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May 19  
 

Annual Chapter Meeting 
 

We want to remind all of you that our 
Annual Meeting is scheduled for May 19.  It is 
important that you attend this meeting when we 
will be voting on our slate of officers. 
 

It is also time to fill our committee 
positions and to start planning for next year.  We 
hope that you will seriously consider getting 
involved in our chapter.  You all have many 
talents to offer, and the more people involved the 
less work it is for any one person.  Serving on a 
committee is also a good way to get to know other 
members of the chapter, learn more about how 
the chapter works, and the IAAP organization!  
Volunteering to be a committee chairperson is a 
good way to develop leadership skills.   

 
This meeting will be held on Thursday, May 19, 2005 at the 
Crowne Plaza Hotel located at 5401 Green Valley Drive (Highway 
494 & Highway 100), Bloomington MN. Registration and social 
time start at 5:30p.m. Please join us for this very informative 
evening. 
 
We encourage and welcome ALL administrative professionals to 
attend. The fee is $18 for SWM members, $20.00 for other IAAP 
members and $25 for guests. This fee includes social/networking 
time, a terrific dinner, an informational program and a brief 
business meeting.�
�

Chapter Members:  A reminder that the "Bring a 
Guest"  contest runs through the June Chapter 
Meeting.  Each member who brings a guest to a SWM 
chapter meeting will have their name entered into a 
drawing to be held at the June meeting.  
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President’s Highlights 
Gloria Oveson CPS/CAP 
Renee Raun CPS/CAP 

Get ready for a busy month of May including 
Mother’s Day, graduations and Memorial Day.  
It’s time to welcome summer! 
 
So far it’s been a very exciting and 
challenging year at the new SouthWest Metro 
chapter.  Last month (April 28) Gloria and I 
participated in a two-hour panel discussion for 
HIRED, an agency that helps displaced 
admins find jobs.  It was very important for us 
to be there and share our job experiences with 
them; and for Joan Gatzmeyer and Debi Cain-
Rivord to present the benefits of IAAP.  It was 
an older audience and they all seemed to 
have many years of experience under their 
belts.  At the meeting, I ran into a friend of 
mine and we discussed how long it had been 
since we had seen each other (20 years) and 
where we had first met and how we didn’t 
have any idea how, where, or why we 
connected again except for the fact that we 
are both in the administrative field.  So for now 
I’ll accept that we’re just in a different section 
of the puzzle – we may be a few rows apart or 
at opposite ends – either way, it was important 
for us to be there.  We received some very 
nice comments and one woman in the back of 
the audience spoke up and said to us all “You 
all show so much sincerity and devotion to 
your profession and to IAAP – it was so nice 
of you to come.”  That was music to our ears 
and made all our efforts worthwhile.  Hopefully 
we will see some of them at our chapter 
meetings this fall. 
 
Renee Raun CPS/CAP – Co-President 
 

 
 
 
 
 
 
 
 
 
 
 

 

 
 

 
 

 
BIG BOOKS, small books, children’s books, 
hardcover, paperbacks, ….. 
 
If you have any books that you can donate to 
the chapter please bring them to 
the May Chapter 
Meeting and give them to 
Luanne Jorgenson. 
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Want to become a member? 
 
Contact Joan Dietz, Membership Chair, at 
joan.m.dietz@supervalu.com and ask that a 
prospective membership packet be sent to 
you.  Better yet, attend one of our meetings 
and see for yourself how IAAP® can help you 
achieve success in the administrative 
profession. 
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2005 Division Annual Meeting 
MAY 13-15, 2005   
ST. CLOUD MN 

 
The St. Cloud Quarry Chapter will be hosting 
the 2005 Division Annual Meeting & Spring 
Conference.  The conference will be held May 
13-15, 2005 at the Holiday Inn in St. Cloud.   
 
Highlights include a presentation by Mary Jo 
Paloranta (www.paloranta.com), a seminar by 
Lynda Boulay CPS/CAP on Building Trust, 
and the installation of new Division officers at 
the banquet on Saturday evening.  Plus, there 
will be plenty of time for networking!  
 
Co-Presidents Renee Raun CPS/CAP and 
Gloria Oveson CPS/CAP will be representing 
the SouthWest Metro Chapter at this meeting.  
 
 

Certification Holders and  
Approved Candidates: 

Plan Now to Attend the Certification 
Seminar this Fall 
 
Creating Calm Out of Chaos is the theme for 
the 2005 Certification Seminar, to be held 
October 16–19, at the Hyatt  Regency 
Chesapeake Bay in Cambridge MD.  Sessions 
will address different approaches to diversity 
and project management (streamlining chaos; 
de-clutter your life), with a closing keynote 
session on Integrity. The program is intended 
to send everyone back to the office ready to 
be more adaptable, and masterful.  
 
Interactive sessions are being planned by 
presenters Marsha Sims and Lisa Landry. And 
the closing keynote speaker will be 
Commander Scott Waddle.  CPS and CAP 
holders, and approved candidates will want to 
take advantage of this excellent educational 
opportunity, open only to them. Remember, 
the Certification Seminar is a great way to 
earn recertification points.  Preliminary details 
and registration information is available in 
the “Events & Conferences” section of the 
IAAP Web site.  Registration will open June 1. 
 

 

2005 International Convention and 
Education Forum 

Adam’s Mark Hotel of Denver 
Denver, Colorado July 17-20, 2005 

 

 
 
The convention registration booklet has been 
mailed to all IAAP members. Online 
registration is available or you may register by 
sending the registration form and payment to 
Headquarters via mail or fax. Get a head start 
and plan your trip to Denver in advance. 
Space is limited for education seminars - - 
register ASAP for a better chance at receiving 
your top choices.  
 
Additional information and online registration 
can be found on the IAAP website - 
www.iaap-hq.org 
 

Meet one of our  new members! 
Hi my name is Jennifer DeJong.  I am an 
Administrative Assistant at Westwood 
Professional Services in Eden Prairie. I have 
worked there for almost two years. Before that I 
lived in St Cloud and was a member of the St 
Cloud Quarry Chapter. While a member of the 
St Cloud chapter I was Vice President, 
President-Elect, and President. I also started up 
the Executive of the Year program that they are 
still utilizing today. I have been in the admin field 
for about seven years. I am happily married to 
my husband Jon and have a five month old 
daughter, Chloe. I really enjoy IAAP and have 
loved being a member for almost five years. 
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Community Service 
 Kathy Kelash 

Our "Baby Shower" was a huge success.   
Thank you to all who donated items 
for the Greater Minneapolis Crisis Nursery. 
 
We have another date set up to help out at 
Feed My Starving Children.  This will be at the 
Eagan location on Tuesday, June 7. 
 
At Feed My Starving Children we help 
package nutritional rice meals that are 
shipped to orphanages, refugee camps and 
relief centers around the world.  There is a 
very organized process in which we actually 
package the food, it is weighed, sealed and 
packed in boxes to be shipped the next day. 
Last time, our group of 40 volunteers (ten of 
us from IAAP) helped package 6,912 meals. 
 
We will continue to collect quarters at each 
meeting for Feed My Starving Children.  The 
money will be delivered to the FMSC Eagan 
location. 
 
We will continue our Community Service 
support for Ready for Success.  Items can be 
brought to any meeting and given to Char 
Wilkinson. She will also let us know if there is 
ever a specific need, and if so, we will 
organize another clothing/supply drive. 
 
Let me know if you have any Community 
Service ideas for our group. Kathy Kelash 
952-402-5719 
kathleen.m.kelash@seagate.com 
 

Nominating Committee 
 Judy McCallion and Luanne Jorgenson 

Election of officers for fiscal year 2005-2006 
will be held at our May meeting.  A slate of 
officers was presented to the membership at 
the April Meeting along with bios from each 
candidate, however, nominations are still open 
so if you are interested or know of someone 
who is interested in being an officer for the 
SWM Chapter for the 2005-2006 fiscal year, 
please contact Judy McCallion - 
judy.a.mccallion@seagate.com and/or 
Luanne Jorgenson - 
luanne.d.jorgenson@seagate.com  

Chapter  Histor ian 
 Luanne Jorgenson 

Just a reminder if you have anything for the 
scrapbook, please get the items to Luanne! 

 
Membership  
 Joan Dietz CPS 

�  Badges 

Finally – the chapter badges have been 
ordered and should soon be here for delivery 
at the May Chapter meeting.  Thanks for your 
patience – they should be well worth waiting 
for! 
 
�  New Members – again! 

I’m pleased to announce two new members: 
Jane Reinke, of Seagate - Jane was a guest 
of Judy McCallion for the March and April 
chapter programs.  We are happy that Jane 
submitted her membership application during 
the April program.   
 
Judy Twisk, of Kemps, has also attended 
past meetings and has sent in her application 
to become a SouthWest Metro Chapter 
member.   
 
Please look for their bios in an upcoming 
newsletter.  Judy and Jane, we welcome you! 
 
Our roster now totals 29!  At the April program 
I had announced a roster of 31; however, we 
have not yet officially seen the applications!   
We hope to attain the goal of 30 that was set 
upon our inception!  The interest in the 
SouthWest Metro Chapter of IAAP continues 
to grow.  It is so fun to be a part of something 
that will soon be gigantic! 
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Sunshine Committee 
 Luanne Jorgenson 

On behalf of our chapter, the Sunshine 
Committee will send cards to chapter 
members to recognize various occasions - 
new jobs, promotions, births, get well, thinking 
of you, sympathy – whatever the occasion.  
Please send Luanne Jorgenson 
Luanne.jorgenson@seagate.com an e-mail if 
there is such an occasion that you would like 
recognized. 
 

Ways &  Means 
 Luanne Jorgenson & Gloria Oveson CPS/CAP  
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SWM Chapter Meeting Info 

The SouthWest Metro Chapter meets the third 
Thursday of every month at the Crowne Plaza 
Hotel, 5401 Green Valley Drive, Bloomington 
MN 55437 (Highway 494 and Normandale 
Boulevard South). 
 
5:30 social/networking & registration;  
6:00 dinner - followed by an educational 
program and a short business meeting.  
 
Cost is $18 for chapter members, teachers, 
and students; $20 for other IAAP members; 
and $25 for non-members.  Meetings are 
open to all administrative professionals.   
 
To RSVP or for further information visit 
www.iaap-swmetro.org. 
 

 
 
 
 

 

Website 
 Jim Rivord, Joan Dietz CPS, and  
 Renee Raun CPS/CAP 

Our website is still undergoing efforts toward a 
more comprehensive and viewer-friendly 
appearance.  Jim Rivord has been so 
gracious to donate his time to our website 
expansion.  
 
Now available:  when you log into the 
members area, you will see menu items in 
blue, depending on your board position or 
committee status.  There is also a public Links 
page.  These links are to vendors/companies 
who support our chapter, and we hope that 
you will check them out and use their 
services.  Another addition that will be 
available soon is a Public Employment Page 
(be sure to alert your employers of this 
available free space for postings). 
 
Thank you, Jim! We greatly appreciate all your 
wonderful expertise! 
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Bylaws & Standing Rules Committee 
Char Wilkinson CPS 
 
Certification Committee (CPS/CAP) 
Karen Brugman 
 
Community Service 
Kathy Kelash 
 
Historian 
Luanne Jorgenson 
 
Hospitality & Registration 
Cindy Wolf and Dawn Olson CAP 
 
Membership 
Joan Dietz CPS and Renee Raun CPS/CAP 
 
Newsletter 
Gloria Oveson CPS/CAP 
 
Programs & Education  
Chantel Szambelan and Cindy Wolf 
 
Public Relations 
Gloria Oveson CPS/CAP 
 
Sunshine 
Luanne Jorgenson 
 
Ways & Means 
Luanne Jorgenson & Gloria Oveson CPS/CAP 
 
Website 
Jim Rivord,  
Joan Dietz CPS & Renee Raun CPS/CAP 
 
 
 
 
 
 
 

Contact any chairperson if you are 
interested in joining their committee or if 

you have any suggestions! 
 
 
 

 

May 13-15 – MN-ND-SD Annual Meeting 
and Spring Conference – St. Cloud 
Holiday Inn, St. Cloud MN 

 
May 16 –  SWM Chapter Board Meeting – 

Note change of date from May 12 
 Southgate building located at 5001 

American Blvd West in Bloomington MN 
 Suite 1000 (tenth floor) 
 
May 19, 2005 – SouthWest Metro Annual 

Chapter Meeting (Members Only) 
 
June 9 –  SWM Chapter Board Meeting  
 Location to be determined  
 
June 16, 2005 – SouthWest Metro Chapter 

Meeting - Strategic Planning Meeting & 
Installation of 2005-2006 Officers 

 
July 17-20 – IAAP International Convention 

– Adam’s Mark Hotel, Denver CO.  
Reservations can be made by calling 
800.444.2326 

 
October 16-19 – IAAP Certification Seminar, 

Hyatt Regency Chesapeake Bay, 
Cambridge, MD 

 
November 4-5 – CAP & CPS Examinations 
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Employment Postings 
Please remember that job openings will be 
posted on our website.  If you want to post a 
job opening, please contact Debi-Cain Rivord 
at debicain@rivord.org 

 
IAAP Websites 
International:  www.iaap-hq.org 
Division:  www.iaap-mnndsd-division.org 
SouthWest Metro:  www.iaap-swmetro.org 
 
We’d like to encourage each of you to take 
advantage of the IAAP Bits & Bytes 
newsletter that is posted on the 
headquarters website.  There are many 
interesting and informative articles!! 
 
 
 

 

   
  

May 8 -   Kathy Kelash 
May 17 - Cindy Wolf 
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Dawn Olson – 6 years 
Renee Raun  - 8 years  
Jim Rivord (Honorary) – 3 years  

 
 
 
 

 
 
Chapter Dinner “ No-Show”  Policy 
Just a reminder that “no shows” will be billed 
for the monthly fee unless your reservation is 
cancelled prior to the deadline stated on the 
reservation RSVP (Monday prior to the 
meeting). 
 
We know that “things happen” and sometimes 
we just can’t make it at the last minute.  
However, the hotel still requires payment for 
your meal.  For this reason, we must collect 
from you.  Thanks for your understanding! 
 

 
 

 
�
At the April chapter meeting, certificates 
were presented to Jim Rivord for his work 
in setting up SouthWest Metro’s website 
and to Gloria Oveson for her creation of 
our official chapter newsletter. 
�
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BENEFITS OF MEMBERSHIP 

 
Continuing Education – Earn Continuing 
Education Credit (CEUs) and/or CPS 
Recertification Points at Chapter, Division, 
and International meetings or conferences. 
 
Networking – Meet and exchange ideas with 
other office professionals. 
 
Professional Growth – Enhance your career 
and develop self-confidence. 
 
Certified Professional Secretary® (CPS®) and 
Certified Administrative Professional® (CAP®) 
Programs – Attain the recognized standard of 
measurement of secretarial and administrative 
assistants’ proficiency through an extensive 
written examination. 
 
Leadership Development – Learn team-
building and organizational skills as a 
committee member, committee chair, and/or 
officer. 
 
Technology Updates – Keep up-to-date on 
industry trends and technological advances. 
 
Professional Publications – Receive timely 
information on issues facing business 
professionals today. 
 
 
* * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * *  
The SWM Board of Directors has set a goal 
to obtain five new members by the end of 
this fiscal year (June 30).  With two new 

members our roster is at 29! 
 

 All members are encouraged to share 
IAAP information and the benefits of 

membership with your co-workers and 
friends.  Please invite them to attend our 

meetings!! 
 

For every guest you bring to a meeting 
from now through June, your name will be 
entered into a drawing for a “ surprise”  gift. 
 
* * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * *  
 
 

 
 

  

By Glen Oveson 

ave you ever wanted to insert a picture 
of your Windows computer screen or 
an active window into a document?  

This tip will tell you how and it doesn’t require 
any special software. 

To copy the whole screen, simply press the 
Print Scrn key.  This will copy the whole 
desktop onto the clipboard.  To paste it into an 
open document, just select Paste from the 
Edit menu or press Ctrl-V.  The pasted picture 
can be resized using the handles after 
selecting it.  If the picture is copied into a 
photo editor like MS Photo Editor, it can be 
saved as a compressed jpeg file to make the 
file smaller.  Here is a desktop example using 
Insert Picture From File on a saved jpeg: 

 

To copy just an active window, press Alt-Print 
Scrn.  Then, just that window will be copied to 
the clipboard.  It can be pasted into a 
document as previously described.  This 
process works well for illustrating technical 
operating instruction writeups with pictures of 
actual dialog boxes as shown:   

 

H 
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Article from Office Team  
 

Prepare for the Office of the Future Today 
 
With the pace of business ever quickening, the future will be here before you know it.  OfficeTeam 
recently conducted extensive research and consulted leading experts to generate a preview of 
tomorrow’s workplace.  One key finding of the project, titled Office of the Future: 2020, is that 
powerful laptop computers and cell phones, as well as the spread of wireless networks and 
technologies, will soon allow workers across the globe to collaborate more easily than ever before.  
Consequently, administrative professionals will be called upon to connect a widely dispersed 
workforce.   
  
Following are areas to focus on so you can prepare for this coming era: 
  
Communication.  Communication skills will grow in importance as the ways in which we correspond 
continue to change and expand.  Good communicators take time to formulate their thoughts prior to 
offering an opinion.  They also listen actively as others speak so as not to miss important information 
or new ideas.  You can brush up on your written and oral skills by studying the habits of coworkers 
who are especially effective in this area. 
  
Team building.  Ninety-one percent of executives we polled said employees will work more 
frequently on project teams in the next 10 to 15 years.  That means you need to effectively manage 
relationships and quickly establish rapport with coworkers.  Volunteer for cross-departmental 
assignments or project teams to hone your skills. 
  
Initiative.  Administrative professionals will be expected to work independently.  As a result, you 
must be able to evaluate information and make recommendations to solve problems.  You can show 
your initiative now by taking on new tasks and going the extra mile.  The next time your supervisor 
asks for your help on a presentation, for example, go one step further by developing handouts or 
suggesting audience-participation activities. 
  
Big-picture focus.  As more employees work from remote locations, administrative professionals 
will play a key role in keeping people connected with each other and familiar with the company’s 
standards and culture.  Make sure you have an understanding of your firm’s overall mission and 
goals, as well as how your department and team contribute to these objectives, so you can serve as 
a resource for information and guidance. 
  
To learn more about the office of the future and to take a quiz to help you assess the skills most 
essential to career success, please visit www.officeofthefuture2020.com.  
  
OfficeTeam is the world©s leading staffing service specializing in highly skilled administrative and 
office support professionals.  The company has more than 300 locations worldwide, and offers 
online job search services at www.officeteam.com. For more information, call 1-800-803-8367. 
 


