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T rusted Partners are the first to be
called in and the last to be left out.
The status of being a "trustegbartner”

to another person cannot be bought; it
must be earned. It is a level of positive
regard that can only be given to someorigy

others. No wonder this skill set marks a
person as someone of unique value tthe

customer and to his or her own
organization.

When attempting to get the attention and
respect of others - particularly in these

times of short attention spans and
increased complexity- what you say and
how you say it can make all the differemc

You canearn a valued place at the senior
management table and with others by
strengthening your abilities to communicate
credibly (both strategically and tactically)
and build trusting relationships quickly
and skillfully.

This session will introduce you to
communication tools that help you
communicate your messages with executive
presence (HOW yowsay it) and in a manner

that demonstrates .
your understanding
of an e x
world (WHAT vyo_ Do

say). These skills will enable you to build
positive relationshipswith your executives
and others so your expertise, experience,
and guidance will be welcomed. As an
executiwe, learn tovalue your team as
partners. As an administrative or
Human Resources professional,
learn how to be reognized as a
trusted partner.

Kathleen Redd has been a coach, trainer
and consultant with Mandel Communications
for over 15 years. Sheis responsible
for the continuing professional
development of the company's
cadre of expert coaches andtrainers,
and she designs and delivers workshops
for Mandel clients worldwide. Kathleen is
an active member of the Association of
Briefing Program Managers (ABPM) and
is a contributing author to "Best Practices
in Customer Service."

The Heathman Hotel
220 Kirkland Ave.
Kirkland, WA 98033

See page 3 for menu -schedule of events

RSVP by: Wednesday, February 13, 2008 (NOON)

-RSVP

THE @D HEATHMAN HOTEL

KIRKLAND, WASHINGTON

OFFICE™

Specialized Administrative Staffing

Many thanks to our Februaryendor Sponsors:

" @ InterCall

I ONAL S


http://www.heathmankirkland.com/
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PRESI DENTO® S LETTER
BY CONSTANCE BOYER, M.S.,CPS/CAP
Q s we head WAAK Division President androm Judy Another aspect

Stepping Forward

into the  McCoy CPS/CAP, InternationBlresident.  of ~ teamwork
second we will be
half of our IAAP highlighting in on your

year, | went back In the second half of the IAAP year, your the next two C A
to the speech | Board will be continuing the innovative months is our UAI'GEr W
|

gave when | was work we started at our January Board teamwork with

installed to see Meeting and Strategic Planning the  Seattle | \,
how much ofwhat  miniretreat. At that retreat we focused Chapter.  Our

| had envisioned on beginning t o cFebruarymeeting |

for this year had audaci ous goal sé6 is a regional

come to fruition. As a reminder, my Washington East Chapter. At Board IAAP Opetdouse |

theme for the Chapter isStepping Forward meetings in the coming months we will, and Networking

on your Career Avenue The theme is in addition to our regular work, Event designed to be our significant

demonstrated by the following traits: continue to refine the goals and will membership drive for the year. By
) create a vision and a missiorstatement  participating with the Seattle Chapter,
e Self Development & Mentoring tailored to our Chapter specifically. we were able to obtain significant
e Teamwork & Wilingness to GetInvolved This type of forwardlooking, support from IAAP Headquarters
e Hucation about IAAP conce_ptu_al—le_vel_ planning will be through participation in the Cooperative
) essential in bringing our Chapter to a Marketing Assistance Program. The
* Professional Networks new level of growth and enthusiasm. program gives us displayand signage
e Persuasive, not Political materials, brochures and othemarketing
i r
* Innovatlo.n The Board, which has both laptenured produicts atno charge
* owNership and newer members, is focused on
e (Creat People preserving the core of what we love Another way we ardeaming up with the

about IAAP and the Lake Washington Seattle Chapteris by participating in our
It is thrilling to see so many of these East Chapter while at the same time annual joint meeting. This year, the
traits are strongly successful. We at stimulating progress and innovation in  meeting is at the Seattle Chapter on
Lake Washington East have alwayshadt he way we 0dod6 | /March 11, 2008 at the Best Westernn d s
Great People to work with and thatis exci ting to you, Executive Inn (200 Taylor Avenue t
no different today! | think thatmembers  become involved in the process! Come North, Seattle, WA). The speaker will
are showing a new or renewed sense of to the Board meeting and you can pe Anna Eleanor Roosevelt who will
owNership and Willingness to Get participate in the next steps of speak on Global Corporate Citizenship
Involved by attending meetingsworking  planningijust let me or any othetBoard  (you can find her biography here:
on committees, bringing friends and member know you will be attendingowe http://www.boeind.com/

colleagues to meetings, participating can be sure to expect you. companyoffices/aboutus/community/
enthusiastically in our December bios.html). The Seattle Chapter has
Holiday Auction, and by taking time to extended invitations to this meeting to

fill out the Chapter Survey and the Another area that we as a Chapter will our other Puget Sound area chapters to

evaluation forms at each Chapter be focusing on in the next months is share the experience of such a higprofile,

meeting. Teamwork and Willingness to Get locallybased speaker. What a great
Involved. Winona Esposito, MBAM  way to network, learn, and have fun!
CPS, Immediate Past President and

Our programs this year have given all of Chair of the Committee on Nominations

us significant opportunities for and her committee are taking Looking forward to a wonderful second

SelfDevelopment and Learning. The nominations for officer, chairmanships,  naif of the year!

Officers and Board have striven to offer and committee member positions for

more information and education about the 2008-2009 IAAP year. If you are Connie

IAAP and its programs through our interested in developing your leadership

newsletter, the presentations from the abilities and working with an amazing

Retirement Trust FoundatiorCommittee, team of thoughtful leaders, please get

and by ensuring that we forward to you in touch with Winona to find out more

all communications from JacquelinéPetrick,  about how to get involved.



http://www.boeing.com/companyoffices/aboutus/community/bios.html
http://www.boeing.com/companyoffices/aboutus/community/bios.html
http://www.boeing.com/companyoffices/aboutus/community/bios.html
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IAAP Open House & Networking Event ~ Dessert

DATEWednesday, February 20, 2008
TIME:

5:00 PM6&Hotel & Spa Tours, Networkm
5:45 PM3Dinner & Keynote Wednesday, February 13, 2008 (Noon)

LOCATION he Heathman Hotel, Kirklah, WA Or until sold out.

Lemon Flan

Reservation Deadline

Everyone (including LWE Auto Attends)
must RSVP and select an entrée
Space is limited!

Parking: $8 Valet or SeliPark FREE

Salad

Blue Cheese SalafiWhole leaf Romaine,
hazelnuts, apples

Dinner Entrée

Wild King SalmofiApplewood smoked, Cancellation Deadline
pan seared, Granny Smith apples, Beurre Wednesday, February 13, 2008

Blanc, Apple Cider Reduction . .
(Cancellations accepted until NOON)

OR * Reservation & Cancellation Deadlines
Spinach RavioliHousemade Ravioli, are the same day!
Sage Beurre Blanc, tomatoes

To make reservations please contact

Freshly Brewed Coffee, Decaf, Tazo Teas Mary Ochoa atweiaap@gmail.com

COMMUNITY SERVICE
BY DONELLA ROBINS CB

] Page 3

Cost

$15.00 with RSVP (IAAP Memt=r
$20.00 non-Members & Guests

Dinners are to be prepaid either
by PayPal or mailing a check to
LWE-IAAP, P.O. Box 40236,
Bellevue , WA 98015 .

Late Cancellations and No Shows will be billed

This event is open to all administrative
professionals, company managers and
executives, HR professionals, and
guests.

This program qualifies for
r e-certification points

Greetings from your Community Services Ciairs,
Our big events for February:

work attire. The clothes will becollected at our Februar'
20t (Wed) meeting in Kirkland.

(About 40 adults & 20 kids)
DATEThursday- February 28, 2008

TIME:5:30 PM to 7:00 PM.

IAAP LWE Chapter provides:
Lasagna, green salad, French bread, and a dessert.

NEEDED:
U Helpers are neededo serve& to provide childcare

i

d.robbins215@comcast.neor calling 206-550-8440.

We look forward to working with you.

Donella Robbins CPS and Rita Shemchuk
Community Services G€hairs

U Collection foro Wor ki ng fAdan ahd gertle risedwinter?i

U Hostingthe monthly YWCA Family Village Dinner meeting with chlldca\ '

Donationsof cookiesfor dessert (Bring to theFebruary dlnnel LA
meeting or arrangements for delivery can be made by contactifgonella Robbins CPSat

Donation of your time earns two chances for the yeand drawing.

FAAP SN QU'@

FaMIIY Wilias

Share your time and talent
1”5/’1/’0/}05{5 i our monthly drives.

< &
R R



mailto:lweiaap@gmail.com
mailto:d.robbins215@comcast.net
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NEW MEMBER WELCOME
BY COURTNEY OMCBFRRLAND

t the January meeting the

Membership Committee

had the pleasure of
introducing our newest member,
Yujin Mun. Yujin is currently
working as a Microsoft Group
Assistant (as a contractor for
Kelly Services). She is looking
forward to using our communication
tools such as the email alias and
the newsletter to keep in contact
with fellow administrative
assistants. She was sponsored
by Betty Amundson CPS/CAP.

CourtneyMcRadaBdr i e n  Yujin Mun Betty Amundson CPS/CAP
Membership Chair New Member Sponsor

HELPFUL INFORMATION FOR NEW MEMBERS:
www.iaaplwe.org
Membership FAQs (About Uspcholarship Information (Under Resourcegychived Newsletters (About Us)

¢tKS 0Sai SRdzOFGA2y Ada 2yS GKIFEG OFy 68 | LILX ASR AYYSRhiémér§idganinY | LI |

demand skillsieeded to help you respond to market changes.

Coursework is online and accessible 24 hours a day, 7 days a week.

Our innovative online classroom features:

@ IKAPLAN V  Selfpaced programs designed for completion in as little @26nonths
UNIVERSITY . . .
\_’) V  Cuttingedge curriculum developed by industry experts

V  Experienced and respected faculty and instructors

V  Online quizzes and exams with instant results
V  Instructor and classmate interaction through discussion boards and email
Achieve your professional goals by choosing a certificate in:

MProject Management Achieve organizational goals, facilitate change, and maximize return on investment by attainingteitisr tmanage
large-scale projects. Choose from three tracks coveringtkmowledge areas required for your PMPBusiness, constructio, or
information technology.

ASix Sigma Improve operational performance and help lower operating costs. Learn to manage, lead, or drive process improvemefit
through DMIAC methodology.

Ainancial Planning Expand client services offered, reinforce credibility, attract new clients, and increase productivity while satisfyifg the
education requirements for the CFP® designation.*

Risk Management- Manage, assess, and control risk while developing skills to make key decisions under conditions of uncertaintf and

create compamwide operational standards.

Kaplan Universitylso offeranore than 70 Associates, Bachelors and Masters Degree programs in IT, Administration, Management, Commui cIions,
Healthcare, and mor@ 2 KSGKSNJ 8 2dzONB f 221 Ay 3 (& yddKcredenttals, Bhphb Briikrgity BaS the prog Y2 A
meet your needs. Cal53-2786184or visitwww.AAndersorkaplan.confor more information.



http://www.AAnderson-kaplan.com
http://www.iaap-lwe.org
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COMPUTER CORNER
BY GEORGETTE PEREIRA

Computer Tips fronPC World
Tips for Better, Faster Computing by Steve Bass

From Dec 25, 2007
http://www.pcworld.com/article/id, 140767 -page.l-c.wordprocessing/article.html

Uninstalling Programs:

Anotheroption to the Microsoft Add/Remove Programs faminstalling programson your computer is
MyUninstaller, a free program. Get a free copy at:

http://www.pcworld.com/downloads/file/fid,23025 -order,1-page,lc.alldownloads/description.html

This program lets you see the location of the program you want to uninstall; when you originally installed it;
and the name and location of the uninstall routine (which is helpful for troubleshooting).

To add frequently used program shortcuts to the Start menu:
Rightclick any item in your Start menu and choose "Pin to Start Menu."

Do you have a tip you want to share for new users of the 2007 Microsoft Office Suite or other computer tips?
E-mail tips to Georgette Pereirgettep@hotmail.com

IAAP Lake Washington East CPS/CAP Study Group

DATESJanuary 19 through April 26, 2008
TIME:Saturday<i9:00 AM3812:00 PM. for 15 consecutive weeks
LOCATIONBothell.

FEE$25.00

Required CPS/CAP Review Materials:
CAP Examination Review for Advanced Organizational Management
CPS/CAP Examination Review for Management
CPS/CAP Examination Review for Office Administration
CPS/CAP Examination Review for Office Systems and Technology

Books available to buy at::
U http://vig.pearsoned.com/store/home/1,1205,store -14242_id-
TESTING 2.00.html (IAAP Member discount applies)
When ordering by phone (800.947.7700) IAAP members
INFORMATION need to provide the special member discount code #0470765.
www.textbookflix.com(same premise as Netflix, but with text

CPS/CAP Testing Date:

books)
May 2-3, 2008 U www.amazon.com
November 78, 2008 If youdd |like to attend, please contact

CPS/CAP Application Deadline: Paula PiersorSears, CAP/MMOS

February 15, 2008 Chair, Certification/Recertification Committee
August 15, 2008 (w) ppiersonsears@vertafore.conh (m/bb) 206.963.9144



http://www.pcworld.com/article/id,140767-page,1-c,wordprocessing/article.html
http://www.pcworld.com/downloads/file/fid,23025-order,1-page,1-c,alldownloads/description.html
mailto:gettep@hotmail.com
http://vig.pearsoned.com/store/home/1,1205,store-14242_id-2,00.html
http://vig.pearsoned.com/store/home/1,1205,store-14242_id-2,00.html
http://www.textbookflix.com/
http://www.amazon.com/
mailto:ppierson-sears@vertafore.com

