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Wednesday, February 18, 2009
Lake Washington East (LWE) Chapter Meeting

Noodle

Time Management
By Elizabeth Bowman

¢ Chapter Meeting
Photos

¢ Computer Corner

No more procrastinating!
You will start crossing items
off your to-do list after this
workshop. You will learn
new methods for managing
daily tasks and email and be
provided with means to
quickly improve your
productivity. The workshop
will also highlight the pros™
and cons of paper vs. electronic
calendars, as well as identify the
types of planners that work well
with various personality types.
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(continued)
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Feb-March-April

LWE Chapter

Meeting Elizabeth Bowman, president of Innovatively

Organized LLC, has a wide variety of

Powerful Tools for experience presenting to large groups

Administrators

of people in both small and
corporate settings. Elizabeth is
currently an active member of
the National Association of
Professional QOrganizers
(NAPO), where she serves as
the Washington State Ambassador
for the national chapter. She
is also a sitting member on the
Seattle Area NAPO Chapter
Board of Directors where she serves
as the Director of Membership. In
addition, she is an active member of
Toastmasters International where she
is well on her way to reaching her
goal of becoming a Competent
Toastmaster (CTM).

CPS-CAP

2008-2009
LWE Chapter
Officers

WA-AK Division
Officers

Red Lion Bellevue Inn
11211 Main Street
Bellevue, WA 98004

willowsLobGE

RSVP by: Thursday, February 12, 2009
See page 3 for RSVP information and Schedule of Events
This program quealifies for recertification points.

Computer Corner

IAAP Mission &
Vision

Many thanks to our February
Vendor Sponsors!
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President ds Letter

By Teresa Nearing

As President Obama
said during his inaugural
speech, I
ourselves off and get
i nvol ved. ¢
challenge that I set forth
for each of you this
month. No matter
what dust, dirt, or just extra baggage
you have acquired over the past few
months, | challenge each of you to get
rid of i1t and

What contribution can you commit to
this month, next month, and for the rest
of the year for your Lake Washington
East Chapter? Are you a crafts person?
Can you make floral arrangements for
the Administrative Professionals Day
event? Step up! Are you a people
person? Can you make phone calls to
members we have not seen for a while
and encourage them to come to a
Chapter meeting? Step up! Can you
edit the minutes or the newsletter?
Step up!

Take the time to think about what your
contribution has been in the past, what
your contribution is currently, and what
your contribution can be in the future.
Are you scared to be a leader? Are you
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afraid of public speaking? Are you a

on, everyone, let each one of us put our
best foot forward and do something

0 d u s FABULOUS for ourselves and our

Chapter!

Teresa

CELLENCE

“"ACTION

Z2008-.-2009
Lake Washington Sast Chapter

gui et i ndi vi duall?
e t Administrative Professionals Event

theme encouraged -0 Thi nk Oult s i

Bowl , 6 stretch youjrse

and thus to grow.

As we continue to| he

somet hing what you p
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Retirement Trust Foundation

By CJ Estrella CPS & Jane Jenkins CPS/CAP, Committee Co-Chairs

Trust

RETIREMENT TRUST
B FOUNDATION W

Here is the final i n
Noodl ed6 from an onli
AARP Web site. This is one of many links The
Trust offers on its Web site. Please visit it anytime
at www.iaap-rtf.org.

50 Ways to Boost Your Noodle
by Heather BoerngBource: AARP.org

38. Play Yahtzee! Whether you choose Risk,
Pictionary, Scrabble, or Boggle, board games are

S
n ¢

associated with a lower risk of developing dementia.
They activate strategic, spatial, and memory parts
of the brain, and require you to socialize, which
can help form new neural pathways.

39. Parlez-vous brain health? You don't have
to be a linguist to benefit from learning a new
language. Adopting a foreign tongue boosts the
verbal, language, and memory parts of the brain.

40. Savor a sensory experience. Those with
the best memories take advantage of all their senses.
That's because memorization is a cohesive brain
effort. So head to the garden or the kitchen and take
in the sights, smells, sounds, tastes, and sensations.

(Continued on pade

February Chapter Meeting Information

Location:
Red Lion Bellevue Inn
11211 Main Street
Bellevue, WA 98004

Schedule of Events
5:30 PMo Check-in & Networking
5:45 PMd Introductions & Dinner
7:00 PMO Program

Menu

Entrée-Mustard Crusted Pork Loin
on Sage Dressing served with Fire
Roasted Cinnamon Apples and
Brandy Sauce

Salad-Mixed Seasonal Leafy
Greens, tossed with Light Bleu
Cheese Vinaigrette Dressing

Dessert-White Chocolate Amaretto
Cheesecake

By request, VVegetarian Meal provided

To make reservations please
contact Sue Beheyt at:
suebeheyt@comcast.net

Reservation Deadline
Thursday, February 12, 2009
End of Day (EOD)

Cancellation Deadline
Monday, February 16, 2009
(NOON)

Remember to have checks prepared
in advance and made 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
$30.00 with RSVP (IAAP Members)
$32.00 non-Members-Guests-ate RSVP

“Chair-only” reservations
(no meal included)
available at no cost

If you RSVP as "Chair Only", please
do not bring your own food as
the restaurant will charge you
the full dinner price.
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Retirement Trust Foundation
(cont.)

(Continued from pagp

41. Quick temper? Instead of yelling, take a
few minutes to cool down. The stress of chronic
anger can actually shrink the memory centers in
the brain. Get to
seething and address the problem before it
erupts.

42. Replace your salt shaker with a sodium
-free alternative. We all know that hypertension
can lead to heart problems, but new evidence
suggests that decreasing the salt in your diet can
also improve blood flow to the brain and
decrease dementia.

43. Have a chat. Instead of popping in another
movie rental, pick up the phone. Talking with
someone else not only gets you out of your
ruti lack of activity can decrease brain-cell
formationfi but the socializing can also reduce
potentially memory-sapping depression.

44. Check your meds. It may not be you
having the memory problems; instead, it could
be your medications impeding your memory.
Older antidepressants, anti-diuretics and
antihistaminesfi all block a critical brain
chemical from doing its job. Ask your doctor
for an alternative.

45. Bear some weight. Adding a little strength
training to your daily walks can help protect
brain cells from damage done by free radicalsi
and encourage new brain-cell growth. So strap
some weights on your ankles or wrists as you
walk, or practice gentle yoga.

46. Let yourself sleep in. Research shows that
when you're chronically sleep-deprived, your
body doesn't have the time to build proteins and
other brain- boosting components. So instead of
waking yourself early, sleep until you wake
naturally.

k nc

47. Take an afternoon catnap. Most of
sleep's boost to concentration and memory
happens in the first stage, so even a snooze as
short at 30 minutes can benefit your brain.

48. Switch hands. It may be uncomfortable, but
writing with your nondominant hand or
operating a computer mouse with that hand can
activate parts of the brain that aren't easily
triggered otherwise. Anything that requires the
brain to pay close attention to a formerly
automatic behavior will stimulate brain-cell
growth.

49. Shake your body. Gentle bouncing of your
knees and shaking out of your limbs reduces the
brain-sapping stress hormone cortisol, research
shows. It also triggers relaxation and alertness
that keeps your brain sharp. Do it for a few
minutes in the morning and at night.

50. Tour your neighborhood. If your
neighborhood is growing, check it out. The
exploration will change your mental map of the
neighborhood. Along with learning new and
better routes to your favorite stores or restaurants,
you'll forge new neural pathways in your brain.

Please feel free to contact us if you have any
guestions:
Cl.Estrella@t-mobile.com or
Jane.Jenkins@yverizonwireless.com
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Schedule of events

Sun Mo Tue We Thu Fri Sat

1 2 6 7
U Feb4 i Board Meeting
Adecco Offices
8 9 13 14 3055 112th Ave NE, Suite 208
Bellevue, WA 98004
15 16 20 21 5:30-7:30 PM

U Feb 18f LWE Chapter Meeting
27 28 Red Lion Bellevue Inn
11211 Main Street

Bellevue, WA 98004
"""
0  Mar 4in Board Meeting
Adecco Offices

3055 112th Ave NE, Suite 208
Bellevue, WA 98004

Sun Mo Tue We Thu Fri Sat 5:30-7:30 PM
0 Mar 18f LWE Chapter Meeting
! 2 3 - S 6 ! Red Lion Bellevue Inn
11211 Main Street
8 9 100 11 12| 13 14 Bellevue, WA 98004

15 16 17- 19 20 21

G  April 1i Board Meeting
22 23 24 25 26 27 28 Adecco Offices

3055 112th Ave NE, Suite 208
Bellevue, WA 98004
5:30-7:30 PM

0  April 15 LWE Administrative
Professionals Day Event (APD)
Bellevue Courtyard Marriott
11010 NE 8th St.
Bellevue, WA 98004

425-454-5888
Sun Mo Tue We Thu Fri Sat o :
Administrative Professionals Week

2 3 4 April 19-25

Administrative Professional Day

5 6 7 8 9 10 11 is April 22, 2009

"""

12 13 145 16 17 18

LWE=Lake Washington East
19 20 21 22 23 24 25
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LWE Strategic Board Planning Meeting
Saturday, January 17, 2009

Teresa Nearing
Cl Estrella CPS
Dawn Carter
Sandy Davis
Georgette Pereira

Teresa Nearing
JP Carter

Sue Beheyt-Winona Esposito CPS-Betty Amundson CPS/CAP-Pat Lintho-Yujin Mun-Jane Jenkins CPS/CAP

Lake Washington East Chapter Meeting
January 21, 2009

Left:
Nancy Coy

Jacqueline Petrick CPS
Betty Amundson
CPS/CAP

IAAP LWE President
Teresa Nearing

Left:
Lynanne Lewis
Shelley Hill g
Susan Naughton
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Lake Washington East Chapter Meeting
January 21, 2009

IAAP LWE Treasurer
Dawn Carter

Speaker
Lisa Quast
Your Career,
Your Way

Our January speaker, Lisa Quast, was
one of our highest rated programs in
two years! She spoke about creating a
strategic plan for our careers. Her talk
was based on her
Your Way: Personal Strategies to
Achieve Your Caree
presented practical and useful information,
taking a strategic planning approach to
our career planning (which means we
need to have some kind of plan.)

Darlene Hermes
IAAP LWE Vice President Leslie Adkins CAP

You can find more information about
Lisa and read her blog at http//
www.careerwomaninc.com/lisa.php. Go
IAAP !‘WE Secretary to her events page and see a photo of
Mira Salisbury our meeting and connect to the IAAP
website!

Left;
Rose Cain
Sharon Wallace

Suzanne Phillips CAP
Mary Conrad CPS/CAP Letty Barnes Luciellen Camelia
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Lake Washington East Chapter Meeting
January 21, 2009

Enjoying the Italian
Buffet

\ ,%r

Mary Ochoa CPS Jane Jenkins CPS/CAP  Rita Shemchuk

= \ .

-

Yujin Mun Ryan Caskey Dustin Eden

Left;
Louise Ashley
Claudine Pivetta

The Eastsider

IAAP WA-AK
Immediate Past President
Jacqueline Petrick CPS

sl

Winona Esposito CPS
JP Carter Sandy Davis

“““* "Donella Robbins CPS  Tara Knudson  Lori Belknap

Georgette Pereira
Joi Gemigniani
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Certified Administrative Professional (CAP) and Certified Professional Secretary (CPS)

Powerful Tools for Administrators

By Winona Esposito MBA-TM, CPS

In today's ever-changing business environment, you
need every advantage to stay on top. Professional
certification shows employers, clients and associates
that you are committed as a professional. Certification
is a mark of excellence that you carry with you
everywhere you go. IAAP offers the Certified
Professional Secretary® (CPS®) rating and the
Certified Administrative Professional (CAP) rating.

You may apply to take the Certified Professional
Secretary (CPS) or Certified Administrative
Professional (CAP) exam if you have completed
two or four years experience (determined by
educational background) as an administrative
professional in the past 15 years. As an employed
professional or student you may be eligible to
take the CPS or CAP Examination.

What is the difference between CPS and CAP
Rating?

The Certified Administrative Professional (CAP)
rating was introduced in 2001. The name was
updated to reflect the change of many titles
from Secretary to Administrative Professional. An
additional section was also added to the certification
exam. This new part is designed to measure the
candi dat eds aabanalyze & situationp
determine the critical factors of the situation and
properly apply a wide range of knowledge in a
variety of situations.

Professionals taking the exam prior to 2001 achieved
the rating of Certified Professional Secretary (CPS).
Professionals taking the exam after 2001 achieve the
CAP rating. Anyone who currently has the CPS rating
can take part 4 of the exam to achieve the CAP
rating.

How is the CAP rating obtained?

To attain the advanced CAP rating, an administrative
professional must meet certain educational and work
experience requirements and pass a four-part, one
and one-half day examination. Educational and secretarial
employment experience must also be verified. The
CAP exam is administered on the first Friday and
Saturday of May and November.

Rewards for achieving the CAP, CPS, CPS/
CAP rating
¢ Job Advancement
Professional Skills
Pride in accomplishment
Increased self-esteem
Esteem
Confidence to assume greater responsibilities
College Credit
Salary
Bonuses
Opportunity for achievement

L R R 2B R JE 2R R 2R 4

The CPS/CAP rating is the achievement of the
internationally recognized standard of proficiency as
a professional secretary.

Turning Jobs into Careers.

When we chose to become Administrators, much
like Mathematicians, Senior Scientists and Lawyers,
we made an informed conscious decision to do so.
With the CPS and the CAP rating we show that we
believe in our chosen careers. The exams give us the
0rankingdé that we canh
names. The CPS and CAP require that we keep
current in our fields and stay up to date with
technologyf ever increasing our skills.

Are you ready?

Are you ready to take the challenge? Are you one of
the few that can do a self-pace study course, take the
exam and earn your accreditation? Step up and be
counted. Take your career to the next step. You
can do it, it just takes a bit of work. Join the more
than 60,000 administrative professionals that have
achieved the CPS/CAP rating since its inception in
1951.

A special thank you to the North Dallas IAAP
Chapter for information and assistance.

MR

dove o be Jitemnd
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2008-2009 Lake Washington East Chapter Officers

President
Teresa Nearing
Contact information:
425-255-1484
teresanearing@hotmail.com

Vice President
Leslie Adkins CAP
Contact information:
425-482-5322
leslie.adkins@precor.com

Immediate Past President
Constance Boyer CPS/CAP
Contact information:
425-374-9499

constance.boyer@Iouisville.edu

Secretary
Mira Salisbury

Contact information:
425-941-3744
perin36@hotmail.com

Treasurer
Dawn Carter
Contact information:
425-281-9271
primaluxl@hotmail.com

Contact the Lake Washington East Chapter:
PO Box 40236
Bellevue, WA 98015

iaaplwe@alias.iaaplwe.org

2008-2009 Washington-Alaska Division Officers

WWwWw.laap-wa-ak.org

A

President Pam Clark Hamilton

CPS/CAP

pam.hamilton@wwu.edu Bellingham, WA
President-Elect Linda Cook CAP tomandlindcook@msn.com Seatac, WA
Vice President Bev Ostoj hildeel@alaska.net Anchorage, AK
Secretary Angela Amaya asamaya@snopud.com Everett, WA
Treasurer Celine Landaer Allen clandauerallen@comcast.net

Mt. Vernon, WA

Immediate Past President |Jacqueline Petrick CPS

jacquelinepetrick@msn.com Auburn, WA

International Director,

Northwest District Valerie S. King CPS/CAP

vking@iaap-hqg.org Rochester, MN
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Computer Corner
By Georgette Pereira

How to recover almost anything.
From: MSN tech & gadgets
PC World

http://tech.msn.com/howto/article.aspx?cp-
documentid=5406866&GT1=10438

For the next several newsletters, this section will give
tips on how to recover/repair a variety of things.

Author: Kirk Steers

Find lost images and sounds: The recovery
programs | described above can find deleted photos
(and other lost data) on most of the memory cards
used in digital cameras, but you'll have a better
chance of success if you use a program designed
specifically to recover photo files. Art Plus's Digital
Photo Recovery and PC Inspector's Smart Recovery
are free utilities that do a good job on JPEG, TIFF,
and RAW files. For a more complete recovery tool,
try MediaRecover 4.0, a $30 package.
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Repair Word and Excel files: If a Word or Excel
file is garbled or won't open at all, use Microsoft's
built-in file-repair tools: Click File, Operand locate
and select the damaged file. Then click the arrow on
the right side of the Open button and select Open
and Repaifrom the drop-down menu.
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Repair your Word or Excel installation:
When Word or Excel starts to behave badly, it's
tempting to uninstall and reinstall the program. But
running Microsoft's repair utility may be a quicker
and simpler solution: Open Control Panel and
select Add or Remove ProgramXP, or Uninstall a
programin Vista (in Control Panel's Classic view,
double-click Programs and Featluréid the entry
for Word, Excel, or Microsoft Office, and in XP
click the Changebutton, select either Reinstalor
Repairand follow the prompts. In Vista, click
Repaimt the top of the window, and step through
the wizard.

| Microsoft Office Enterprise 2007

Qﬁ% Change your installation of Micri

(O Add or Remove Features

® Repair:
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Getting To Know You
By Joi Gemigniani

What prompted you to join
IAAP? What do you hope to
gain from your membership?

| joined IAAP in hopes to gain
more insight and broaden my
knowledge base for the position
| have recently taken on as an
Administrative Specialist. The
= monthly meetings have great

speakers and it is an opportunity
to gain knowledge and skills to help me do my job
better.

2. Tell us about your employment and
education background. What are your career
goals? Where are you currently working?

Two large parts of my employment history were

The Eastsider

spent in sales and claims adjusting. For several years
| worked as an inside sales person for semiconductor
companies and their distributors. After that, |
switched gears and started working for Allstate
Insurance as an Auto Liability claims adjuster. | have
recently moved to Washington and have taken a
position with Puget Sound Energy. It's been great!

| have a Bachelor's of Science degree in Business
Management from Notre Dame de Namur University
in California.

3. What do you enjoy doing when you are not
at work?

When I'm not working, | take trips to California to
visit family and | read a lot. | also am getting out and
seeing all the great things that Washington has to
offer.

== Pathways to Excellence=~

{
m

E .
Information for New Members of IAAP:
www.iaap-lwe.org S
Log in
Sel ect : I nternati|qg

Select: Info for New IAAP Members

CPS/CAP exam information
and application form:
http://www.iaap-hq.org./prodev/certification/
exams.html

Certified Professional Secretary (CPS)
Certified Administrative Professional (CAP)
Exam Dates and Application Deadlines

) a IProfgssiangl Equgagion Epnference
March 9-11, 2009
http://www.iaap-hg.org/events/

*k*xk

International Convention and Education Forum
July 26-29, 2009

Minneapolis, Minnesota
http://www.iaap-hg.org/events/convention/index.html

*k*kk

Certification Conference
October 18-21, 2009
Portland, Oregon

3

Exam Dates Deadline Dates

May 1-2, 2009 February 15, 2009

November 6-7, 2009 August 15, 2009

Washington-Alaska Division Annual Meeting

Date: May 15-17, 2009

Location: Wenatchee, Washington

Hotel: The Coast Wenatchee Center Hotel
Hotel Tel: 509-662-1234

Coordinator: Linda Nielsen

E-mail: Lnielsen@co.whatcom.wa.us



http://www.iaap-lwe.org
http://www.iaap-hq.org./prodev/certification/exams.html
http://www.iaap-hq.org./prodev/certification/exams.html
http://www.iaap-hq.org/events/convention/index.html
http://www.iaap-hq.org/events/convention/index.html
mailto:Lnielsen@co.whatcom.wa.us

Istermatinnal Axsociation of
Administrative Prefessionals®

Lake Washington

PO BOX 40236
Bellevue, WA 98015

Newsletter
Editor
Georgette
Pereira

gettep@hotmail.com

Wedre on
WWw.iaap-lwe.org

The Eastsider
published monthly
September to June

Article suggestions,
guestions, and feedback
should be sent to:
gettep@hotmail.com

Volume 33, Issue 6 Page 13

_r-Mmded BRSSP ofessionals (CMAP) ]

e | A A Rrission is to be the acknowledged, recognized leader of administrative
professionals and to enhance their individual and collective value, competence,
and influence.

e | A A Purpose is to provide information, education, and training, and
to set standards of excellence recognized by the business community on a
global perspective.

e | A A Pobjsectives are to elevate the standards of all administrative
professionals and to promote their working relationships with management
through continuing education, authorized programs, and publications.

e | A ARISien is to inspire and equip all administrative professionals to
attain excellence.

To contact IAAP headquarters go to: www.iaap-hg.org.

] February Anniversaries & Birthdays
Anniversaries Birthdays

Sharon Combs 1yr Rose Cain 11
Idolina DeDios 1yr Beverly Baker 16
Susan Soderberg 1yr Susan Soderberg 17
Sylvia Hunterbrook 2yrs Lorrie Keech 27
Ruth Ann Blundell 3yrs Christine Rees 57
Sabrina Elliot 3yrs

Katie Jansons 3yrs

Lindé Moore 3yrs

Carol Sather 7yrs

Marilyn Strickwerda CPS |34 yrs
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