ÃÏÍÅÓ 

across as wishy-washy, or not confi-

dent in your opinion.  Say what you 

expect! 

 Ȱ) ×ÏÕÌÄ ÔÈÉÎË ÒÁÔÅÓ ×ÉÌÌ ÉÎÃÒÅÁÓÅȱ ÁÌÓÏ 

shows no confidence.  Instead say, 

Ȱ&ÒÏÍ ÅØÐÅÒÉÅÎÃÅȣȢȱ  $ÅÂÒÁ ÁÌÓÏ ÍÅÎȤ

tioned it is important to be as concise as 

ÐÏÓÓÉÂÌÅȢ  $ÏÎȭÔ ÐÉÌÅ ÓÅÖÅÒÁÌ ÔÈÏÕÇÈÔÓ ÏÒ 

instructions into one sentence.  Use 

words that are specific, not vague.  She 

ÃÏÎÃÌÕÄÅÄ ×ÉÔÈȟ Ȱ!Ì×ÁÙÓ ÔÒÅÁÔ ÔÈÅ ÏÔÈÅÒ 

ÐÅÒÓÏÎ ×ÉÔÈ ÒÅÓÐÅÃÔȢȱ  7ÏÎÄÅÒÆÕÌ ×ÏÒÄÓ 

to live by, indeed. 

On Tuesday morning, the speaker was 

2ÏÚ 5ÓÈÅÒÏÆÆ ÐÒÅÓÅÎÔÉÎÇ Ȱ(ÉÇÈ )ÍÐÁÃÔ 

0ÒÏÆÅÓÓÉÏÎÁÌÉÓÍȢȱ  2ÏÚ ÂÅÇÁÎ ÈÅÒ ÓÅÓȤ

sion by      (PEC continued on page 7)  

 

You can learn so much more about a 

person by digging a bit deeper...from 

ñThe fine Art of Small Talkò by Debra 

Fine 
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Division Annual Meeting  

The registration form is located on the Alabama Division website: http://www.iaapalabama.org/

iaapalevents.htm. The meeting will be held in Huntsville this year.  All chapter members should take this oppor-

tunity to attend a Division meeting, especially if you have never been before. 


