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SOUTHWEST METRO CHAPTER, IAAP

May 13, 2010
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5:30 pm 7 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)941 -7510 judyjillm@comcast.net
SouthWest Metro Chapter of the International Association of Administrative Professionals

(Reservations Recommended)
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i@? As a chapter member for the 2010 -2011 year!

i@;z You should consider being on a committee if you:

%@? - like to proofread (you know who you are!) - Communications or Bylaws Committees
%@E - like to analyze numbers and know there is always an answer with numbers - Auditing Committee
i@? - are social and out -going - Membership or Hospitality Committees

;gfz - are looking to hone your skills in Microsoft or Publisher - Communications Committee

- thrive in helping others succeed through education - Professional Development (CPS/CAP & Schol-

%@;Z arship) or

i@? Education (Programs) Committees
g@:z - want to learn just a little bit more about our chapter - ANY Committee!

%@:Z In survey after survey we all tell our Chapter and Division leadership that we want more networking
opportunities. Well, here you go! Opportunity is knocking, will you answer?

3

One other important point | would like to make is that | truly understand and sympathize with how

i@? busy everyone is with their personal and professional lives. IAAP is important to all of us, but not as
much as family and therefore | won't expect huge time commitments or for you to perform magic. All
| ask is for people to commit a little bit of time for the well -being of the chapter.
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|l dm so excited about the upcoming Chapter May pnnua

have to shape the future of our Chapter? Yes, we are going to vote on some bylaw changes (they will b
sent out in a separate email), print them out, make notes on how you feel about the issue, come preparg

to

vote and that process will take just a few minutes. Then on to the voting for the upcoming Board!! You I ill
have a choice between two outstanding candidates for Presiddtiect and for Vice President. You will
have a voice in our future. We may even have someone nominated from the floor! EVERY VOTE WILL
COUNT. And we need each and every member to make it happened.

At the conclusion of the voting, please take an opportunity to review the Committee sign up sheets that i
be posted and sign up for the committee of you
committees will offer you the opportunity to learn new things, grow in your chosen profession, keep up yur
certification and make new friends in the process. We offer a diverse choice of committee duties from

Community Service, Hospitality, Membership, Newsletter and Sunshine, to Ways & Means (fundraising)
must have forgotten somnfethin

and Website Administraton | 6 m sur e |

A complete description of committee duties can be found in the copy of the committee manual posted to
the website. Or you can contact the current committee chairs listed to find out about time commitments,

etc.

Please watch your email for a short survey that | will be sending out. When you take the time to particip e
in the survey, you help the new Board in planning for next year and to make sure your voice is heard. per

cho

copies of the survey wild/l be available at the [[Chapt
online. The survey will be another opportunity to have a say in the future of the Chapter. If you are ne

the Chapter, please share any ideas that you

very energizing to have some fresh ideas for fund raising, programs, or events to attend.

Usually we invite you to bring along your friends and cavorkers, but since we will not be having a speake
and the voting is closed to nofmembers, please ask them to wait to attend until the June meeting. Corl
Inskeep from the Right Staff will be speaking on Communication, followed by the installation of the new

Board of Directors.

Please note that the meeting will be then Thursday of the month, instead of the 8. And i f

registered for the 2010

|l ate even though the registration date has pa

Respectfully submitted by:

Di vi sion Annual Meeti

Jan Rice, CPS, Presiderlect, SouthWest Metro Chapter IAAP

Share Your Knowledge: : : . : f : f
Luanne Jorgenson CPS/CAP j 1 j 1 j 1 j

Did you know walking is the easiest exercis

jogging.
It conditions your heart.

You can burn almost as many calories per m

e

It fights the battle of the bulge.

It can also help fight stress and lighten depre
sion.
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SouthWest Metro Chapter, IAAP 2009 -2010 Programs

Sept. 17,2009 AiUnspoken Rules of the Officeodo *
Sue Morem, Author, Syndicated Columnist

and TV guest, Premier Presentation, Inc.
Oct. 21, 2009 Career Open House and Vendor Show

Nov. 19, 2009 iwWeat hering the Stormo *
Erin O6Hara Meyer, President, Administrativeé
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 iSkill Assessments and Learn Pl ansbo
Benchmark Learning
Sout hWest Metr BAnGivemsayt er 6s 5

Feb. 18, 2010 AiLaugh for the Health of [|to *
Robin Getman, InterAct Group

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

Apr . 15, 2010 iwhat 6s New in Todayds Job Search,
Careero *
Joanne Meehl, Career Coach and Author
Joanne Meehl Career Services

May 13, 2010 Chapter Annual Meeting/Election of Officers

Jun. 17, 2010 ACommunicationodo *
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, Ply-
mouth, 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 at janice.rice@usbank.com _ or Char Wilkin-
son CPS at ca.wilkinson@comcast.net _ or visit www.iaap -swmetro.org _for the most current event schedule; these pro-
grams may be subject to change.
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SouthWest Metro Chapter

2010-2011 Officer Candidacy Bio Form

BIOGRAPHY FOR Angie Gillquist, CAP
CANDIDATE FOR OFFICE OF President Elect
MEMBER OF IAAP = BBINCE 2007

Elections will take place at the Southwest Metro Chapter meeting on May 13, 2010.
1. Please list the committee positions and/or offices you have held or currently hold in any chapter of IAAPE 3

Certification Committee Chair 7 20081 2009
Secretary i 200971 2010

2. List any Minnesota-North Dakota-South Dakota Division activities and /or International activities you have been
a part of (i.e. division committees, division and international conventions you have attended, etc.).

EFAM 2009 i Minneapolis, MN

3. Briefly explain why IAAPE is important to you and why you would like to be an officer.

I have found that, over the 3 years | have been a part of
hoped, and | havendédt gotten what | had planned out of it.
office of President -Elect. The only way to truly get what you want out of an organization or situation is to

take control and vocalize the change you wish to see. | would love to see the SouthWest Metro Chapter

turn in to something that is useful for people in the workplace today, and that helps professionals balance

work and life by teaching skills that help us to be more efficient and useful in our careers.

All candidates for office will have the opportunity to make a brief oral presentation (2 minutes) at the May 13, 2010
meeting before voting takes place. This is entirely optional. Do you wish to make a presentation?
X __Yes No
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SouthWest Metro Chapter

2010-2011 Officer Candidacy Bio Form

BIOGRAPHY FOR Sandy Menning -Glavan
CANDIDATE FOR OFFICE OF President Elect
MEMBER OF IAAP E JBINCE 9-1-2005

Elections will take place at the Southwest Metro Chapter meeting on May 13, 2010.

1. Please list the committee positions and/or offices you have held or currently hold in any chapter of IAAPE 3
Membership, Programs and Ways and Means all in SouthWest Metro Chapter

2. List any Minnesota-North Dakota-South Dakota Division activities and /or International activities you have been
a part of (i.e. division committees, division and international conventions you have attended, etc.).

Division Annual Meeting 2010 Registration Committee member. Attended Division Annual Meeting in 2006.

3. Briefly explain why IAAPE is important to you and why you would like to be an officer.

IAAP has given me an opportunity to meet people who share similar career aspirations and experiences. |
also appreciate the educational opportunities either at Chapter meetings or the more formal aspects of the
Certification program.

Volunteers are necessary to keep the chapter running.
time to step into a larger role.

All candidates for office will have the opportunity to make a brief oral presentation (2 minutes) at the May 13, 2010
meeting before voting takes place. This is entirely optional. Do you wish to make a presentation?
X _ Yes No

(@))



Page 7

SouthWest Metro Chapter

2010-2011 Officer Candidacy Bio Form

BIOGRAPHY FOR Lisa Keenan
CANDIDATE FOR OFFICE OF Vice President
MEMBER OF IAAP = SINCE 2004

Elections will take place at the Southwest Metro Chapter meeting on May 13, 2010.
1. Please list the committee positions and/or offices you have held or currently hold in any chapter of IAAPE 3

2005/2006 Hospitality Committee

2006/2007 Hospitality Committee

2007/2008 Vice President

2008/2009 Chairperson for Community Services
2009/2010 Chairperson for Community Services

2. List any Minnesota-North Dakota-South Dakota Division activities and /or International activities you have been
a part of (i.e. division committees, division and international conventions you have attended, etc.).

MN-ND-SD DIVISION ANNUAL MEETINGS:
May 19-21, 2006 in Bloomington, Minnesota
October 5 -7, 2007 in Brooklyn Park, Minnesota
May 18-20, 2007 in Fargo, North Dakota

May 16-17, 2008 in St. Louis Park, Minnesota
May 15-17, 2009 in Rochester, Minnesota

May 21-23, 2010 in Bloomington, MN

3. Briefly explain why IAAPE is important to you and why you would like to be an officer.

By continuously attending seminars, taking typing times, computer courses, and joining IAAP and Toast

Masters will improve quality and customer satisfaction, and save my company money. | have strong peo-

ple skills. By becoming active in IAAP, it has enabled me to solve problems, develop leadership, quality,

improve public speaking skills, learn to measure and take acceptable risks, and learn from the pros.

SouthWest Metro Chapter will be hosting the MN ~ -ND-SD Division Annual Meeting in May, 2010. | will be
participating as greeter, pager during business meetings,
as vice president of my Chapter, | will lead the chapter members to new ideas, help assist the president -

elect and president from over -whelming responsibilities, and challenge myself to new duties.

All candidates for office will have the opportunity to make a brief oral presentation (2 minutes) at the May 13, 2010
meeting before voting takes place. This is entirely optional. Do you wish to make a presentation?
_X_Yes No



Page 8

SouthWest Metro Chapter

2010-2011 Officer Candidacy Bio Form

BIOGRAPHY FOR Joanne Johnson
CANDIDATE FOR OFFICE OF Vice President
MEMBER OF IAAP = BINCE 2/1/08

Elections will take place at the Southwest Metro Chapter meeting on May 13, 2010.

1. Please list the committee positions and/or offices you have held or currently hold in any chapter of IAAPE 3

2. List any Minnesota-North Dakota-South Dakota Division activities and /or International activities you have been a
part of (i.e. division committees, division and international conventions you have attended, etc.).

Member: Goodie Bag Committee 1 2010 Division Meeting
Time Keeper: 2010 Division Meeting

3. Briefly explain why IAAPE is important to you and why you would like to be an officer.

IAAP has given me an opportunity to explore the many aspects of being an administrative professional.
Passing the CAP exam gave me confidence in the skills | have and attending the monthly meetings is a
great way to increase my knowledge and keep my skills up to date. | want to become more involved in our
chapter. | look forward to our meetings and the chance to interact with others. | have been in the adminis-
trative field for over 35 years and have seen many changes. | want to help our chapter meet the challenges
of today and tomorrow.

All candidates for office will have the opportunity to make a brief oral presentation (2 minutes) at the May 13, 2010
meeting before voting takes place. This is entirely optional. Do you wish to make a presentation?
X__Yes No
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SouthWest Metro Chapter

2010-2011 Officer Candidacy Bio Form

BIOGRAPHY FOR Marian Luft
CANDIDATE FOR OFFICE OF Secretary
MEMBER OF IAAP £ SBINCE 2005

Elections will take place at the Southwest Metro Chapter meeting on May 13, 2010.
1. Please list the committee positions and/or offices you have held or currently hold in any chapter of IAAPE 3

Working with Sandy Menning -Galvin on Ways & Means

2. List any Minnesota-North Dakota-South Dakota Division activities and /or International activities you have been
a part of (i.e. division committees, division and international conventions you have attended, etc.).

None
3. Briefly explain why IAAPE is important to you and why you would like to be an officer.

The IAAP has a professional presence in the marketplace. Employers value the affiliation, and
prospective employers are beginning to make the IAAP connection for candidates to fill
administrative positions. An example would be the employer who made the IAAP connection
after extremely disappointing search results. He stated that he received much higher

skilled and experienced candidates and found the right person among them.

| am proud of my profession and believe that the executive and administrative assistants add
value to the company as well as the executives and staff we support. Technology has changed
for the better our responsibilities and the how and why of what we do. We have more than
exceeded expectations in learning to use computers and software applications and in applying
them in our work. What we do makes a difference.

| really enjoy being a member of the SW Metro Chapter and get a lot out of the meetings, but most
i mportantly | enjoy the people here. I began to want mor
I looked at what | have enjoyed doing and where | might be able to use my skills and experience.

Preparing minutes of our IAAP meetings accurately and timely is a very important function.

Note taking is something | enjoy and do well. | have taken notes at many management meetings,
finalized and distributed them and received many compliments, especially from the executive
who no longer had to write them.

All candidates for office will have the opportunity to make a brief oral presentation (2 minutes) at the May 13, 2010
meeting before voting takes place. This is entirely optional. Do you wish to make a presentation?
_ X__ Yes No
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SouthWest Metro Chapter

2010-2011 Officer Candidacy Bio Form

BIOGRAPHY FOR Marvel Thorne
CANDIDATE FOR OFFICE OF Treasurer
MEMBER OF IAAP = SINCE 1980

Elections will take place at the Southwest Metro Chapter meeting on May 13, 2010.
1. Please list the committee positions and/or offices you have held or currently hold in any chapter of IAAPE 3
Director at Large 1 TC West Chapter
Treasurer T SW Metro 2009-2010
Chaired 7 Ways and Means
Scholarship

Served on number of various committees over the years.

2. List any Minnesota-North Dakota-South Dakota Division activities and /or International activities you have been
a part of (i.e. division committees, division and international conventions you have attended, etc.).

Attended 2008 Division Meeting and one International Convention
3. Briefly explain why IAAPE is important to you and why you would like to be an officer.
IAAP has helped me grow in my profession by increasing my knowledge and skills and giving me mor

confidence in public speaking. | believe by being involved as an officer not only gives back to the chapter
but allows me to get more out of my IAAP membership.

All candidates for office will have the opportunity to make a brief oral presentation (2 minutes) at the May 13, 2010
meeting before voting takes place. This is entirely optional. Do you wish to make a presentation?
Yes X _ No



UPCOMING EVENTS

May 13 i SWM Chapter Annual Meeting

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

**May 21-23 17 2010 Division Annual Meeting (Hosted
by the SWM Chapter)**

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

May 31 -- HAPPY MEMORIAL DAY

June 10 i SWM Joint Board Meeting
Davanni 6s, "St@et,Richiield, MNG

June 17 i SWM Chapter Meeting

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

July 18 -21 7 International Education Forum and An-
nual Meeting

Boston, MA
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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 CPS

Certification: Chair: Nancy Janicki CPS/CAP; Mem-
ber: Erin Duncan CPS/CAP

Community Service:  Chair: Lisa Keenan; Members:

Open

Historian: Chair: Jean Allen

Hospitality:  Chair: Judy McCallion; Member: Joan
Meyers CAP

Membership: Chair: Kathy Hengel CPS/ CAP; Mem-
bers: 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)

Career Open House and Vendor Show:
Wood;

Members: Char Wilkinson CPS, Marvel Thorne, Gloria
Oveson CPS/CAP, Judy McCallion

Chair: Lynn

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

Public Relations:  Chair: Lynn Wood; Members: Open
Sunshine: Chair: Dar Numan-Fortier; Members: Open

Ways and Means: Chair: Sandy Menning-Glavan;
Member: Marian Luft CPS

Website: Chair: Gloria Oveson CPS/CAP; Members:
Open
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MN-ND-SD DIVISION ANNUAL MEETING

FRIDAY, MAY 21,2010
Michael Foley

— Program Speaker

| c
N\f “The Power of Engagement”
L /]

In this very engaging and humoroustalk, Michael will discuss thekeys
to differentiating yourselfin themarketplace: be credible, accountable,
mindful, and do morethan expected. Thenumber one obstacle to
achieving all that you desirein work andlife is... YOU! The good news
18 YOU also holdthe keys to your success. So the questionis, “What are
YOU willing to do about it?” For those that want to soar high andfar,
they must realize that this does not happen by accident, but rather,
through deliberate andintelligent effort.

SATURDAY, MAY 22, 2010
Chez Raginiak

Certification Lunch Speaker
“What’s In Your Wheelbarrow?”

Chez will motivateyouto examine what you pushin your
wheelbarrow through life. You will learn to malke effective
changes to assurethatyourlife (personal and professional)is filled
withitems that help you livethemost fulfilling life

SUNDAY, MAY 23, 2010

Mary Ramsay-Drow, CPS/CAP
Educational Program and
International Update

Presenting: “Power of Commitment:
Get Connected!”

Mary Ramsey-Drows, CPS/CAP FROM Qak Creek, Wl is IAAP's President Elect for
the coming year and also serves on the 2009-2010 Board of Directors.

Please use the link on the SouthWest Metro website for online reservations and instructions or call di
rectly. 28004654329 and reference GROUP CODE: IAAP to get the discounted rate for the MMD -
SD Division Annual Meeting. May 2423, 2010 at the Holiday Inn and Suites in Bloomington, MN.

The SouthWest Metro website iswww.iaap-swmetro.org - Then click on the Happenings tab

If you require any assistance such as a double smoking suite, early arrival, late departure or somethir
not shown on the link, contact Nancy Solinger, Sr Sales Direcibnsolinger@hisuitesmsp.com and pro-
vide your phone number. Nancy will have their #khouse reservations contact you.

Please book your room by Thursday, April 29, 2010 to get the IAAP group rate.

g



