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From the Presidentos Pen

by Maria Mines
Secretary

I hope that everybody had a joyous and safe holiday season. As we all know, it is time to make reso-
lutions. Have you made yours? How about if you include an IAAP activity in your resolution? Now is
Treasurer the time to be thinking about your commitment and interest in IAAP. If you have any ideas to help
grow the chapter and develop us as members and professionals, please talk to a board member. We
are very interested in what our members want from the Clifton Corridor Chapter.

A membership survey will be distributed in the upcoming weeks. It will give you all an opportunity to
step back and analyze what worked and what did not work for us in the past year. Your officers and
committee chairs would love to hear from you!

Membership Committee

Also, it is that time when the Nominations Committee comes calling! I'm writing to ask about your
interest in running for office for the next IAAP year. Tracey Browne, Nominations Committee Chair,
Nominating Committee will be sending out a notice for nominations for the 2010-2011 officers. Please be sure to take a mo-
ment to review what capacity you can serve. Now is the time to ask any questions you might have
about an office or committee. Talk to your fellow members and officers. Many of us are previous of-
Public Relations Committee fice/committee chair holders. One thing to consider, if you are hesitating, is that you will have a lot of
support from the other officers and committee chairs. Check out our Bylaws on our website. They
. contain each office and committee job description to help you make your decision. This nhomination
EVEEULELURRRRINIIEERY |/ ocess is very important to the continued success of our chapter as we strive to provide leadership
opportunities for our members, and encourage all chapter members to get involved either by running
for an office or being part of a committee.

Programs Committee

Thank you again for your commitment to the Clifton Corridor Chapter!

Newsletter Editor
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Earning the Recognition You Deserve
From OFFICETEAM:

Are you being recognized by management and
other staff members for your accomplishments?
Are you happy with the level of recognition that
youdre receiving?
OfficeTeam collaborated with the International Top factors that motivate administrative professionals to do o good job:
Association _of Administrative  Profession-

a_Is® (IAAP) to understand how administrative Feeling of accomplishment/satisfaction
staff and executives view employee recognition,
and to gain insight into rewards administrative
professionals value most.

84%
Challenging assignments

Compensation and monetary rewards

Still Using Office 2003?
Brush Up on Office 2007

Here are some highlights from the research: Opportunities for advancement

before Office 2010 comes

out in the next few months!

FREE! Explore the Microsoft

® Forty-two percent of support staff said their
supervisor fails to recognize them even on
Administrative Professionals Day®. And one
-third of respondents reported that they
receive "not enough" or no recognition
throughout the year.

® Two-thirds of administrative professionals
would leave their current position if they did

am and |AAF survey of 549 odministrative professionals, Eoch focior
tely, and fop responses that were “very impartant” are shawn

Administrative professionals were asked, “How often do you
praise colleagues for their achievements?”

X . Sometimes
Excel interface and learn Excel not feel appreciated by their manager. 50% Rarely
ISEEEURUCIRCOICIEEE o More than 70 percent of support staff said 2%
izl that an organizationds recogni N programs
would factor into their decision to accept —— All the fime
employment with that firm. 48%
b TWenty'ﬁVe percent of managers Surveyed Source: OHicaTeom and |AAF survey of 549 administrative professionals

said they never ask employees if they are
satisfied with the recognition they receive.

® Challenging assignments and a feeling of
accomplishment/satisfaction are top factors
that motivate administrative professionals to
do a good job.

Administrative professionals were asked, “How often do you
recognize your manager’s achievemenisg”

Sometimes

® Ninety-eight percent of administrative pro- 3%
FREE! Packed with useful tips for fessionals said they praise colleagues for Rarely
the intermediate Excel user, this their achievements at least sometimes, and 11%
class explains how to get the 88 percent do the same for their managers. All the fime Never
results you want from Excel 33“3 1%
ISUESREUCRTURIMIERUNURCEN  |f you would like to learn how you can earn the
find data more easily with sorts recognition you deserve’ download a Comp”_ Source: CHficaTeam and [AAF survey of 549 odm prc

and filters, how to manage multi-
sheet workbooks, how to apply
page formatting such as headers
and footers and much more.

International Association of

Administrative Professionals®

Clifton Corridor Chapter

| AAPO& s mi ssion
acknowledged, recognized
leader of administrative profes-
sionals and to enhance their
individual and collective value,
image, competence and influ-
ence.

mentary research guide today!

The Value of Recognition

Learn what Administrative
) 7{‘;\ Excellence Award honorees
- 4 and nominators have to say

1 £ 4 ition!
& i about employee recognition!

bd
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Facebook Tips for Working Professionals

by Doug White, Robert Half International

To friend or not to friend; that is the question!

As more people embrace Facebook and other social
media websites for business purposes, the already
fine line between what's professional and what's
personal continues to blur. It can be difficult to deter-
mine which work-related contacts to connect with
and what content to share. Here is some friendly
advice:

Let your boss make the first move . According to a
new Robert Half survey, nearly half of executives
polled said they are uncomfortable getting Facebook
friend requests from people they manage. Regard-
less of how much rapport you have in the office,
your supervisor simply might not want to connect
with employees on personal networking sites. Avoid
awkwardness by waiting for your boss to reach out
to you first. And if you choose to accept the friend
request, make sure you don't post anything you
wouldn't want him or her to see!

Protect your privacy -- and your professional

image . Familiarize yourself with Facebook's privacy
settings. Remember: Unless you use this feature,
every word or image you post can be seen by all of
your Facebook friends. Do you really want cowork-
ers and clients to view your vacation photos? Adopt
a better-safe-than-sorry approach by creating a
separate "work" list and limiting the content you
make accessible to those contacts. You can even go
a step further and customize your settings to block
specific individuals from viewing certain sections of
your profile, such as photos of you and your friends.

Exercise good judgment. This common-sense
message bears repeating: Don't be your own worst
enemy. If you have a bad day, cool off before click-
ing. Badmouthing your boss, a colleague, or a hiring
manager through Facebook is a highly risky move
that's come back to haunt many professionals. Simi-
larly, if you're currently employed (and you want to

Q&A Technology Tip

remain so), think twice before writing status updates
about your search for a better job. In addition, avoid
becoming a fan of potentially controversial people or
products, or taking online quizzes (for which there
are no privacy controls) that could be deemed un-
professional.

Consistently monitor your online reputation
Managing your so-called "digital footprint" requires
more than merely monitoring what you post. Check
your Facebook account regularly to keep tabs on the
information others are broadcasting about you.

You'll want to act quickly if someone makes an inap-
propriate comment on your Facebook wall ("Steve,
are you still working for that boneheaded boss?") or
identifies you in an embarrassing photo. You can
easily delete comments posted on your wall and
untag yourself from pictures by clicking "Remove
Tag" under the image. You also might contact the
person to express your displeasure and politely re-
quest that he or she keep your professional reputa-
tion in mind in the future.

While Facebook enables savvy professionals and
job seekers to build key connections, there are also
many pitfalls to sidestep. By taking the tips high-
lighted above, you can be sure that Facebook helps
-- not hinders -- your career.

Robert Half International is the world's first and largest specialized staffing firm
with a global network of more than 360 offices worldwide. For more information
about our professional services, please visit rhi.com. For additional workplace
articles and podcasts, visit workvine.com.

Dorcas Jones

Administrative Assistant for J. W. John-
son Institute for Advanced Interdiscipli-

nary Studies at Emory University

Lillian Coleman, MS
Administrative  Assistant for Yerkes
National Primate Research Center at

Emory University

OfficePro

especially for IAAP members.
Check it out today. Join in the
discussion, give opinions and

discuss OfficePro articles.

IAAPS HQ is now on Facebook!

Be a fan now!

Wedr e proud t o
opening of the IAAP Logo Shop.
Purchase shirts, ties, coffee
mugs, grocery tote bags, etc.
The designs are like nothing
youbve seen from
and wedre sure y
like them. Click here to visit the

, and while
there, be

youor e
out the Avery binders that you
can customize for your next
meeting.

A: There are some free, simple desktop computer photo editing software. But what hap-

pens i f youdre using a netbook that might

Or if youébre not using your own computer ?
This |l ooks at why youdd want -hasedpghotaeditors.v e o f
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