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One reason

to

VOLUNTEER

You will be
giving some-
thing back to
your Chapter

administrative professionals by providing opportunities for growth through
education, community building and leadership development 6 | 6ve us
baseball analogy before, with the bases being the underlined words. But |

want to talk about home plate which | know is crazy with the Superbowl still
fresh in everyoneds minds. By runnin
by becoming the best administrative p
taken opportunities in the workplace and through IAAP to stretch our abili-

ties and skill s. We dondt e¢awdand o hon
pop-u p s . So don6t think you have to be
Make IAAP your professional development home plate because your mem-

bership is more than just you and it
chapter. Beyond t he eNDaSpODigigiondnd vel t h
mul tiple divisions make up the Northw
i nternational association. Have you

TFatkaBdut networking opportunities! Our Division is offering us an incen-

tive to join the MN-ND -SD Division EGroup with a drawing for one lucky
participant of $100 of their annual membership whether you are currently al-
ready signed on or if you just sign up before April 15. Another incentive

award for learning and networking is an incentive award application for at-
tending the Division Annual Meeting that our chapter is hosting May 223.

Up to $250 based on your amelicati on,

continued on page 3
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President: Judy Twisk CPS/CAR phone 651.379.6547
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Vice President: Lynn Wood- phone 952.683.3318
Secretary: Angie Gillquist CAR morang@bethel.edu
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Presented by:
Robin Getman, CSP

InterACT Group

Are you serious about having fun at work? Need to lighten up? Then, be sure to attend the FebrudrgHapter meeting!
This high energy, faspaced session is jampacked with useful tips and techniques to help you develop your laugh re-
sponse and handle challenging situations with a smile.

91 081 1 findafmeéntals Bt dkow teams, improve service and increase productivity as well as proven health benefits
of laughter, laughter exercises you can use the rest of your life and humor that helps (rather than humor that hurts).

Robin Getman is a nationally recognized consultant, corporate trainer and professional speaker specializing in service that
sells, communication that connects and humor that helps. She combines over 20 years of professional experience in the
restaurant and hospitality industry with astute people skills, brilliant humor and sage wisdom. Her interactive, participa-
tory approach to workshops and seminars accelerates learning, inspires creative solutions and impassionsifranteams

and managers.

Over the years, Robin has participated in myriad customer service delivery roles including: fiioetservice, training and
development, successfully managing three prominent restaurants, director of dining operations for a Big Ten University,
national human resources director for a growing franchise and-founding and managing her own consulting and training
company.

01l AAGA AA OOOA O ETET OO AO OEEO I AAOGEIT ¢8 91 06811 AA Al OA
onstrates how to relate to customers and cevorkers with purpose, passion and personality. Nemembers and guests are
welcomez BRING A FRIEND!! You will not want to miss this v@nfE Odnd entertaining meeting.

Join Us!

5:30 pm 1 8:00 pm
Embassy Suites Bloomington
2800 American Boulevard West
Bloomington, MN 55431

Learn how the International Association of Administrative Professionals can help you enhance your success by pro-
viding opportunities for growth through education, community building, and leadership development.

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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March 19! Check out this website linlYIN -ND -SD Division Library for all the details and Good luck!

President,
Judy Twisk CPS/CAP
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The SouthWest Metro Chapter will share the proceeds
from the sale of Avon products sold at our February
meeting. More details will follow.

If you can't attend the meeting, but would like to place
an order, please contact Jean Allen at 62230019 and
mention the SouthWest Metro Chapter fund raiser.
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Call for Goodie Bag Items and Door Prize®an Meyers

SouthWest Metro is hostitige IAAP MNND -

SD 2010 Division Annuleeting in May 223.

With that said, the Goodie Bag/Door Prizes ¢
mittee needs your help. Please help us collec
goodies for this event. If your company or anc
company you have worked with is willing to d
nate some goodie bag items, we need about
for the goodie bags; or perhaps they have a ¢
prize that they would like to donate. Pleasede

Oom-
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vther
D_
120
oor
t

know. We need all of the items by the April C
ter Meeting. If that is not a possibility, please
tactme to make different arrangements
joan.meyers@idg.coifhank you in

v_9§

advance for all of your help.
Joan Meyers ,

Goodie Bags/Door Prize, Chairperf a

hap-
con-



http://community.iaap-hq.org/IAAPHQ/IAAPHQ/Resources/LibraryDocuments/Default.aspx?LibraryKey=44cdf8a5-f29f-45fe-a900-e4e9cd049a5a
mailto:joan.meyers@idq.com
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« Continuing Education
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: President Elect Jan Rice CPS
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+ Have you ever wondered if you take a class, if you will ever use that information? In preparation fc
staking the CPS exam in November 2009, we§ t 0C
v about that subject much, until we get a chance to put it into practice. | recently had the ogportunity
« t0 serve as a juror in a civil case involving breach of contract. If you ever are offered this §pportu-
? nity, please go, even if you are tempted to find a reason to be excused. It was extremely mterestlr
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I had a | ot of preconceived notions about wt
like the TV versions of cop shows, or reality TV or the movies. Granted, | served on a civilscase. |
* doubted if | would make a good juror for a criminaficagen though | consider myself Iiberal,fl
scanot abide people who steal, abuse spou:ses
oand donot take responsibility or show reomors
" there were a lot of assumptions, a distinct lack of communication, and probably some greed that v
v + tivated both parties. And the people involved were highly educated, experienced busmes§ people
¥ But they trusted us to decide how to settle their diffefeagesy of their peers!
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+ And now my pitch for continuing education! Normandale Community College Continuing Educa-

v tion Division is offering three series of Certified Professional Secretary Exam preparation glasses
? s taught by the City of the Lakes Chapter President, Brenda Shaw CB&i@Adgthis month. ¢

§The deadline for registration for the May Exam is Febrtaryydbr exams will be taken at Nor§

T mandale; this is the closest location to us in recent memory. You will have many chances3o use tr
v « principles you will learn, in your career and even in your personal life. The classes you taRe will al
' earn additional points you can use to earn a Member of Excellence award. You can find |;1format|(
oabout the classes on Normandal eds websi tve.
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Share Your Knowledge:
Renee Breiwick CPS/CAP

Have you ever wondered what F& Apply to move between panel in worksh
all the function keys are for? F Use to check spelling in worksheet

F18 L,:se to give the help of any windowsegy Apply the extend mode on the status line
ane P
P F® Use to calculate the worksheets
F2 Press Keys to edit any cell )
F1® Use to select the main menu bar
F3 Use to insert name into formula ] )
F1D Apply to insert the chart of active works
F4 Apply to repeat the previous command i
F13 Use to run Save As dialog box

F5 Apply to run Go to dialog box




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 dinner: |1AAP
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

Got to have it!

Learn Pl ansbo

Job Search,
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