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	BOARD MEETING
	PROFESSIONAL DEVELOPMENT MEETING
	TOPIC
	SPEAKER

	Sept. 1, 2010
	Sept. 15, 2010
	Conference Planning
	Gillian Nish, 

Execuserv Plus

	Oct. 6, 2010
	Oct. 20, 2010
	Leadership and Succession
	Jayne Clark

Pres. Elect WCD

	Nov. 3, 2010
	Nov. 17, 2010

Member Recruitment Night
	“Show Me the Money – What Works Best”
	Dick Larsen

Community Development Officer

Alberta Culture & Community Spirit

	Dec. 1, 2010
	Dec. 15, 2010
	Waging War: An Introduction to Interest Based Dispute Resolution
	Peter Portlock

Executive Director, LFS

	Jan. 5, 2011
	Jan. 19, 2010
	FOIP
	Kathy Wolansky

City of Lethbridge

	Feb. 2, 2011
	Feb. 16, 2011
	Power Point
	Emma Lenz

Palliser Regional Schools

	Mar. 2, 2011
	Mar. 23, 2011
	“We’ve got to stop meeting like this”
	Dawn Becker, CAP, WCD Pres.

	Apr. 6, 2011
	Apr. 19, 2011 

Admin Professional Event and Vendor Showcase
	From Administrative Assistant to Administrative Professional
	Dr. Linda Hancock

BA, BSW, M.Ed, Psy.D. 

	May 4, 2011
	May 25, 2011
	AGM  /ELECTIONS  2011 - 2012
	

	May 12 - 14, 2011  Canada Divisions’ Conference – Moncton NB

	June 1, 2011
	June 15, 2011
	Effective Social Media Use
	Susan Roberts 

E-Recruiter 

Lethbridge College

	Sept.7, 2011
	Sept. 21,2011
	LaserFiche Document Management Solutions

 “Bring Your Boss” Night
	Cyprus Group






1. You don’t have to like what you are doing to do a great job…..despite what the self-improvement gurus say. Do a great job – and then, pure human contrariness kicks in. Inexplicably, you will start to like what you are doing.

2. Intelligence and education accomplish nothing without action. There’s a critical difference between knowing how to do something and actually doing it. If you know but don’t do, hire someone to take action for you.

3. Everyone is working for him or herself. This is true for owners, employees and customers. Find a way to help them win, and you establish trust and loyalty in all of your business relationships.

4. Too many choices can interfere with making decisions. Offering more to your customers or employees isn’t always better. Keep it simple and easy for everyone to say yes.

5. Evolution is a series of successes and mistakes, particularly in marketing. The evolution of your winning strategy depends upon learning from what doesn’t work.

6. Too much of a good thing triggers the law of diminishing returns. Even if you are passionate about your work and your business, take a break. You’ll come back inspired and ready to act.

7. Trying to be perfect is a waste of time and energy. It’s just not going to happen. Relax, build on your strengths, and get help with the stuff you are just not good at. If you do find perfection, it probably won’t last for very long.

8. Problems with others are usually about us. We can’t change other people….but we can change our responses to them. Life’s too short to hang on to “being right”.

9. The best opportunities come when you’re not quite ready for them. It’s like a natural law. But remember that perfection is an illusion – we would never do anything if we waited until we were completely ready.

10. Happiness and Success are two different things. You can be happy now, no matter how you measure success. That way, you’ll know how to enjoy success when you get there. 

djwetterstrand@gmail.com


A Message from Sharron Buttler CPS CAP, International Director, Canada District















Page 1 	* Welcome           


                 


Page 2	* Guest Speaker Bio              





Page 3	* Meetings and 


	  Program Topics


	* President’s Message          


	                           


Page 4	* Article





Page 5	*.Sharron Buttler 


         CPS/CAP International 


         Director’s Message


 


Page 6	 * 2011Pathways to 


  Excellence


	* Chapter Directory


* IAAP Annual Dues 





Page 7	* About IAAP


* Important Links 


* Contact Us








Lethbridge:





The Edge





April 2011 Edition





“Walking on Sunshine”





President’s April Message


Tribute to an Administrative Professional 


She's first one in and last to leave, 


her mark is everywhere. 


But like a watchful angel, 


we seldom know she's there. 


She guards the gate, protects the boss, 


efficient through and through. 


Those binders for this afternoon? 


All set in Boardroom 2. 


Mind-reading is among her skills, 


and putting fires out. 


She juggles tasks and jumps through hoops, 


yet never one to pout. 


~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~  ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~~ ~ ~ ~~ ~ ~ ~ ~   ~ ~ ~ ~  


Business humorist Todd Hunt speaks for IAAP and other groups that want to add fun to their events and send members back to work smiling -- with tips to improve communication and success. His world's shortest email newsletter (30 seconds twice a month) is available free at � HYPERLINK "http://www.ToddHuntSpeaker.com" ��www.ToddHuntSpeaker.com�


Sheila         


President     

















�





Three hands, you see, she does possess 


and intellect well-bred. 


Plus humor, tact, diplomacy 


and eyes behind her head. 


Computer tech and referee, 


yes, party planner too. 


Committee head, Excel sheet queen - 


there's nothing she can't do. 


We've used the female pronoun, true, 


throughout this love decree, 


but sometimes (though it's rather rare), 


that admin pro's a he!  








Lethbridge Chapter of IAAP


Presents


Dr Linda Hancock�From 


Administrative Assistant to Administrative Professional








�








You will leave the From Administrative Assistant to Administrative Professional seminar with greatly improved people skills as well as powerful new techniques for reducing stress, maintaining control and projecting a more professional image.





This seminar will provide you with the tools and knowledge you will need to be more


 valuable to your boss, your organization and yourself. You will have a better understanding


 of your changing role and your manager’s expectations.


 �You will leave with valuable new techniques for developing a greater partnership with


 your boss, as well as being able to anticipate and deal proactively with the needs of your boss.��From Administrative Assistant to Administrative Professional will help you increase  your credibility as your boss’ representative.


�








Dr. Linda Hancock is a communicator! She serves as a consultant for media, writes columns for newspapers in two provinces and has released her newest book “Life is an Adventure”. 


She has earned degrees in Arts, Social Work, Education and Psychology to the Doctoral level and states that she had to spend her time and money somewhere because she doesn’t golf!


Linda has given presentations at annual meetings, fundraising dinners and community events for professionals, businesses, students and school personnel. She has also prepared and provided workshops on a number of topics for organizations.








Even if I don't reach all my goals, I've gone higher than I would have if I hadn't set any. �                                                                              -- Danielle Fotopoulis





Meetings and Programming














●●● 


"May you live every day of your life.”


   – Jonathan Swift


●●●



































"I think the key is for women not to set any limits."�   — Martina Navratilova 








Pathways To Excellence





The IAAP Pathways to Excellence Recognition Program is designed to raise your value as a career-minded administrative professional by becoming a Member of Excellence, a Chapter of Excellence, or a Division of Excellence.


The program is based on ten principles, each a fundamental part of what it means to be EXCELLENT at what you do:





Certification


Commitment


Communication


Education and Training


Fiscal Responsibility


Leadership Development Roles


Marketing/Research/Community Outreach


Programs and Participation


Recruitment and Retention


Strategic Planning





A Member of Excellence commits to being active and involved in the association.





A Chapter of Excellence pledges to be a resource for its members and to maximize the value of IAAP membership.





A Division of Excellence commits to helping its members and chapters to succeed.








MISSION STATEMENT:





Enhancing the success of career-minded administrative professionals by providing opportunities for growth through education, community building and leadership development.








VALUES:





Integrity: We demonstrate this cornerstone of our profession through honesty, accountability and high ethical standards.





Respect: We create respect within our profession and association through listening, understanding and acknowledging member feedback.





Adaptability: We ensure the success of our association by embracing positive change and by nurturing diversity, creativity and visionary thinking.





Communication: We cultivate and maintain excellence by remaining approachable at all levels, communicating openly and building strong relationships.





Commitment: We are steadfast in our goals to develop learning opportunities for career-minded administrative professionals and to strengthen efficiency and effectiveness.





ABOUT  IAAP





Lethbridge Chapter Directory





President – Sheila Finlay (� HYPERLINK "mailto:sheila@familyties.ca" �sheila@familyties.ca�)





President Elect – Tamara Sudar


�Vice President – Rosie Roth CPS


�Treasurer – Tanya Purdy-Fischer


�Secretary – Loretta Nobert


�Bylaws & Standing Rules – Beulah Sinclair CPS





Membership – Petrina Hobbs (� HYPERLINK "mailto:dpaah@telus.net" �dpaah@telus.net�)





Ways & Means – Lexie Rogers


�Facilities – Tanya Purdy-Fischer; Mary Lyn Beattie


�CPS Education – Susan Connolly CPS/CAP


�Newsletter – Sharon O’Reilly





Webmaster – Mary Lyn Beattie





Publicity – Carmen Hellawell


�Historian – Mary Wood





�





IMPORTANT LINKS








Pathways to Excellence 2010-2011 Member of Excellence


� HYPERLINK "http://pathways.iaap-hq.org/IAAPHQ/Pathways/MemberofExcellence/Default.aspx" ��http://pathways.iaap-hq.org/IAAPHQ/Pathways/MemberofExcellence/Default.aspx�





Certification


� HYPERLINK "http://pathways.iaap-hq.org/IAAPHQ/ProDev/Certification/Default.aspx" ��http://pathways.iaap-hq.org/IAAPHQ/ProDev/Certification/Default.aspx�





Membership


� HYPERLINK "http://iaap-hq.org/join" ��http://iaap-hq.org/join�





Lethbridge Website


� HYPERLINK "http://www.iaaplethbridge.com" ��http://www.iaaplethbridge.com�





WCD Website


� HYPERLINK "http://www.iaap.ca/" ��http://www.iaap.ca/�





International Website


� HYPERLINK "http://www.iaap-hq.org/" ��http://www.iaap-hq.org/�

















To the members of Canada District – 





The second half of the IAAP year is about to kick into high gear.  We had the Spring Education Forum in March in Tampa Florida, we have Administrative Professionals Week in April, the CPS/CAP exams and the Canada Divisions’ Conference (CDC) in May and the International Education Forum and Annual Meeting in July.  Interspersed, there are chapter Information Nights, division events, chapter special events…it is enough to take one’s breath away!


For the past ten years, I have enjoyed an amazing experience with this association.  When I first attended a meeting, it was more a curiosity.  I was so impressed with the women I met, their professionalism and their confidence to stand in front of a group of their peers (oh my, I could never do that)  that I just had to learn more!  Shortly after, I was nominated to be Chapter Vice President – and I was too shy to speak up and decline the invitation!  Am I ever glad I didn’t!


From Chapter Vice President, to President Elect, to two terms as Chapter President, I met so many amazing people through my participation in CDCs, division education events, chapter events, student chapter development and, of course, the members of my own chapter.  I earned the title of “Road Trip Queen” because I was always willing to travel to an event in another chapter!  Through it all, my self-confidence grew, my public speaking skills were honed and my ability to network improved – I was no longer terrified to enter a room full of people I had not met yet.


From Chapter leadership, it seemed a natural to go on to Division leadership roles.  My network expanded to encompass the other divisions and Headquarters as well as the International Board.  When I was Division President Elect, I attended the Incoming Division Presidents Conference in Kansas City, Missouri. This is a training event, funded











�








�














IAAP ANNUAL DUES (payable in U.S. funds)


Professional Dues


International - $83.00 


Division - $15.00


Chapter - $40.00


One time processing fee $15.00





Registration and renewals can be paid on-line through IAAPs Web Community.











Contact Us


To submit an article to the newsletter, please contact:


Sharon O’Reilly, Newsletter Chair at � HYPERLINK "mailto:soreilly@lfsfamily.ca" ��soreilly@lfsfamily.ca�





To ask any questions or to voice any concerns or suggestions, please contact: Sheila Finlay, Chapter President at � HYPERLINK "mailto:sheila@familyties.ca" �sheila@familyties.ca� OR � HYPERLINK "mailto:smfinlay@hotmail.com" �smfinlay@hotmail.com� 





Didn’t receive your email copy of the newsletter?  


Go online to � HYPERLINK "http://www.iaaplethbridge.com" ��www.iaaplethbridge.com� 


or 


 � HYPERLINK "http://www.iaap.ca" ��www.iahttp://community.iaap-hq.org/IAAPHQ/WesternCanada/Home/Default.aspx�  


and download a copy now.





The Edge is published the 5th of each month and distributed on the 10th of each month.





Deadline for all article submissions:  1st day of each month.





What They Can’t Teach You in Business School:


Donna Wetterstrand offers her 10,


usually correct, rules of business





�





�





�





by IAAP (i.e. at no cost to attendees – which I just put out there for your future consideration) for all PEs from across the entire organization.  I made some good friends there – and I gained even more confidence when I ran into flight problems but still managed to get myself home relatively on time and without a nervous breakdown!!


Becoming International Director, Canada District was not something I had planned, but when the opportunity presented itself, I accepted.  Am I ever glad I did!  I have met many of the wonderful members of Canada District in person, worked with two amazing International Boards of Directors and, I hope, made a difference in the future plans for IAAP.  I would not have missed these past two years for anything!


And so, my term is coming to an end.  As I reflect on where I have been, the one element that has made it all possible was accepting the nomination to be Chapter Vice President.  Chapters across IAAP are looking for members to step up to leadership roles.  I encourage everyone to think about volunteering.  Think about it hard.  And then volunteer.  In every role I have held, I have found my peers to be supportive and enthusiastic, forgiving and encouraging.  When you volunteer, you learn skills that are directly transferrable to your workplace (event planning, meeting planning, financial planning, conflict resolution, motivational skills, etc.)  


Please don’t shrink back thinking someone else can do the job, or someone else would be better than you.  Believe me, YOU can do it!  Volunteer to be a leader – you won’t be disappointed.


I look forward to seeing you at a chapter event, CDC or EFAM – definitely my favorite time of the year!





�





Sharron Buttler, CPS/CAP


International Director, Canada District








�





�
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