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IS SU E  

From the Presidentôs Pen 
by Maria Mines 

Dear Members and Readers, 
 
We are now over half way through our 2009-2010 year. The board and committee chairs have been working diligently to 
continue our ñpower of commitmentéget connectedò theme.  And with the dedicated board and committee chairs, we 
have installed two new members (Susan Watson and Lillian Coleman) at our February meeting.   
 
The next five months will go by quickly so do not miss out on the opportunity to attend our upcoming meetings:  Stress 
Management Skills, Resume Building, voting of the new officers and committee chairs, and Leadership 101 along with 
the installation of the incoming 2010 ï 2011 officers by Donna Mitchell, CPS/CAP, Georgia Division President.   
 
With the dedication of our members and devoted officers, our chapter is growing. It is my hope that all of our members 
enjoy the meetings and leave feeling they have gained something by attending. This can only continue with devoted 
officers and committee members. Therefore, Iôm asking everyone to carefully consider your role in the chapter. Give 
yourself the opportunity to be a leader. Contact Nominating Committee Chair, Tracey Browne, and volunteer to be a 
committee chair by April 1, 2010.  
 
An email was sent out in February regarding the 2010 Awards from Georgia Division. Please take the time to review 
these awards and submit forms for the awards that apply to you. Each member is eligible to receive an award. Please 
remember to complete the forms and submit them to President Maria Mines at president@iaap-ccc.org by Monday, 
March 15, 2010.   
 
It was a pleasure to see all of our committed members at the February meeting and hope to see you at the March meet-
ing. 

 
 

A d m i n i s t r a t i v e  P r o f e s s i o n a l s  W e e kA d m i n i s t r a t i v e  P r o f e s s i o n a l s  W e e k   
April 18-24, 2010 

  

A d m i n i s t r a t i v e  P r o f e s s i o n a l s  D a yA d m i n i s t r a t i v e  P r o f e s s i o n a l s  D a y   
April 21, 2010 

mailto:President@iaap-ccc.org
mailto:PresidentElect@iaap-ccc.org
mailto:VicePresident@iaap-ccc.org
mailto:Secretary@iaap-ccc.org
mailto:Treasurer@iaap-ccc.org
mailto:MembershipChair@iaap-ccc.org
mailto:NominatingChair@iaap-ccc.org
mailto:PublicRelationsChair@iaap-ccc.org
mailto:VicePresident@iaap-ccc.org
mailto:ProgramsChair@iaap-ccc.org
mailto:PublicRelationsChair@iaap-ccc.org
mailto:president@iaap-ccc.org


Chapter  
Meetings  
3rd Thursday of each month 

from 5:30-7:30pm.  

 

Goizueta Business School 

1300 Clifton Rd NE Room 500 

Atlanta, GA 30322-1059 

 

See website for directions, 

guest speakers and special 

events! 

 

 

 
 
Member Spot-
lights Coming 
Soon!  
We will be spotlighting 3 mem-

bers in the next issue of the 

newsletter. If you  get asked, 

be ready with creative an-

swers! We want to know more 

about you! Emails will go out in 

March! 

 

 

 
 
 

Advice from four 
Successful 
Women!  
By Marcus Buckingham, Per-

sonal Strength Expert and Life 

Coach 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

IAAPôs mission is to be the 

acknowledged, recognized 

leader of administrative profes-

sionals and to enhance their 

individual and collective value, 

image, competence and influ-

ence. 

Cell Phone Etiquette  
Things to Remember in a Wireless World  
 
Cell phones are the most popular product to hit the consumer market since the pet rock and unlike the pet rock will 
have a much longer shelf and usage life. It is therefore, no surprise that users among us have no clue what is and 
is not appropriate to do on a cell phone.  

 
If you have been asked to turn off your cell phone at a meeting, seminar, 
movie or other event, turn it off and not just on vibrate (people can still hear 
the vibration). Answering a phone and conducting any kind of business at 
such events is considered highly rude and inappropriate. Any business can 
be conducted during breaks. Hands-free phones are great, but they are not 
the cure all for safe driving. Take care when using your cell phone, pull over. 
Not only can you give yourself the luxury of talking freely without any distur-
bances, but also you can effectively respond without putting yourself or other 
drivers in harmôs way.  
 

I love my cell phone voicemail function. It ensures I get my messages and keeps me up-to-speed on various 
events. When checking it though I make sure I am either completely stopped or off the road. Even the most brilliant 
multi-tasker canôt really press buttons, write information and drive safely. And, to be honest, those who try are 
really deluded and looking for an accident.  
 
Handling personal business on a cellular phone is really great, but make sure you keep a buffer between yourself 
and those around you. A radius of ten feet in every direction from you is the standard. Also, be careful to keep your 
voice low. The last thing you really want is to have your sensitive personal business all over the mall, car wash or 
market.  
 
Cell phone bathroom usage is a big no-no and to be honest, really gross. There isnôt a friend in the world that I 
want to talk to bad enough while listening to sinks, toilets flushing, and other things that would be way to impolite to 
mention.  
 
Elevator cell phone usage is also something you do not want to do. Although you can now easily get a signal al-
most anywhere. It easily makes those on the elevator privy to your personal business and is 
confusing and rude to the other riders on the elevator.  
 
At work, be really careful of cell phone usage. Most supervisors do not look too kindly on using 
your cell phone in your cubicle or office during company time unless you are working on a com-
pany project off site. Set your ringer to vibrate and keep the phone in your pocket. Forget about 
that cute distinctive ring you set up for the office. It is like pointing at yourself and saying, ñI 
know you want me to work, but I have more important things to do.ò  
 
Last but not least, avoid taking calls in very noisy areas. If the caller really wants to reach you, 
he or she will leave a message or call back. If you can move to a quiet or secluded spot to take 
the call, do so. Donôt forget to warn your caller you are on a cell phone. It will keep your caller 
from getting frustrated and keep you from hearing him or her.  

Are you on LinkedIn?  
Take a look at these Administrative Professional Discussion Groups you can join!  
 
Georgia AdminsðAdmin Outlook    
IAAP-Administrative Professionals 
International Association of Administrative Professionals 
Personal Assistant and Office Manager PAOM 
Admin Secret 
Desk Demon 

Clifton Corridor Chapter Secretary Position Vacant  
According to our bylaws, we will need to hold a special election at our upcoming chapter meeting, March 18th at 
5:30 p.m.  Please plan to attend this very important meeting, as we will need a quorum to vote for our new chap-
ter Secretary. Nominations will be from the floor and a vote will take place. Please let us know if you are inter-
ested in serving as our chapter Secretary. For duties and responsibilities of the chapter Secretary, please review 
our bylaws which can be found on our website at www.iaap-ccc.org. 
  
Please note that this special election is separate from our 2010-2011 officer and committee chair election that 
will take place on May 20th. Nomination Committee Chair, Tracey Browne, will be sending out the slate of posi-
tions in the next coming weeks.   
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