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Winona Esposito
CPS

President’s Message
By Winona Esposito CPS— IAAP LWE President

On March 17, St. Patrick’s
Day, the Lake Washington
East Chapter had the honor
of hosting the Seattle Chapter
for our Annual Joint Meeting
and what a wonderful meeting
we had! Thank you to our
sister Seattle Chapter
attendees. There was a lot of
networking, chatting and
laughter. Thinking about the
“Green” Debbie Whitlock,
President of Sound Financial
Partners gave an excellent
presentation on “A Woman’s
Financial Journey to
Independence” and as the
only male attendee, Richard
was a good sport as we
adjusted our topic to
accommodate all. Again
thanks to each of you for
attending and adding to a
successful meeting!

April is upon us and soon our
Administrative Professionals
Day event day will be here.
Plans are well on their way,
and | really want to encourage
each and every one of you to
remember to take time to
remember that this day is all
about “us”. Remember that
this is our chosen career and
not just a job. Shine as you
go through your daily duties
and show your professionalism
as you move day by day
developing yourselves to be
the ultimate assistant.

With the current economic
downturn, administrative
professionals are increasing
their workload and expanding
their roles as office
staffs are downsized.

“A survey conducted by the
International Association of
Administrative Professionals
(IAAP) found that 40 percent
have seen support staff in
their companies decrease
over the last three years. At
the same time, nearly half of
those surveyed (48 percent)
said that their workload has
increased. According to
TIAAP, the office professional’s
role continues to expand during
the economic downturn. Not
only are administrators the
ones in the office taking on
more work, but also
shouldering more complex
duties and responsibilities. ”

“There’s a tendency not to
cut job duties when companies
are downsizing, but rather to
transfer these functions over
to workers who are
multi-talented,” said Susan
Fenner, Ph.D, education
manager at TAAP. “Those
people are administrative
professionals.”

Growing Roles of Admins
Administrative professionals
and secretaries are adaptable

— The Eastsider i

POWER

Commitment

Lake Washington East Chapter

in today’s changing office
environment and are able to
take on higher-level projects.
Over the last decade admin
job responsibilities have
increased to include many of
the duties traditionally done
by mid-level managers.
Companies fill the gaps in
staffing with administrative
professionals, who are able
to juggle multiple roles in
the office.

“Administrative professionals
are no longer simply answering
phones and handling
correspondence,” said
IAAP President Barb Horton
CAP. “Admins of today are
buying software, learning
how to use it and training
the management. In addition,
our latest survey shows that
admins are branching out
into non-traditional roles
including budget analysis,
research, project management
and internal communications.”

http://www.iaap-hqg.org/

newsroom/pressreleases/
adminstakingmore.html

Winona
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IAAP Lake Washington East
Administrative Professionals Day Celebration Information

Location
Courtyard by Marriott
11010 NE 8th St.
Bellevue, WA 98004

Schedule of Events

5:30 p.m.—Check-in,
Networking & Introductions
550 p.m.—Program begins
6:15 p.m.— Guest Speaker
This program qualifies for
recertification points.

RSVP to
Jacqueline Petrick CPS

Reservation Deadline
Tuesday, April 13,2010

This is a Pre-Pay event.
No registrations accepted
after April 19, 2010.

Menu
New York Grilled Steak—
with Merlot demi-glacé.

OR

Sautéed Breast of Chicken—
with lemon thyme cream sauce

OR

Vegetarian Option
Eggplant Parmesan—on a
bed of wilted greens

Dessert
Chocolate Avalanche Cake

Drinks
Starbudks regular and decaffeinated
coffee, assorted Tazo Teas

Cost
$45.00 IAAP-LWE Members with
RSVP
$50.00Non-Members, Guests
$55.00 Late registrations—
(after April 13-19)
No registrations accepted
after April 19, 2010.

Administrative Professionals Week: April 18-24, 2010
Administrative Professionals Day: Wednesday, April 21, 2010

CERTIFICATION:

Certified Professional Secretary (CPS)

Certified Administrative Professional (CAP)
Exam Date: Nov 5-6, 2010 Deadline Application Date: August 15, 2010
Exam Dates-Deadlines-Application Packets:
http://www.iaap-hg.org/prodev/certification/exams.html
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Administrative Professionals Day
Submitted by Winona Esposito, CPS

Administrative Professionals
Day (formerly known as
Secretary's Day) is an unofficial
secular holiday observed in the
United States on the Wednesday
of the last full week of April to
recognize the work of secretaries,

administrative assistants,
receptionists, and other
administrative support

professionals. Administrative
Professionals Day highlights the
important role of administrative
professionals in all sectors of
the modern economy worldwide.

During World War I, there was
an increased need for skilled
administrative personnel,
particularly in the United
States. The National Secretaries
Association was formed to
recognize the contributions of
secretaries and other administrative
personnel to the economy, to
support their personal development
and to help attract people to
administrative careers in the
field. The association's name
was changed to Professional
Secretaries International in
1981 and, finally, the International
Association of Administrative
Professionals (IAAP) in 1998.

These changes in name reflected
the changing nature of the tasks,
gualifications and responsibilities
of the members of the organization.
IAAP now has an international
orientation and continues to
provide education and training
and set standards of excellence
recognized by the business
community on a global perspective.
The organization's vision is "to
inspire and -equip all
administrative professionals
to attain excellence".

The first National Secretaries
Week was organized in 1952 in
conjunction with the United
States Department of Commerce
and various office supply and
equipment manufacturers. The
Wednesday of that week became
known as National Secretaries
Day. As the organization gained
international recognition, the
events became known as
Professional Secretaries
Week® and Professional Secretaries
Day®. In 2000, IAAP announced
that names of the week and the
day were changed to Administrative
Professionals Week and Administrative
Professionals Day to keep pace
with changing job titles and
expanding responsibilities of the
modern administrative
workforce. Many work
environments across the world
observe this event.

The official period of celebration
was first proclaimed by U.S.
Secretary of Commerce Charles
Sawyer as "National Secretaries

Q%LW@ ,@5%

Week," which was held June 1-7
in 1952, with Wednesday, June 4,
1952 designated National
Secretaries Day. The first
Secretaries' Day was sponsored
by the National Secretaries
Association with the support
corporate groups.

Since 1952, the International
Association of Administrative
Professionals has honored office
workers by sponsoring Administrative
Professionals Week. Today, it is
one of the largest workplace
observances outside of employee
birthdays and major holidays.

In 1955, the observance date of
National Secretaries Week was
moved to the last full week of
April. The name was changed to
Professional Secretaries Week in
1981, and became Administrative
Professionals Week in 2000 to
encompass the expanding
responsibilities and wide-ranging
job titles of administrative
support staff.

Over the years, Administrative
Professionals Week has become
one of the largest workplace
observances. The eventis celebrated
worldwide through community
events, social gatherings, and
individual corporate activities
recognizing support staff with
gifts. In the United States, the
day is often celebrated by
giving one's assistant gifts such

(Continued on page 5)



Administrative Professionals Day

Continued

(Continued from page 4)

as flowers, candy, trinkets,
lunch at a restaurant, or time
off. The IAAP suggests that
employers support the holiday
by providing training opportunities
for their administrative staff
through continuing education, self
-study materials, or seminars.

Administrative Professionals
Day is a registered trademark.
The registrant is the International
Association of Administrative
Professionals.

The International Association
of Administrative Professionals
(IAAP) was formed in Kansas
City, Missouri in 1942. At that
time, the organization was
known as the National Secretaries
Association. The name of the
organization was changed in
1982 to "Professional Secretaries
International” and in 1998 to
"International Association of
Administrative Professionals."
It is not a trade union for
secretaries, but a non-profit,
professional networking and
educational organization. Currently,
there are 600 chapters with
40,000 members and affiliates
all over the world.

The purpose of IAAP is to recognize
excellence, set standards, and
provide educational, networking,
and professional development
opportunities for those pursuing
careers in the office administration
field. Membership was initially
offered only to those who held

the title "secretary" and had
worked in the position for a
specified number of years, but
now its membership includes
people with a diversity of office
and administrative support job
titles, as well as various levels of
experience.

IAAP developed a standardized
test for office workers called the
Certified Professional Secretary
Examination (CPS). This test
was first administered in 1951.
There is also a certification test
called the Certified Administrative
Professional (CAP).

In 1952, Mary Barrett,
then-president of the National
Secretaries Association, C. King
Woodbridge, president of Dictaphone
Corporation, and American
businessman Harry F. Klemfuss
created a special Secretary’s Day
recognition, to acknowledge the
hard work of the women in the
office. The event caught on, and
during the fourth week of April
the holiday is now celebrated in
offices all over the world. In
2000, the event was renamed
"Administrative Professionals
Week" to recognize people working
in the administrative support
field with other job titles such as
receptionist, office manager,
executive assistant, administrative
coordinator, or administrative
assistant. Inside the Boeing
Company there are seventeen
different jobs that fall under the
Business Services (BS) job family.

The organization publishes a

bimonthly professional journal
for its members entitled the
Office Pro. They also publish a
how-to manual entitled /AAP
Complete Office Handbook.
Each year, the organization
hosts an international convention,
and several regional conventions
and seminars. The organization
also owns and administers the
only retirement community for
administrative professionals. It
is named Vista Grande and it is
located near Albuquerque, New
Mexico.

In 2010 Administrative Professionals
Week (APW) is April 18-24 with
Administrative Professionals
Day on Wednesday, April 21.

The Administrative Professionals
Week theme for 2010 is Power
of Commitment. Power of
Commitment encompasses
everything about administrative
professionals and their values.
As administrators show
commitment in all their work,
they fully contribute to the
workplace.

PIIEI

2009 - 2010
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Schedule of Events

» April 7—Board Meeting

Office Team
13920 SE Eastgate Way
Suite 420
Bellevue, WA 98005
5:30-7:30 PM

» April 21—APD* Event
Downtown Bellevue Courtyard
by Marriott
11010 NE 8th St.
Bellevue, WA 98004

" o O o ]

» May 5—Board Meeting

Office Team
13920 SE Eastgate Way
Suite 420
Bellevue, WA 98005
5:30-7:30 PM

» May 7-8—CPS/CAP Testing

» May 19—LWE Chapter Meeting &
Election of Officers
Coast Bellevue Hotel
625 116th Ave. NE
Bellevue, WA 98004

» May 21-23 WA-AK Division
Annual Meeting

" o o o ]

» June 2—Board Meeting

Office Team
13920 SE Eastgate Way
Suite 420
Bellevue, WA 98005
5:30-7:30 PM

» June 16—LWE Chapter Meeting &
Installation of Officers
Coast Bellevue Hotel
625 116th Ave. NE
Bellevue, WA 98004

» June 19—Leadership Workshop
Eastside Baha’i Center
16007 NE 8th St
Bellevue, WA
8:00-12:00 noon

" o0 O o o]

*APD=Administrative Professional Day
LWE=Lake Washington East

L Pages]

IAAP Professional Education Conference
This conference is designed especially for admins and will provide attendees
with all the knowledge, skills, and attitudes they need to fit in with their
executive teammates and the credibility and confidence they need to stand
out from the c mexiwdnferexe March 8-10j 2819 at
the Grand Sierra Resort in Reno, Nevada.
Registration Link: IAAP Spring Professional Education Conference Online Registration

International Education Forum and Annual Meeting
July 18-21, 2010 at Hynes Convention Center, Boston, Massachusetts.
This event offers more than 50 education workshops focusing on topics from
management skills to leadership development.

April 2010

Sun | Mon | Tue | Wed | Thu Fri Sat
1 2 3
4 5 6 9 10
11 12 13 16 17
18 19 20 23 24
25 26 27 30
May 2010
Sun | Mon | Tue | Wed | Thu Fri Sat
1
9 10 11 12 13 14 15
-24 25 |26 |27 |28 |29
30 31

he


Professional%20Education%20Conference
http://www.iaap-hq.org/events/pec/registration.html

Volume 34, Issue 8

= I

2009-2010 Lake Washington East Chapter Officers

President

Winona Esposito CPS
Contact information:
425-965-2695
winona.d.esposito@boeing.com

President-Elect
Pat Lintho

Contact information:

360-830-4002
pat.lintho@gmail.com

Vice President
Betty Amundson CPS/CAP
Contact information:

425-256-6346
betty.amundson@symetra.com

Secretary
Mira Salisbury
Contact information:
425-941-3744
perin36@hotmail.com

Treasurer

Sandy Davis
Contact information:
425-705-8884

sandrada@microsoft.com

2009-2010 Washington-Alaska Division Officers

Washington-Alaska Division Home Page

President Linda Cook CAP

linda.m.cook@boeing.com

Seatac, WA

PresidentElect Angela Amaya

asamaya@snopud.com

Everett, WA

Vice President Rose Davis

rdavis@energynorthwest.com

Kennewick, WA

Secretary Gisela Young CAP gyoung@uskh.com Fairbanks, AK
Celine Landauer Allen

Treasurer CPS/CAP clandauerallen@comcast.net Mt. Vernon, WA

Immediate Past President | Pam Clark Hamilton pam.hamilton@wwu.edu Bellingham, WA

International Director, Valerie S. King . .

Northwest District CPS/CAP vking@iaap-hg.org Rochester, MN
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Committee On Nominations

Bonnie Weyhing-Chair

In accordance with the IAAP®  Lake Washington
East Chapter Bylaws & Standing Rules:

“SECTION 2. QUALIFICATIONS

A. Candidates for office shall be a
Professional or Professional-Merited
Member, shall have participated in
IAAP for at least one year and have
served as a committee chairman prior to
nomination.

B. A candidate for the office of President-
elect shall have preferably served as an
officer of this chapter prior to nomination.

C. No member shall hold more than one
Chapter office at a time.

D. Former officers may serve a nonconsecutive
term.

SECTION 5. DUTIES

Chapter Officers shall be obligated to
uphold and represent the interests of
IAAP and the profession as a whole.
Each of the following officers shall

President
Patricia L. Lintho

Since joining IAAP in December 1997 Pat
has have served in the following committees
and offices in the Lake Washington East
Chapter: Chapter Program Chair
1998, President-Elect 1999-2000,
President 2000-2001, Membership
Chair 2001-2004. She has served as
an IAAP Washington-Alaska Division
Officer from 2003 to 2007 as Treasurer,
President-Elect, and President. She has
also served as Treasurer and Membership
Chair of Employees Activity Association for
Bechtel National, Inc.

perform other duties incidental to their
office or as maybe assigned by the Executive
Council or the Chapter or the
Parliamentary Authority adopted by
TIAAP.”

We encourage you to join a great team
next year!

A person may choose to run from the
floor on election day if he/she is qualified.
The Committee on Nominations
should be notified at least an hour
before an election so that the candidate
gualifications can be verified.

Committee on Nominations: Bonnie Weyhing,
Betty Amundson CPS/CAP, Judy Simon

If you have questions, you may reach
Bonnie Weyhing:
206-409-1766
Bonweyh@yahoo.com

Pat and her daughter Colleen live in
Seabeck, Washington in their new home
they just finished building this past
fall. Pat’s home is on 2 acres where she
raises horses and dogs. In her spare time
Pat enjoys quilting, plus she has a 1962
Chevy Nova drag race car.

Pat enjoys being a member of the Lake
Washington East Chapter and really
appreciates the support and knowledge
she has been given over the past few years
participating at all levels of the organization.

As President-Elect, Pat Lintho automatically
succeeds to the office of President.


mailto:Bonweyh@yahoo.com

Candidate for Treasurer
Georgette Pereira Kammer

Georgette joined IAAP as a Student Member
in January 2005 as part of the IAAP Lake
Washington Technical College Student
Chapter. Serving as the Student Chapter
President (from 2006 to 2008) and
Student Chapter Vice President (2005-2006)
helped her enhance leadership skills—
from helping to plan for the meetings
to actually facilitating the meetings as
well as to communicate and troubleshoot
as a team member.

Georgette became a Professional Member
of IAAP Lake Washington East in October of
2007 after graduating from Lake Washington
Technical College (Kirkland, WA) with
an Associate of Applied Science in

Administrative Assistant. She served
on the Newsletter Committee (2006-2007)
then as Newsletter Editor for The Eastsider
(2007-2010). “It is a time-consuming
volunteer position, but one which brings a
lot of satisfaction that it provides members
with news, educational tips, and a way to
keep up with what is happening in our
local IAAP LWE Chapter.”

Georgette is a busy mother of three girls—
one in medical school and two teenagers.
She is recently married, and working as
an administrative assistant for a
chiropractic rehabilitation clinic.
Georgette enjoys taking pictures,
scrapbooking, reading, lounging by the
beach, collecting shells, watching movies
and travelling whenever she gets a
chance.

Recertification Points Opportunity

Save the date for this webinar
Monday, April 12 from 7:00-8:00 p.m.
Sponsored by WA-AK Division

Recertification points will be awarded to certified members

and certificates of attendance will be awarded to others for their professional file.

This workshop will provide participants with time-proven methods for reaching audiences and getting them to
embark upon a specified course of action — to hire, perform, buy, enroll, or volunteer. The information provided
will be useful for participants to obtain buy-in in the workplace, at home and in volunteer settings. Lots of
take-home ideas and sure-fire suggestions will be provided that will help you sell yourself, your company’s
products and services, and IAAP as a top-notch professional association.

Log-in Information:

Go to dimdim.com, click on “oin a meeting”.
We are listed as WA-AK Division.
Phone number to call-in for the audio portion is: 888.289.7740
Passcode 8068575#

Submitted by Angela Stewart CPS/CAP, WA-AK Division Certification & Education Chair




CJ Estrella
CPS

The Eastsider

By CJ Estrella CPS

History Committee News

| Tidbits from the Historian:

Some of you Administrative
Professionals have never
known an office without a
computer. Those of us who
have also remember our
job title was Secretary.
Our Chapter was formed
34 years ago when the
IAAP organization was
known as NSA (National
Secretaries Association).

I stumbled across a Secretary’s
Prayer that I think is still
relevant today despite the
technology changes we
have seen in the office
environment. Some say
that change is constant,
and history has shown
that some things remain
the same. Quite a conundrum!
What do you think?

The following is an excerpt
from former nationally
syndicated columnist,

Ann Landers Personal
Advice column, circa 1975:
Secretary’s Prayer

“Dear Lord, help me to do
my work well, to have the
memory of an elephant and
by some miracle to be able
to do five things at once —
answer four telephones
while typing a letter that
“must go out today.” When
the letter doesn’t get signed
until tomorrow, please give
me the strength to keep my
mouth shut.

Dear Lord, never let me
lose my patience, even
when the boss has me
searching files for hours for
the report that later is
discovered on his desk.

Give me the intelligence of
a college professor,
although my education is
limited to a high school
diploma and secretarial
training.

L Page10]

Help me to read his mind,
his handwriting, and carry
out all instructions without
explanation.

Let me always Kknow
exactly where my boss is
and when he’ll be back,
even though he never tells
me these things.

And Lord, when the year
ends, please give me the
foresight not to throw out
records that will be asked
for in a couple of days even
though I was told emphatically,
“Destroy these — they are
cluttering up the place.”

| ask these blessings, dear

Lord, in the name of
secretaries everywhere.
Amen.”

Please feel free to contact
me if you have any questions:

CJ.Estrella@t-mobile.com

Computer Corner
By Georgette Pereira Kammer

-

FREE Quick References for
Microsoft Office Products, Mac and other products:

http://www.customguide.com/

quick references.htm

Georgette Pereira
Kammer

Tech Tips—survive and thrive in a digital age:
http://www.geeks.com/techtips/

Do you have a tip you want to

share for computer usage?

E-mail

tips to Georgette

Pereira Kammer:
gettep@hotmail.com.
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APD Committee News
By Helen Ross CAP and Laura Woods

L Pagely

Laura Woods Helen Ross CAP

Extral Extra! Read all about it!

Admi ni strative

Bellevue—Your Administrative
Professional’s Day Committee has
been hard at work creating a
special day to honor each of you.
This year’s theme is “Embrace
the Ribbon”, which is based on
our opportunity to enhance our
knowledge in using the Microsoft
Office toolbar (a.k.a. ribbon)
through our guest speaker’s
presentation. Our guest speaker
is Gini Courter, Senior Partner with
Triad Consulting, who will reveal
to us tips and exciting insights
regarding this powerful aspect
of Microsoft Office.

Thanks to our APD Event Sponsor!

Date: Wednesday, April 21, 2010
Time: 5:30 p.m.-8:30 p.m.
Location: Courtyard by Marriott

11010 NE 8th St.
Bellevue, WA 98004

Please come and enjoy party
favors that will make you
“smile”; a delicious menu that
will tempt your appetite; new
knowledge that will make you
successful and camaraderie that
will make your day!

We welcome all Lake Washington
East Chapter members of the
International Association of
Administrative Professionals at

$45.00 each and guests at
$50.00. If you are not able to
register by April 13th, we
welcome you at $55.00. Options
for payment ABOUND! You can
send a check or use PayPal
(WOW — what options!!) This is
a prepay event. No registrations
will be accepted after April 19,
2010.

Further details of the event are
on the registration form located
on the Lake Washington East
Chapter website (Wwww.iaap-lwe.org).
We look forward to seeing you
there!

OFFICETEAM™

Specialized Administrative Staffing

Professi
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IAAP Lake Washington East
March 17, 2010

Speaker Debbie Whitlock
A Woman’s Financial Journey
“Little indulgences can add up—develop a
budget and a plan.”
“[Take] the money you would have spent
on all of your habits and [invest] it.”

IAAP Lake Washington East Chapter Meeting Attendees
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IAAP Lake Washington East
March 17, 2010

Rita Shemchuck
CPS

Drawing for 50/50 Raffle Richard Williams CAP
For Retirement 7rust Found.

Richard Williams CAP
Jane Jenkins CPS/CAP

Fashionable Feet

Raffle winner: Darlene Ducey ¢

Rita Shemchuck CPS

IAAP Seattle Chapter Members
Back Row: Nancy Kincl CAP—Richard Williams CAP-Linda Leigh CPS—Barbara Huntington Hensley CAP
Front Row: Linda Newman—Brianna Edwards CAP—Ellen Callahan CAP
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Intersational Asseciation of

Administrative Professionals
Lake Washington
East Chapter

PO BOX 40236
Bellevue, WA 98015

Newsletter
Editor
Georgette
Pereira
Kammer

gettep@hotmail.com

The Eastsidés
published monthly
September to June

Atrticle suggestions,
guestions and feedback
should be sent to:
gettep@hotmail.com

We are on the web!
http://www.iaap-lwe.org

LWE Newsletter
Submission Deadlines

May Newsletter April 23

June Newsletter May 21

IAAP Mission & Vision

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

TAAP’s core 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.

A publication for Career-Minded Administrative Professionals (CMAP)

April 2010
Anniversaries & Birthdays

Anniversaries Birthdays
Sue Beheyt 17 yrs Keri Woolery 2
Mavis Karalius 17 yrs Sarah Duncan 15
Barbara Clark CPS 8yrs Jacqueline Petrick CPS 16
Rita Shemchuk CPS/CAP |7 yrs Donella Robbins CPS 16
Cindy Boekhoff 5yrs Lynanne Lewis 17
Sharon Doyle CAP 5yrs Patricia Buckley CPS 18
Abigail Brown 4yrs Shannon Peterson 18
Sandra Davis 4yrs
Mira Salisbury 4yrs
Val Rucker 3yrs
Kelda Ytterdal 2 yrs
Darlene Ducey lyr

Alisa Duclos lyr
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