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One reason
to
VOLUNTEER

You will help
someone bloom
one leaf at a
time.

The year 2009 ends and there were fireworks, parties, and celebrations. Rightly sc
We should celebrate the passing of th
people whodve been a part of it. Fr
ognized as a Chapter of Excellence for-2008. Many members were able to

attend the IAAP International Education Forum and Annual Meeting (EFAM)

since it was held in Minneapolis. We also had a successful, joint Vendor Show anc
Open House with the Minnesota River Valley Chapter. Last and certainly not least
SouthWest Metro had a good number of chapter members who took either the
CPS or the CAP exam in November. WOW. These are fantastic things to look
back on and celebrate. These activities took effort to accomplish and those who
took part in these efforts will tell you that not everything is smooth sailing but in

the end; the effort was well worth it.

HELLO 2010!

More importantly, New Years is a time of looking forward. We have hopes and
dreams that will only be realized in the future if we make the preparations and take
the necessary actions to move us closer to making these dreams a reality. Window
7 finally replaces Windows Vista! Will you learn how to use the new operating sys-
tem and its software? Will you be a leader in helping (continued on page 3)

Our Board

President: Judy Twisk CPS/CAR phone 651.379.6547
President Elect: Jan Rice phone 952.915.7464

Vice President: Lynn Wood- phone 952.683.3318
Secretary: Angie Gillquist CAR morang@bethel.edu
Treasurer: Marvel Thorne phone 952.948.9533
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Presented by:
Leslie Kapocius, Learning Director
and Libby Pegg, Career Development Advisor
Benchmark Learning, formerly New Horizons of Minnesota

When is the last time you inventoried your professional skills? If you had the opportunity to grow
certain skills, where would you start? If you needed to help another person grow their skills, where
would you focus your time? If you had to measure your professional skill growth, could you?

Come to the January Zlmeeting and learn how one educational services company incorporates skill
assessments into their learning process to help both employed and unemployed professionals in
their careers.

Benchmark Learning, formerly New Horizons of Minnesota, works with corporations and their em-
ployees to target prescriptive learning paths for employee efficiency and effectiveness. They also
work alongside the Workforce Center staff to help students renter the workforce. If you are re-
newing your job search or just want to update your skills, please join us at the Januarys2heeting.
Non-members and guests are welcomg BRING A FRIEND!! You will not want to miss this meeting.

Our Speakers from Benchmark Learning:

Leslie Kapocius has over 20 years of professional experience in business development and service
management. As Learning Director, she is responsible for partnering with customers to measure the
business impact of learning and strategize how education can help with employee retention and con-
nectedness to business.

Libby Pegg is a Career Development Advisor who is dedicated to assisting individuals to become
more marketable throughout their career development. With a background in recruiting and staff-
ing, Libby offers unique insight from the client/company perspective and develops prescriptive learn
plans for individuals seeking to grow their skills.

Join Us!
5:30 pn®8:00 pm at the Embassy Suites Bloomington
2800 American Boulevard West, Bloomington, MN 55431

For more information or to RSVP contact:
Judy McCallion{952)94%510 judyjillm@comcast.net
SouthWest Metro Chapter of lifternational Association of Administrative Professionals

(Reservations Recommended)


mailto:judyjillm@comcast.net
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FromourPrESident =condt from page 1

others meet this challenge as well? Do you have plans to take college courses, getting your degree, taking
CAP exam, run for a position on the chapter board, become a member of excellence, or even run for politic:
of ficeéwhat are your plans for this year and bey
How can you help other people through this chapt
great year for ourselves, each other and our chapter. Resolve to get the most out of your membership by a
tending our chapter meetings, getting to know fellow members, participating on committees and definitely k
taking advantage of the fun stuff like attending the Division Annual meeting in May that our chapter is hostir

This year is going to be great, but only if we ¢
you make wil | be worth it and wedoll all have a ¢
|l 611l see you all at the chapter meeting Thursday
topic of oO0Skill Assessments and Learn Pl anso. e

share your thoughts and some pizza at the chapte
66h and Penn.

President,
Metro Lakes - Holiday Gathering - Hosted by TwinCities West Chapter on
December 10, 2009 Renee Breiwick

If you didn't attend this gathering, tryto come next year because you missed out on

a lively evening of music, networking, a scrumptious dinner, photo opportunity,

bake sale, white elephant gift exchange, and lots of fun and laughter. It felt great

to CONNECT with  members of the seven other chapters here in the metro area and

wish them a very Merry Christmas, Happy Hanukah, and ask themto makea  New
Year's Resolution to attend the Division Meeting in May 2010.

Does your Committee need more or less
money this coming year?

I f so, dondét michantglkee ,upaudmiifg you
board meeting January 14th.  please let Marvel Thorne know

Get in your committee budget What your requests will be by
adjustment requests. Whether January 8th.
your committee needs more

money or less money the board :
will be doing a miglear review.
.

It is highly recommended that
you attend if you have any
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*5 EFFECTIVE AND EFFICIENT ELECTRONIC COMMUNICATION
*5 Char Wilkinson CPS
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,,A couple of months ago | read a very intere tin
K‘SStar Tribune, written by Stephen Wil bers. Ste
gglngO in the Star Tribune on the first and t ird

i Wilbers to see if | could share some of the tips in his column in a newsletter article for the
SouthWest Metro Chapter of IAAP. | was very happy to receive his reply granting permission to
.2 use the information for this purpose.

% | know that most of us experience the deluge of emails when we return from vacation or have
 been out of the office or away from our computer for more than a few days. The time we spend
reading and responding is only half of the equation. What about our time and what about the

3 time required of us and others?

" For effective and efficient electronic communication, Stephen Wilbers suggests the following six
# simple guidelines: g

Make your subject heading specific.

Update your heading when the topic changes in subsequent exchanges.

Write clearly and get to the point.

Organize your message into paragraphs.

Doné6ét email when itds more efficient to c I
Dond6t copy your message to people who dong n e

iYou can visit St ep hvwevwwilrg.comefor sainplecelimms, writng eet
¥ sources, and weekly editing exercises.

Share Your Knowledge:
Renee Breiwick CPS/CAP

Here is a Microsoft Office change? You can start
Tip from www.PCMag.com with a clean slate by
removing all formatting

Fix Stubborn )
from the selection - se-
Formatting lect the block of text
Ever try to fix format- and press Ctrl - Shift -N.

ting that refuses to



http://www.wilbers.com
https://ssl-mn.seagate.com/,DanaInfo=www.pcmag.com+

SouthWest Metro Chapter, IAAP 2009 -2010 Programs

Sept. 17,2009 iUnspoken Rules of the Officeo
Sue Morem, Author, Syndicated Columnist
and TV guest, Premier Presentation, Inc.

Oct. 21, 2009 Career Open House and Vendor Show

Nov. 19, 2009 AWeat hering the Stor mo
Erin O6Hara Meyer, President,
Silent Auction

Dec. 8, 2009 Metro Lakes Council Holiday Joint Event
Hosted by the TwinCities West Chapter
Radisson Inn and Conference Center i Plymouth, MN

Jan. 21, 2010 AiSkill Assessments and
Benchmark Learning
Sout hWest Metr BAnGivemsayt er 6s 5

Feb. 18, 2010 fiLaugh for the Health
Robin Getman, InterAct Group

Mar . 18, 2010 AiClutter Controlo *
Sheila Galligan, Owner/Consultant,
Clutter Control MN, LLC

Apr. 15, 2010 AWhat 6s New in Today?d
Careero *
Joanne Meehl, Career Coach and Author
Joanne Meehl Career Services

May 13, 2010 Chapter Annual Meeting/Election of Officers

Jun. 17, 2010 ACommuni cationodo *
Corla Inskeep, Trainer, The Right Staff

Awards Banquet/Installation of Officers

*CPS/CAP re-certification points have been applied for.

Meetings are held the third Thursday of every month (second Thursday in December and
May) at the Embassy Suites,

2800 American Blvd. West, Bloomington MN 55431. December Holiday Event will be
held at the Radisson Inn, Plymouth, MN Registration includes meeting, program and din-
ner: IAAP members $22; non-members $25.

For more information about any of these programs, contact Jan Rice CPS/CAP at
janice.rice@usbank.com or Char Wilkinson CPS at ca.wilkinson@comcast.net or visit
www.iaap-swmetro.org for the most current event schedule; these programs may be subject
to change.
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Professional
Certification

Please
CONGRATULATE
everyone who took
the CPS/CAP test

Find out at the next

meeting who from
our chapter
PASSED...

E X c ¢

and


mailto:janice.rice@usbank.com
mailto:ca.wilkinson@comcast.net
http://www.iaap-swmetro.org
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Don't forget! The 2010 MMNND-SD Division Annual Meeting, May

3
© 2123, 2010. z
¢ The Holiday Inn & Suites is now taking reservations (85@9000)%
5 The single room rate is $95.00 and the suite rate is $115. 5
§ Mark Your Calendars »" Get Connectedfor a Full Planning Committee §
Meeting for the IAAP MNND-SD 2010 Division AnnualMeeting. The planning meetin@
.

< will take place Wednesday, January @75 :30 PM in the Fuji Room at the Holiday Inn
g Suites in Bloomington.

%VERY IMPORTANT MEETING!
%AII committee chairs and committee membeegd to attend!

%Judy McCallion and Renee Breiwick CPS/CAP
X
3

%
X
%
%
% _ X
=~ Your Co-coordinators §
X
XX
X
g&%&%%%&%&%&%&%&%&%&&%&&%&&%&%%%%%%&%&%&%&%&&%&%&%&%&%&%&g

HAPPY ANNIVERSARY
Jean Allen 0 8 Years
Diane Chapman 6 5 Years
Nancy Janicki 0 4 Years
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UPCOMING EVENTS

January 14 7 SWM Board Meeting
Davanni 6s, "St@et,Richiield, MNG

January 21 7 SWM Chapter Meeting

Embassy Suites, 2800 American Blvd. West, Blooming-
ton, MN

January 27 1 2010 Division Annual Meeting

Holiday Inn & Suites, Fuji Room, Three Apple Tree
Square East, Bloomington, MN

February 11 1 SWM Board Meeting
Davanni 6s, "St@et,Richiield, MNG
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2009-2010 SouthWest Metro Chapter Committees:

2010 Annual Division Meeting:  Co-Coordinators:
Renee Breiwick CPS/CAP and Judy McCallion

Bylaws and Standing Rules:  Chair: Char Wilkinson

CPS; Member: Jan Rice

Certification: Chair:

bers: Open

Nancy Janicki CPS/CAP; Mem-

Community Service:  Chair: Lisa Keenan; Members:

Open

Historian: Chair: Jean Allen

February14 i HAPPY VALENTI NEO&S D A jospitality:  Chair: Judy McCallion; Member: Joan

February 21 i SWM Chapter Meeting

Embassy Suites, 2800 American Blvd. West, Blooming-
ton, MN

February 24 7 2010 Division Annual Meeting

Holiday Inn & Suites, Fuji Room, Three Apple Tree
Square East, Bloomington, MN

March 11 7 SWM Board Meeting
Davanni 6s, "St@et,Richiield, MNG

March1l7 i Happy St. Patrickos

March 18 1 SWM Chapter Meeting

Embassy Suites, 2800 American Blvd. West, Blooming-
ton, MN

March 24 1 2010 Division Annual Planning Meeting

Holiday Inn & Suites, Fuji Room, Three Apple Tree
Square East, Bloomington, MN

April 4 7 HAPPY EASTER

April 8 T SWM Board Meeting
Davanni 6s, "Stee,Richfield, MN6

April 14 7 2010 Division Annual Planning Meeting

Holiday Inn & Suites, Fuji Room, Three Apple Tree
Square East, Bloomington, MN

April 15 T SWM Chapter Meeting

Embassy Suites, 2800 American Blvd. West, Blooming-
ton, MN

Meyers

Membership: Chair. Kathy Hengel CPS; Member:
Gloria Oveson CPS/CAP,

Advisor: Gloria Seeger CPS

Newsletter: Chair: Luanne Jorgenson CPS/CAP;
Proofreaders: Renee Breiwick CPS/CAP, Char Wilkin-
son CPS, Gloria Oveson CPS/CAP

Nominating:  Chair: Luanne Jorgenson CPS/CAP
(Immediate Past President serves as Chair)

a
Cgreer Open House and Vendor Show:  Chair: Lynn

Wood; Members: Char Wilkinson CPS, Marvel Thorne,
Gloria Oveson CPS/CAP, Maria Di iorio, Judy McCallion

Programs and Education:  Chair: Sheila Galligan;
Members: Char Wilkinson CPS, Jan Rice, Lynn Wood

Public Relations:  Chair: Open
Sunshine: Chair: Dar Neuman

Ways and Means:
Members: Open

Chair: Sandy Menning-Glavan;

Website: Chair: Gloria Oveson CPS/CAP; Member:
Theresa Thornton
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