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The mission statement of IAAP is, òEnhancing the success of career-minded 
administrative professionals by providing opportunities for growth through 
education, community building and leadership development.ó  Iõve used the 
baseball analogy before, with the bases being the underlined words.  But I 
want to talk about home plate which I know is crazy with the Superbowl still 
fresh in everyoneõs minds.  By running the bases we make it to home plate 
by becoming the best administrative professional we can be because weõve 
taken opportunities in the workplace and through IAAP to stretch our abili-
ties and skills.  We donõt get to home plate without errors, strike-outs, and 
pop-ups.  So donõt think you have to be perfect to step up to the plate. 

Make IAAP your professional development home plate because your mem-

bership is more than just you and itõs more than just your membership in the 

chapter.  Beyond the chapter level thereõs our MN-ND -SD Division and 

multiple divisions make up the Northwest District and from there itõs a truly 

international association.  Have you checked out IAAPõs web community? 

Talk about 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 21-23. 

Up to $250 based on your application, whether youõre a first-time  
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Ȱ,ÁÕÇÈ ÆÏÒ ÔÈÅ (ÅÁÌÔÈ ÏÆ )Ôȱ 

 ɉ#ÅÌÅÂÒÁÔÉÎÇ 7ÏÍÅÎȭÓ (ÅÁÌÔÈ -ÏÎÔÈɊ 

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 February 18th chapter meeting! 
This high energy, fast-paced session is jam-packed with useful tips and techniques to help you develop your laugh re-
sponse and handle challenging situations with a smile. 
 

9ÏÕȭÌÌ ÌÅÁÒÎ ÔÈÅ fundamentals that grow 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 impassions front-line teams 
and managers.  
 

Over the years, Robin has participated in myriad customer service delivery roles including: front-line service, 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 co-founding and managing her own consulting and training 
company.  
 

0ÌÅÁÓÅ ÂÅ ÓÕÒÅ ÔÏ ÊÏÉÎ ÕÓ ÁÔ ÔÈÉÓ ÍÅÅÔÉÎÇȢ 9ÏÕȭÌÌ ÂÅ ÅÎÔÅÒÔÁÉÎÅÄȟ ÉÎÆÏÒÍÅÄ ÁÎÄ ÉÎÓÐÉÒÅÄȢ #ÏÍÅ ÌÁÕÇÈ ÁÎÄ ÌÅÁÒÎ ÁÓ 2ÏÂÉÎ ÄÅÍȤ
onstrates how to relate to customers and co-workers with purpose, passion and personality. Non-members and guests are 
welcome ɀ BRING A FRIEND!!  You will not want to miss this very ȰÆÕÎȱ and entertaining meeting.  

 

Join Us! 

5:30 pm ï 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)941-7510   judyjillm@comcast.net 

SouthWest Metro Chapter of the International Association of Administrative Professionals  

(Reservations Recommended)  
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From Our President  - conôt from page 1 

Call for Goodie Bag Items and Door Prizes  Joan Meyers 

attendee or if youõve been able to attend a Division Annual Meeting in the past.  That Deadline is 
March 19!  Check out this website link MN -ND -SD Division Library  for all the details and Good luck! 
 

President, 

Judy Twisk CPS/CAP 

 

know. We need all of the items by the April Chap-
ter Meeting. If that is not a possibility, please con-
tact me to make different arrangements - 
joan.meyers@idq.com. Thank you in 
advance for all of your help. 
 
Joan Meyers 
Goodie Bags/Door Prize, Chairperson  

 

SouthWest Metro is hosting the IAAP MN-ND-
SD 2010 Division Annual Meeting in May 21-23. 
With that said, the Goodie Bag/Door Prizes com-
mittee needs your help. Please help us collect 
goodies for this event. If your company or another 
company you have worked with is willing to do-
nate some goodie bag items, we need about 120 
for the goodie bags; or perhaps they have a door 
prize that they would like to donate. Please let me 
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Ways & Means  Sandy Menning-Glavan 

________________________________________________________________________________________________________________________________________________ 

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 612-789-0019 and 
mention the SouthWest Metro Chapter fund raiser.  

Happy Birthday !  

Jan Rice CPS  

http://community.iaap-hq.org/IAAPHQ/IAAPHQ/Resources/LibraryDocuments/Default.aspx?LibraryKey=44cdf8a5-f29f-45fe-a900-e4e9cd049a5a
mailto:joan.meyers@idq.com


Continuing Education 

President Elect Jan Rice CPS 

Share Your Knowledge:   

Renee Breiwick CPS/CAP 

 

Have you ever wondered if you take a class, if you will ever use that information?  In preparation for 
taking the CPS exam in November 2009, we took a section on Business Law.  Most of us donõt think 
about that subject much, until we get a chance to put it into practice.  I recently had the opportunity 
to serve as a juror in a civil case involving breach of contract.  If you ever are offered this opportu-
nity, please go, even if you are tempted to find a reason to be excused.  It was extremely interesting 
and educational. 

 

I had a lot of preconceived notions about what it was going to be like.  Number ONE, itõs nothing 
like the TV versions of cop shows, or reality TV or the movies. Granted, I served on a civil case. I 
doubted if I would make a good juror for a criminal caseñeven though I consider myself liberal, I 
canõt abide people who steal, abuse spouses or children, or bend the law to fit their circumstances 
and donõt take responsibility or show remorse.  But in hearing the case, I noticed immediately that 
there were a lot of assumptions, a distinct lack of communication, and probably some greed that mo-
tivated both parties.  And the people involved were highly educated, experienced business people.  
But they trusted us to decide how to settle their differencesña jury of their peers! 

 

And now my pitch for continuing education!  Normandale Community College Continuing Educa-
tion Division is offering three series of Certified Professional Secretary Exam preparation classes 
taught by the City of the Lakes Chapter President, Brenda Shaw CPS/CAP, starting this month.  
The deadline for registration for the May Exam is February 15th.  Your exams will be taken at Nor-
mandale; this is the closest location to us in recent memory. You will have many chances to use the 
principles you will learn, in your career and even in your personal life.  The classes you take will also 
earn additional points you can use to earn a Member of Excellence award.  You can find information 
about the classes on Normandaleõs website. 

 

F6ðApply to move between panel in worksheet 

F7ðUse to check spelling in worksheet 

F8ðApply the extend mode on the status line 

F9ðUse to calculate the worksheets 

F10ðUse to select the main menu bar 

F11ðApply to insert the chart of active worksheet 

F12ðUse to run Save As dialog box 

Have you ever wondered what 

all the function keys are for?  

F1ðUse to give the help of any windows 

panel    

F2ðPress Keys to edit any cell 

F3ðUse to insert name into formula 

F4ðApply to repeat the previous command  

F5ðApply to run Go to dialog box 
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SouthWest Metro Chapter, IAAP 2009 -2010 Programs  
 

Sept. 17, 2009  ñUnspoken Rules of the Officeò * 

    Sue Morem, Author, Syndicated Columnist 

                            and TV guest, Premier Presentation, Inc. 
 

Oct.  21, 2009  Career Open House and Vendor Show  
 

Nov. 19, 2009   ñWeathering the Stormò * 

                            Erin OôHara Meyer, President, Administrative Excellence 

  Silent Auction  
 

Dec. 8, 2009   Metro Lakes Council Holiday Joint  Event  

                            Hosted by the TwinCities West Chapter 

                            Radisson Inn and Conference Center ï Plymouth, MN   
                                 

Jan. 21, 2010   ñSkill Assessments and Learn Plansò * 

                           Benchmark Learning 

  SouthWest Metro Chapterôs 5
th

 Anniversary   
 

Feb. 18, 2010   ñLaugh for the Health of Itò * 

                           Robin Getman, InterAct Group 
                                 

Mar. 18, 2010   ñClutter Controlò * 

                            Sheila Galligan, Owner/Consultant,  

                            Clutter Control MN, LLC           
 

Apr. 15, 2010    ñWhatôs New in Todayôs Job Search, and How It Affects Your   

                               Careerò * 

                            Joanne Meehl, Career Coach and Author 

                            Joanne Meehl Career Services 
 

May 13, 2010    Chapter Annual Meeting/Election  of Officers  
 

Jun. 17, 2010   ñCommunicationò * 

                             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:  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  

  

Got to have it!  

mailto:janice.rice@usbank.com
mailto:ca.wilkinson@comcast.net
http://www.iaap-swmetro.org

