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Stephany Wingard CPS

| 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 | forgot to pack my hat or sunglasses. Thinking to solve

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

candy store. Ball caps galore, each one harder to pick from than the next! |
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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, |
celebrate the fact that | do have a job, and a walhying one at that. | cele-
brate that | am good at what | do and that | can do better. | celebrate that |
have the opportunity to continue to grow professionally within my job.

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

By accepting more than a bystander role | pushed against my envelop of
competency and comfort to become more of a leader. By no means would |
consider myself a leader, but | have grown along those lines. | can celebrate

that growth, and celebrate that there is an organizations such as IAAP to
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title it might have been through the years, but a large portion of my recent

growth came through my involvement with IAAP.

| celebrate my family. | 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 | cele-
brate that | 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 CAP 7 years
Beverly Gentry? 7 years
Cil Spina CPS/CAP 7 years

Dianne Seeks CAP5 years
Sandra Laube 3 years

Micki Salters CPS/CAP 2 years
Susan Kersch 1 year

Sabrina Miller? 1 year

Bonita Smithe 1 year

New Members

March:
Vicki Bevil> DRS
Cynthia Dempster Tim

April:

Welcome to...

Brenda Selby Booz Allen Hamilton
Myra Wright? Huntsville City Schools

Gloria Brooks ? Oakwood University

MembersAt-Large:
Diana Mills

- 90:-0:-0:-0-
e Domain Reminder: there is NO regular chapter
meeting in April. The seminar on

Tuesday, April 21, will be held instead.

Happy Administrative Professionals
Week, April 2024!

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 everpresent 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 2 and perhaps the most visible one 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:

9 Disorganized electronic files, including email

1 Meetings that are unfocused or last too long

1 Colleagues who stop by and interrupt you unnecessarily

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

9 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 toe 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:

9 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 2 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 crossrain employees to handle each other's
responsibilities. If you're out of the office? either for a
planned or unexpected absence 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? and that
someone could be your next boss, colleague or direct re-
port.

1

(CLUTTER continued on page 4)
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Opportunity to Grow Professionally:

Respecting People. Impacting Business.™

EXpress

Free Seminar:
Monday Morning Leadership

A changing economy will require
excellence in leadership. Presented by

Express Employment Professionals,

dedicated to helping businesses succeed.

About the Event:

Monday Morning Leadership is a
best seller by well-known business
author David Cottrell. This three-
hour session will enhance the
leadership skills of anyone in, or
aspiring to be in, 2 managerial role.
Even today's strongest leaders must
refocus on the qualities that helped
them earn a spot at the decision
table. All leaders will tell you a key
to their success was having a great
mentor and the lessons learned
from himyher. This training
highlights eight mentoring methods
to becoming a better leader.

About the Presenter:

For the last three decades, Jack
Smalley has devoted his career

to the field of human resources. His
experience includes executive-level
management in a number of
differant industries such as oil,
chemical, and packaging. Jack
serves as a senior human resources
consultant for Express Services, Inc.
He provides human resource
training and consulting for more
than 500 Express offices and dients
in the U5, and Canada. Jlackisa
member of the Society of Human
Resource management and holds
the designation of Senicr
Professional in Human Resources
{SPHR). In 2008, Jack had ower 100
speaking engagements and was
also a featured speaker at the 2008
Mational SHRM Conference.

Maticnal Presender: Jack Smalley, SPHR

Event Details:

Date:
Tuesday, June 9, 2009

Time:
B:30 am. - 1130 a.m.

Location:

Chamber of Commerce of
Huntsville/Madison County
225 Church Street
Huntsville, AL 35801

RSVP:

Call (256) 721-5627 or email
mark.lambert@expresspros.com
by June 2, 2009.

Note:

Continuing education
credits are available to
SPHR and PHR members.

WWW_exXpresspros.coim
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(CLUTTER continued from page 2)

The challenge for administrative professionals:

il

Your challenge: Reduce clutter

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

f

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 ? and clutter-control ? skills.

Your abilities to manage clutter enhance your job perform-

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 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.

ance? creating and maintaining an organized workspace  Track your time? Keep a daily log of how you spend your

means you can be more efficient in your daily responsibili-
ties.

Look at your workspace from an
outsider's perspective? 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? 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 email files, then attack your filing cabi-
net, then your Rolodex and so on.

Take note of the big picturez 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

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 7

20082009 Huntsville Chapter Board of Direc-
tors

President 2 Stephany Wingard CPS

President -Elect? Slone West CPS/CAP

Vice President? Stacey Brewer CAP
Secretary? Annette Kelly CPS/CAP
Treasurer ? Rozella Coggin CAP

Past President? Dianne Seeks CAP
Parliamentary Advisor ? Rozella Coggin CAP

Websites? Check It Out

http://www.judimoreo.com/ezine/index.htm 2 Judi Moreoz a speaker with

for people who want to be the best they can be and enjoy much success in their lives
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The 2009 Spring Fine. She began with the concept thatvork since the last time we got to-
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Good. What has been going on with i, by (PEC continued on page 7)
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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.
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