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Landing Your Next Job in a Tough Economy 

Speakers: Shannon Peterson and Ryan Caskey 

Wednesday, February 17, 2010 

Lake Washington East (LWE) Chapter Meeting  

We will be talking about 

òwhatõs nextó for job seekers 

in the current environment. It 

is no surprise that the economy 

and job market have become 

much more volatile and 

uncertain, and many have 

lost jobs or feel that their 

present job is at risk. 

Whether you have been 

caught up in the turbulent 

economy or have simply 

decided you need or want to 

make a job change, we will 

cover some ideas and strategies 

that will help jump-start or 

re-energize your job search.  
 

Even in a difficult economy, 

there are still opportunities 

for skilled candidates.  There 

is no question that, in the 

current environment, you 

may need to work a little 

harder and be a little more 

creative to uncover them. 

Talking Points: 

 Moving On 

 Explore the Options 

 Project Work 

 Networking 

 Building Your Resume 

 Personal Identity 

 Interview Expectations 

 Overcoming Obstacles 

 Evaluation and Follow Up 
 

Shannon Peterson has 

recently taken the role of 

Division Director for 

OfficeTeam Bellevue of 

Robert Half International.   

Working with Ryan Caskey 

to uphold the highest level 

of specialty staffing services, 

she brings with her over 10 

years of corporate experience. 

Shannon Peterson has 

faced the challenges of seeking 

employment first-hand in 

national and international 

markets having recently 

transitioned from roles in 

the UK and the Middle 

East to Seattle.  She is 

well- versed in the difficulties 

of finding employment in a 

tough economy and is 

excited to be able to offer 

her unique insight to the 

candidates in the greater 

Seattle / Bellevue area. 

 

Ryan Caskey is the Staffing 

Manager for OfficeTeam in 

the Eastside branch of 

Robert Half International. 

Ryanõs division specializes 

in the temporary placement 

of administrative professionals. 

As a Staffing Manager, he 

identifies the top talent in 

the market in order to 

provide the highest quality 

of contingent staffing to his 

clients. Ryan brings over 5 

years of Sales, Marketing, 

and Customer Service 

experience to the position 

from his time in the 

residential lending and 

finance industry. After 

completing some course 

work at Edmonds Community 

College, Ryan made a decision 

to pursue a position in 

banking at a local brokerage 

firm. It was here that he 

developed an ability to 

identify the unique needs of 

his clients and provide 

solutions catered to their 

specific situation.  

Shannon  

Peterson 

Ryan  

Caskey 

Coast Bellevue Hotel 

625 116th Ave. NE 
Bellevue, WA 98004 

 

See page 3  for RSVP and  

Schedule of  Events 
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do not forget the volun-

teer obligations. Only 

five more months until 

this IAAP year comes to 

an end, and in those 

five months there is a 

mountain of work to be 

accomplished.   

 

We have developed,  

refined, and added 

tactics to the Lake 

Washington East Chapter 

Strategic Plan.  This 

was a huge undertaking 

in time, brain power, 

and commitment.  The 

team has made it happen 

and our document will 

soon be updated and 

posted to our website.  

I want to send a heartfelt 

thank you to each of you 

that contributed to this 

important endeavor.  

 

Please take the time 

to rest, meditate, and 

c on template  now .  

Before you make the 

commitment to step up 

to be an Officer or on the 

Board of Directors as a 

Committee Chair or as 

a Committee Member, 

take the time to contemplate 

what that commitment 

really is and what it 

will mean to yourself, 

your family, and your 

Chapter...what it means 

regarding time, energy, 

and stamina. 

 

 

Winona 

 

Take some quiet time 

alone to rest, meditate, 

and contemplate. 

 

Shhh...quiet your mind. 

Breathe and let go of 

words, worry, and 

plans.  Go into that 

space of silence deep 

within you, that vortex 

of peace where the 

world does not enter.  

Now is the time to re-

treat in silence and 

spend time alone.  This 

will help you rejuvenate 

and recenter yourself.  

Do not try to make any 

decisions now.  Just 

allow your mind to be at 

rest.  You will know 

soon enough when it is 

time to take action.  But 

for now, quiet your 

mind. Rest. 

 

Time enough when we 

will be in the hustle, 

bustle of our busy work 

and home lives.  Then 

Winona Esposito 
CPS 
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February 17, 2010 
IAAP Lake Washington East  
Chapter Meeting Information 

Schedule of Events 
 

5 : 3 0 p . m .ñC h e ck - i n ,   

Networking & Icebreaker 

5:45p.m.ñ Introductions & 

Dinner 

6:30 p.m.ñ Guest Speakers 

 

This program qualifies for 

recertification points. 
 

To make reservations   

and menu selection,  please 

RSVP to Donella Robbins CPS. 
 

Menu 

Roast Sirloin of BeefñSlow 

roasted, thinly sliced and 

served with mashed potatoes, 

gravy and seasonal vegetables. 

 

Vegetarian Option 
 

Fettuccine Primaverañ

Served with marinara 

sauce and garlic bread. 

Dessert 

Blackout TorteñFilled 

with and covered with 

chocolate truffle cream. 

 

Drinks 

Starbucks regular and decaffein-

ated coffee, assorted Tazo Teas 

 

Reservation Deadline 

Thursday, February 11, 2010 

 

Cancellation Deadline 

Monday, February 15, 2010 
 

R e m e m b e r  t o  h a v e 

c h e ck s  p r e p a r e d  i n  

a d v a n c e  a n d  m a d e  

payable to IAAP-LWE.  If 

paying with cash, please 

have correct change to 

expedite the check-in 

process.  
 

 

Late Cancellations and  

No Shows will be billed 

Cost 

$25.00 IAAPðLWE Members with 

RSVP 

$30.00 Non-Members, Guests 

and late RSVP 

 Available only for  

LWE Chapter Members 

òChair onlyó reservations 

 (no meal included)  

available at no cost 

(Please RSVP your  

attendance as well) 

     CONGRATULATIONS  
FOR PASSING THEIR CERTIFICATION TESTS: 

 

CONGRATULATIONS!!
 

Rita Shemchuck 

CPS/CAP 

Christine Rees 

CPS/CAP 

mailto:d.robbins215@comcast.net
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Schedule of Events 

 

ü Feb 3ñBoard Meeting 

Office Team  

13920 SE Eastgate Way 

Suite 420 

Bellevue, WA 98005 
5:30-7:30 PM 

 

ü Feb 17ñLWE Chapter Meeting 

Coast Bellevue Hotel 

625 116th Ave. NE 

Bellevue, WA 98004 

 

ü Mar 3ñBoard Meeting 

Office Team  
13920 SE Eastgate Way 

Suite 420 

Bellevue, WA 98005 
5:30-7:30 PM 

 

ü Mar 8-10ñProfessional Education 

Conference-Reno, NV 

 

ü Mar 17ñLWE Chapter Meeting 

Coast Bellevue Hotel 

625 116th Ave. NE 

Bellevue, WA 98004 

 

ü Apr 7ñBoard Meeting 

Office Team  
13920 SE Eastgate Way 

Suite 420 

Bellevue, WA 98005 

5:30-7:30 PM 
 

ü Apr 21ñAPD  Event 

Downtown Bellevue Courtyard 

by Marriott  

625 116th Ave. NE 

Bellevue, WA 98004 

 

APD=Administrative Professional Day 

LWE=Lake Washington East 

Sun Mon Tue Wed Thu Fri Sat 

 1 2 3 4 5 6 

7 8 9 10 11 12 13 

14 15 16 17 18 19 20 

21 22 23 24 25 26 27 

28       

February 2010 

Sun Mon Tue Wed Thu Fri Sat 

 1 2 3 4 5 6 

7 8 9 10 11 12 13 

14 15 16 17 18 19 20 

21 22 23 24 25 26 27 

28 29 30 31    

March 2010 

IAAP Professional Education Conference 

This conference is designed especially for admins and will provide attendees 

with all the knowledge, skills, and attitudes they need to fit in with their 

executive teammates and the credibility and confidence they need to stand 

out from the crowd. Donôt miss the next conference March 8-10 at the 

Grand Sierra Resort in Reno, Nevada. 
Registration Link: IAAP Spring Professional Education Conference Online Registration 

 

Washington-Alaska Division Annual Meeting 

May 21-23, 2010 in Tukwila, WA. Held at DoubleTree. 

Friday: Gini Courter, Speaker; Evening of Welcome "Friday Night Fever"  

Saturday: Sunny Kobe Cook, Keynote Speaker 
 

International Education Forum and Annual Meeting 

July 18-21, Hynes Convention Center, Boston, Massachusetts. This event 

offers more than 50 education workshops focusing on topics from management 

skills to leadership development. 

Professional%20Education%20Conference
http://www.iaap-hq.org/events/pec/registration.html
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was exciting to 

s e e  t h e i r  

e n t h u s i a s m.  

Per the evaluations, 

we are on track 

with our goals 

and objectives, 

plus motivation, 

for our three to 

five year plan. 

 

L i s a  Q u a s t  

d o n a t e d  her 

book òYour Career, 

Your Wayó for the 

door prize, which was won by new 

member Laura Mitchell. 

 

Due to the generous donations of the 

following sponsors, our expenses were 

very minimal: Eastside Bahaõi Center, 

Specialtyõs Caf® & Bakery, and 

Starbuckõs.  A tasty Continental 

Breakfast of assorted pastries was 

donated by Specialtyõs Caf® & Bakery.  

Coffee and condiments were donated 

by Starbucks (thanks to CJ Estrella 

CPS).  The Chapter provided fruit and 

assorted juices.  This event is evident 

of how our association supports the 

continuing education, training, 

personal growth and development 

programs that we provide our 

membership! 

The Strategic Planning Session was held 

Saturday, January 16, 2010 from 8:00 a.m. 

to 12:00 noon at the Eastside Bahaôi Center.  

This was a follow-up to our Strategic Planning 

Session  on August 15, 2009.   

 

Lisa Quast, founder and president of 

Career Woman, Inc., specializes in 

career and talent development, strategy 

planning, and marketing.   

 

Topics Lisa covered were: 

Goals & Objectives: 
 

 Review Key Concepts of Strategic 

Planning to ensure understanding 

and application to IAAP LWE 

(not-for-profit) and for-profit 

businesses 

 Definition 

 Elements, including: Mission, 

Vision, Values, Strengths-

Weaknesses-Opportunities-   

Threats (S.W.O.T.) Analysis, 

Strategies, Tactics 

 Hold Breakout Sessions where 

members will work together to 

define the specific actions to be 

taken during 2010 in order to 

successfully implement our 

strategy. 
 

Recertification points of 1.5 were 

awarded for this excellent presentation.  

We had great participation during our 

break out and report out sessions.  We 

have a number of new members and it 

Betty 

Amundson 

CPS/CAP 

Lisa Quast 
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Back Row: Left: 

Rita Shemchuk CPS/CAP-Christine Rees CPS/CAP-Helen Ross CAP 

Betty Amundson CPS/CAP-Jacqueline Petrick CPS-Diana Wilson 

Speaker: Lisa Quast   and    Attendees 

Break Out Session 

CJ Estrella-Christine Rees CPS/CAP 

 Sharon Naughton 

IAAP LWE President 

Winona Esposito CPS 

Brainstorming Ideas 

Rita Shemchuck CPS/CAP 

Recruiting Members 

Georgette 

Pereira Kammer 

Retaining Members 

Joi Gemigniani 

Improve Committee Resourcing 

Jenny Humphrey 

Betty Amundson CPS/CAP 



2009-2010 Lake Washington East Chapter Officers 

President Linda Cook CAP linda.m.cook@boeing.com  Seatac, WA 

President-Elect Angela Amaya asamaya@snopud.com  Everett, WA 

Vice President Rose Davis rdavis@energy-northwest.com Kennewick, WA 

Secretary Gisela Young CAP gyoung@uskh.com Fairbanks, AK 

Treasurer 
Celine Landauer Allen  

CPS/CAP 
clandauerallen@comcast.net  Mt. Vernon, WA 

Immediate Past President Pam Clark Hamilton pam.hamilton@wwu.edu Bellingham, WA 

International Director,  

Northwest District 

Valerie S. King 

 CPS/CAP 
vking@iaap-hq.org  Rochester, MN 

2009-2010  Washington-Alaska Division Officers 
 Washington-Alaska Division Home Page 

 

Treasurer  

Sandy Davis 
Contact information: 

425-705-8884 

sandrada@microsoft.com  

 

President-Elect 

Pat Lintho 
Contact information: 

360-830-4002 
pat.lintho@gmail.com  

 

Secretary 

Mira Salisbury 
Contact information: 

425-941-3744 

perin36@hotmail.com 

 

President 

Winona Esposito CPS 
Contact information: 

425-965-2695  
winona.d.esposito@boeing.com 

 

Vice President  
Betty Amundson CPS/CAP 

Contact information: 

425-256-6346 
betty.amundson@symetra.com 
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We are now accepting nominations for the 2010-2011 IAAP® LWE Chapter officers for the 

positions of: President-Elect, Vice President, Secretary, and Treasurer. 

 

According to the IAAP Lake Washington East Chapter Bylaws & Standing Rules Article III, 

Section 2 Qualifications for candidates are: 

A Candidates for office shall be a Professional or Professional-Merited Member, shall have 

participated in IAAP for at least one year and have served as a committee chairman 

prior to nomination. 

B.  A candidate for the office of President-Elect shall have preferably served as an officer of 

this chapter prior to nomination. 

C. No member shall hold more than one Chapter office at a time. 

D. Former officers may serve a nonconsecutive term. 
 

March 10 will be the deadline for submitting all nominations and bios to Bonnie Weyhing and 

the Nominations Committee at Bonweyh@yahoo.com. If you have questions, you may reach 

Bonnie at 206-409-1766.  
 

We encourage you to join a great team next year! Step up to nominate yourself or someone you 

know who is interested in serving. As you make your choice, please read the description of 

duties and qualifications from our by-laws listed below: 
 

òThe PRESIDENT-ELECT shall: 

1. In the absence of the President, serve as the Presiding Officer at Chapter meetings or 

meetings of the Board of Directors; 

2. In the event of a vacancy in the office of the President, assume the presidency for the 

unexpired term and shall continue in the office of President the following year; 

3. Act as an assistant to the President; 

4. Perform such duties as may be assigned by the Board of Directors or by the Executive 

Council. 

 

The VICE PRESIDENT shall: 

1. In the absence of the President and the President-Elect, serve as presiding officer at the 

Chapter meetings or meetings of the Board of Directors; 

2. In the event of a vacancy in the office of President and President-Elect, succeed to the 

office for the unexpired term; 

3. Coordinate programs for the Chapter meetings. The Vice President shall chair the 

Program Committee; 

4. Act as an assistant to the President; 

5. Perform such duties as may be assigned by the Board of Directors or by the Executive 

Council. 

 
(Continued on page 9) 

mailto:Bonweyh@yahoo.com


Page 9 Volume 34, Issue 6 

The SECRETARY shall: 

1. Be responsible for the minutes of all Chapter, Executive Council, and Board of Directorsõ 

meetings; 

2. Distribute minutes of all Chapter, Executive Council, and Board of Directorsõ meetings to 

appropriate members; 

3. Have custody of the Chapter Charter and other official documents; 

4. Conduct Chapter correspondence in accordance with the direction of the President and/or 

Board of Directors; 

5. Perform such duties as may be assigned by the Board of Directors or by the Executive 

Council. 

 

The TREASURER shall: 

1. Be responsible for all funds of the Chapter and for the records of its financial affairs; 

depositing aid funds in a bank approved by the Executive Council and make disbursements 

only upon presentation of original invoice and properly executed vouchers; 

2. Be bonded with premiums paid from Chapter funds; 

3. Process new signatory cards within 30 days of taking office; 

4. Pay all bills promptly, the checks to be co-signed by the Treasurer and the President; 

5. Keep a complete and accurate record of Chapter membership and inform Division and 

International of all changes; 

6. Forward International and Division dues and fees in accordance with International and 

Division Bylaws and Standing Rules; 

7. Chair the Finance Committee, prepare the Chapter budget and present at the September 

Board meeting and the September Chapter meeting. Keep the books on a current basis 

and make a monthly financial report to the Chapter which will show a comparison 

between the approved budget and paid-out expenses to date; 

8. Prepare a complete financial statement which shall be submitted to the Board of Directors 

at the conclusion of the term of office, and shall be filed with the minutes of the Annual 

Meeting; 

9. Perform such other duties as may be assigned by the Board of Directors 

 

It shall be the responsibility of the officers to attend all Chapter, Executive Council and Board 

of Directorsõ meetings. 

 

In addition to the aforementioned duties, each officer shall direct and supervise such committees 

as are assigned by the Executive Council, be responsible to the President and the Executive 

Council for their operations and act as an ex-officio member of such committees.ó    

 

Committee on Nominations: Bonnie Weyhing (Chair), Betty Amundson CPS/CAP, Judy Simon  

  

(Continued from page 8) 
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IAAP Lake Washington East  

January 20, 2010 

    Pat Lintho      Christine Rees CPS/CAP 

 

Speaker: Karen Wright 

Lifeõs Price of Admissioné 

Integrity, Values, Contribution 

www.wrightminded.com 

          Laura Mitchell                Darlene Hensley 

Jenny Humphrey    Susan Tiarnberg    Lauren Fink                Victoria Fitzgerald           Sharon Wallace 

Rita Shemchuk CPS/CAP    

Pat Buckley CPS 

http://www.wrightminded.com/products.html#sprouts


OfficeMax  

Representatives 

 

Terry Conway 

Mark Volpe 

             Judy Simon                 Helen Ross CAP 

IAAP Lake Washington East  

January 20, 2010 

      Laura Woods         Angela Kimmel 

          Diana Wilson Yujin Mun       Susan Naughton 
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We have all been thereña last-minute 

request to send out a document to a 

large distribution list is given to us 

with a short deadline.  With our hearts 

pounding and adrenaline rushing, we 

pull away our mild-mannered alter ego 

disguise exposing our true-to-heart 

super hero costume (even if only in our 

minds) and get to work! 

 

With our imaginative capes flapping in 

the wind we soar through the Microsoft 

Word mail merge process.  Fingers 

flying, we insert merge fields left and 

right.  At the point of selecting our 

recipient list, there it is.  We notice that 

some fields that are separated need to 

be combined.  Our super hero cape flutters 

limply down our back and we come to 

an irritating halt in productivity.  You 

have seen it.  I know you have.  

For instance, instead of the first name 

and last name fields being together or 

house number and street name fields 

being combined, they are independently 

tucked away in their own separate cells 

in the Excel worksheet.   

 

 

 

How do you quickly combine the 

information in both columns in to one 

column so you can continue to save the 

day?  No need to fear, Excel tips and 

tricks are here!  There is a wonderful 

tip that will fix that problem in a snap and 

have your cape flying again in no time. 

 

As in the next sample, in cell C2 (under 

FULLNAME) enter the formula 

=A2&B2 and press Enter.  The names on 

your recipient list for First and Last will 

be combined in the FullName column as 

shown.  Copy the formula down to the 

remaining cells. The first and last names 

are copied with no space. 

 

 

 

 

In most cases, you do not want the 

information to  be  run togetherñ 

especially when working with names as 

in this example.  If you need to have a 

space in between, here is how to make 

that happen: 

 

In cell C2, enter the formula =A2&ó ò&B2 

and press Enter.  Be sure to include the 

space within the quotation marks.  The 

names on your list are combined with a 

space in between them.  C opy  the  

f o rmu la  down to the remaining cells. 

 

 

 

 

This has been a handy tip that I learned 

during a webinar conducted by Mr. Excel 

himself, Bill Jelen.  He has a wonderful 

book called Learn Excel 1997 through 
Excel 2007 from Mr. Excel.  It is full of 

quick tips and solutions for some of the 

everyday Excel issues that pop up.  This 

is one resource to have within armõs 

reach.  Even Superman needed help 

every once in a while! 

Computer Corner-Helpful Excel Tips 
Submitted By Prins Cowin CPS/CAP 

Prins Cowin 

CPS/CAP 

 



Laura Mitchell 

Getting to Know You 
By Laura Mitchell  

Tell us about your 

e m p l o y m e n t  a n d 

education background.  
 

 Rejoined the Boeing 

Co. just 2 years ago 

(2008)ñOffice Administrator 

for Dave Tilzer, Director 

of Quality for Technical 

Customer Support and 

Commercial Aviation 

Services  

 Supported Sales & 

Marketing (OEM) as a 

Office Administrative 

temporary employee at 

Microsoft for 7 months 

 Spent 3 years as Sales 

Manager for Viking 

Sewing Co. retail division 

inside JoAnn's Tukwila, WA 

store 

 Enjoyed 3 years as 

an Office Admin for a 

junior  high school 

l ib rar ian 

  In 1996 completed a 

Secretarial Science 

Certificate from Renton 

Technical College 

 Participated as an Office 

Admin for the FAA in 

Renton, WA for my 

internship 

 From 2000-2002  

completed classes for 

the Library Assistance 

Program 

 Took various business 

classes at Green 

River Community 

College (Auburn, WA) 

 

What are your career 

goals? 

My career goals for the 

next 18 months are to 

become IAAP Certified 

this year and join an 

Executive Administrative 

team. 

  

What do you enjoy doing 

when you are not at 

work?   

I enjoy walking, skiing, 

patio gardening, learning 

to quilt and attending 

most any music or dance 

concerts. 

What prompted you to 

join IAAP?  

My interest was peaked 

after discussions with an 

Exe c u t ive OA, Carol 

Stevens, who I met after 

I moved to the same floor 

as my boss.  While sitting 

for the last 10 months 

next to Carol,  we started 

to invite each other to 

different WebEx trainings.   

This was such a boost because 

Carol shared with me 

that she had been an active 

member of IAAP and had 

even met and traveled with 

Winona to a few conferences.    

She showed me the website 

and I was very inte rested.   

However, it was her 

personal coaching to 

attend a Chapter meeting 

that sealed the deal.   

  

What do you hope to gain 

from your membership?   

To use my participation 

with IAAP to cultivate my 

strengths and increase my 

value to the organization. 
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Administrative Professionals Week: April 18-24, 2010 

Administrative Professionals Day: Wednesday, April 21, 2010 

CERTIFICATION: 

Certified Professional Secretary (CPS) 

Certified Administrative Professional (CAP) 

Exam Date: May 7-8, 2010    Deadline Application Date: February 15, 2010 

Exam Dates-Deadlines-Application Packets: 

http://www.iaap -hq.org/prodev/certification/exams.html       

http://www.iaap-hq.org/prodev/certification/exams.html


Page 15 Volume 34, Issue 6 

 IAAPõs m i s s i o n :  E n h a n c i n g  t h e  s u c c e s s  o f  c a r e e r - m i n d e d  

a d m i nistrative professionals by providing opportunities for growth 

through education, community building and leadership development. 
 

 IAAPõs core values: 

    Integrity: We demonstrate this cornerstone of our profession through 

honesty, accountability, and high ethical standards. 
  

Respect: We create respect within our profession and association through 

listening, understanding and acknowledging member feedback. 
  

Adaptability: We ensure the success of our association by embracing positive 

change and by nurturing diversity, creativity and visionary thinking.  
 

Communication: We cu l t ivate  and  mainta in  e x c e l l e n c e  b y  

r e m a i n i n g  approachable at all levels, communicating openly and 

building strong relationships.  
 

Commitment: We are steadfast in our goals to develop learning opportunities 

for career-minded administrative professionals and to strengthen efficiency 

and effectiveness. 

IAAP  Mission & Vision  

 

PO BOX 40236 

Bellevue, WA 98015 

 

Newsletter 

Editor 

Georgette 

Pereira 

Kammer 

 

gettep@hotmail.com 

A publication for Career-Minded Administrative Professionals (CMAP) 

We are on the web! 

http://www.iaap-

lwe.org 

LWE Newsletter  

Submission Deadlines 

Mar Newsletter February 19 

Apr Newsletter March 26 

May Newsletter April 23 

June Newsletter May 21 

The Eastsider is  

published monthly 
September to June 

 

Article suggestions,      

questions and feedback 
should be sent to: 

gettep@hotmail.com 

February 2010 

Anniversaries & Birthdays 

Sylvia Hunterbrook 3 yrs. 

Marilyn Strickwerda CPS 35 yrs. 

Anniversaries 

Terri Halsey 5 

Rose Cain 11 

Beverly Baker 16 

Rachel DeMarre 25 

Christine Rees CPS/CAP 27 

Birthdays 

mailto:gettep@hotmail.com
http://www.iaap-lwe.org/
http://www.iaap-lwe.org/
mailto:gettep@hotmail.com

