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A Call to Action

From the Presidentos Pen
by Maria Mines

Dear Members and Readers,

We are now coming to the end of 2009-2010 year. The year has gone by so quickly with so much accom-
plished since Aturning a new |leaf. 0o To date, we
tion points (Polish Your Professional Approach, LIGMO! Let It Go! Move On!, Office 2007, Taking Action to
Make Life Better, Money Management Basics, Pursuing Your Dreams, How To Understand Almost Every-
one, and Better Communication With Others).

The Chapter has a newly appointed secretary, Kathy Cobb. Everyone please join me in welcoming Kathy
and thanking Jonetta James for her service. Please note there are changes to our bylaws, indicating the
motion approved to remove the President-Elect officer position.

Tracey N. Browne, Nominations Committee Chair distributed the slate of officers on April 1st (also on page
4 of this newsletter). Please take the time to complete this and submit the forms to her if you wish to serve.
During our May meeting, we will be voting for our 2010-2011 Officers.

Thank you to all our members who completed the membership survey. Your opinions are valued and ap-
preciated. Your board is working on making these changes! Please stay tuned for the improvements.

Also, thank you to all the members who completed the forms for the 2010 Awards. Your applications were
sent to Georgia Division on May 1°.

Thank you for all our members who attending our Administrative Professional Week luncheon, and thank
you to all our visitors! Your dedication is greatly appreciated.

Maria Mines
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Name: Dorcas Ford Jones

Title: Program Administrative Assistant

Work location: James Weldon Johnson Institute

How long have you been at Emory: 29 years

Special skills: Drawing and Designing

Hobbies and interest: Art, Drawing, Home Decorating

What do you get out of IAAP i CCC: The friendships made and networking with depart-
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ey = ments within the Emory community
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Make this Year
_ About You!

— Name: Sherry L. Wittenberg

@VirginiaTech Title: Executive Administrative Assistant to the CFO of Emory Hospitals and the CFO of
Emory Healthcare

Work location: Emory University Hospital Administration

How long have you been at Emory: 6 Years

Special skills: Web building/design, Paralegal skills, strong finance background, and self-

sufficient

Hobbies and interest: Too many. Gardening, cooking/nutrition, hiking, knitting and Pi-

lates.

What do you get out of IAAP i CCC: | absolutely love Office Pro magazine. | think it

gives excellent advice. The articles are highly relevant and well-written. IAAP, in general,

is a great resource for information about career building, networking and preparing for

leadership roles. However, Clifton Corridor Chapter specifically, is opening doors for me

that | would not have known existed was | not a member. | now know people all across

the Emory Campus. Our Chapter gives us opportunities to network in our own commu-

nity, meet and talk to each other in a safe and trusting environment and allows us to

meet and hear stories about people with whom we may never have crossed paths. Our

programs are varied and broad. Presenters over the past year have taught us how to de-

stress, balance a checkbook, create an elevator speech and given us hot tips & tricks to

use in Outlook 2007. This Chapter give so muchtosomany!l 6 m very proud

of it.

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

Name: Karen Chason

Title: Administrative Assistant

Work location: Executive Education @ Goizueta Business School

How long have you been at Emory: 6 years

Special skills: Graphic design, business etiquette, project management, organization,
time management, hardware/software tech support, and marketing

Hobbies and interest: Reading, movies, reading, historical preservation, reading, ar-
chaeology, reading, history, genealogy, reading, computers, biking, blogs and reading
(can you tell Il 6m a bookwor m?)

What do you get out of IAAP i CCC: | enjoy networking and meeting other admins
across the Emory University/Healthcare campus. | also enjoy participating as a com-
mittee member for the chapter as it makes me feel like | am helping an association
that | feel is important.
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Crabby Office Eti

By Annik Stahl

Ladyods qguette G

There is more to workplace etiquette than just e-mail manners. Of course, since | am the Crabby Office Lady,
you may think that manners are not my specialty, and, to be honest, they're not. And so, you and | may want to
consider cleaning up our act a bit at work and start cultivating a better overall image for ourselves. So let me
give this general workplace courtesy thing a go and see if anything sticks.

Get folks together, and gossip will happen. Perhaps it's just part of our nature, or perhaps, for some folks, it
makes them feel better about themselves to talk smack about other folks. If you're going to talk about some-
one, you need to realize that the chances of your words getting back to that person are pretty good, and gossip
often finds a way to come back to bite you at a most inopportune time: You repeat a rumor you've heard about
Erica to Mona; Mona repeats it to Phil; Phil makes a beeline for Kitty's office; Kitty, who's been looking for just
the right opportunity to get on Erica's good side, spills it. And Erica (being the resourceful schemer she is) finds
out, in about two minutes, who set this unsubstantiated (but completely true) rumor free: you. But, as human
beings, some of us believe that we do have free will and can make the choice not to be sneaky and mean at
work. So, let me make this short and sweet, my children: Don't gossip. It makes everyone & especially you &
look bad.

There are meetings and there are "meetings." Some are formal meetings that involve an e-mail invitation, an
agenda, and a taker of minutes. And then there are the non-meetingish meetings, like when you run into some-
one in the hallway, the restroom, the cafeteria. | know that hallway meetings can be useful and, by their very
nature, inescapable. But please, if you have something to discuss that is sensitive or personal, take it to an
office with a closed door. Hallways are for walking. If you're getting into a discussion that might require more
than a couple of minutes or inspire emphatic waving of hands (and the accompanying danger to passers-by),
make your way to a less-trafficked spot. Also, don't force innocent hallway walkers into a game of "London
Bridge," making them walk between you. Move off to the side and let them pass.

Yes, you can steal time, and turns out you can steal a lot of things; stealing has a broad definition. But I'm not
talking about breaking into someone’s house or shoplifting Preparation H® (one of the most shoplifted items,
turns out). Just to set the record straight, the following acts are considered stealing in the workplace:

Parking in the accessible parking space.
Taking home a ream of paper, or a couple of those new chairs from the lobby.

Taking credit for work done by others.

You get the idea. If it feels wrong, it probably is. If it feels right with a sneaky, I'm-getting-away-with-it feel to it
(as in taking the lunch that doesn't belong to you from the group fridge), it's also probably wrong.

Continued online!

Tamisa Wilson

Maria Mines to Assistant Director
of Development for Healthcare
Benefactor Program with the Office
of Development and Alumni Rela-
tion at the School of Medicine

Marlena Salvant has moved to

New York!

IAAPS6 HQ is now on Facebook!
Be a now!

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

Q&A Technology Tip

Wedr e proud t o
opening of the IAAP Logo Shop.
Purchase shirts, ties, coffee mugs,
grocery tote bags, etc. The de-
signs are |ike n
from | AAP before,
youor e going t o
here to visit the
and whil e

The key differences between netbook computers and laptop computers can seem rather blurry if you are
not up to speed on portable computer technology. In the shifting world of computer technology how do you
tell the difference between laptops and netbooks and decide which factors are most important to you? Is it
size, weight, operating system, CPU, cost, battery life, or all of the above? We have an article for you to
read that we think will be very helpful!

It explores 8 key differences between netbooks and laptops to assist in your portable computer shopping. Also be sure
to check out other posts such as and

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




