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Keep confidences
Love truly
Master something

Xeriscape

Yearn for peace

Zealously support a
worthy cause

Please feel free to copy or route this newsletter to

your team of Office Professionals!
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Holiday Greetings to each of you. Hope you are each
taking time to enjoy the season away from all of the
hustle and bustle. Sometimes it seems we get so wrapped
up in life we forget the real reason for the season.

Our 1st Annual Holiday “Shop ‘Til You Drop” was deemed a success!!
Although the weather was not so cooperative, the morning went very well.
The vendors seemed very happy. We’ll share their comments with you at
our January meeting. | want to especially thank Dawn for all her hard
work in organizing this event. Thanks to Peggy for making the church
available for us and having the doors open when we needed. A very special
thank you to Maxine for making BBQs for the members and Il the vendors.
What a treat that was for everyone that day. In addition, I need to thank
each of you, our dedicated chapter members, who donated cider, bake goods,
and your time. The effort that was made by each of you to make this event
successful did not go unnoticed. It was awesome to be able to drop off a
check to Jo Piehl at the McLeod Alliance for Victims of Domestic Violence
for $250.00.

We have set December 6, 2008, as the date of our 2nd Annual Holiday
“Shop “Til You Drop™!! Currently we are looking for a larger facility to
hold next year’s event.

Our December holiday gathering was a lot of fun, despite the weather.
Thank you to Nancy, Patrice, Sharon, and Karen for providing the meal.
Everything was delicious. It was fun to visit, share stories, exchange
ornaments, and just have fun together.

Thanks to each of you for all that you are doing to make the Crow River
Chapter’s 10th anniversary year successful. You have a challenge in front
of you...that being for each of you to find a new member to join our chapter.
Who will you bring as a guest to our January meeting? See you January
8th.

I want to wish you and your families a Very Merry Christmas and Much
Happiness In The New Year.

Shirley
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‘Twas the night before Christmas, and she’s still at
work, she’s a dedicated Admin, not just a “clerk.”
She wasn’t alone, her boss was there too, he waited
too long, and the big report is due. Together they
worked, pulling out their hair...frantically searching
for info that just wasn’t there!

When out on the roof there arose such a
clatter, they sprang to the window to see
‘what was the matter. Away from her
desk she flew like a flash, remembering
to hit “SAVE” before her curious dash.
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And in the cafeteria, what should
appear, but four fellow IAAP members to spread
some cheer. One to research, one to type, and one to
make copies, one even brought some extra floppies.

On Access, On Word, On Excel, On
PowerPoint, to files, to data, and now
what’s missing? Oh, the computers,
they all were hissing! The keyboard
clack-clattered, its sound sharp and
clean, as the Admin fed the data to the -
machine.

Like deadlines that before the emergencies fly, when
you reach for the caffeine and the coffeepot’s dry.
Over the copier the Admin she did hunch, collating
like crazy, to beat the big crunch!

They cheerfully worked through long
hours, to complete each task within their
powers. Interacting with each other as we
know they can, assembling the product
according to plan.

Then packing & stamping and rushing like mad, they
raced to the roof to the heliport pad. Expecting to
find the bird waiting to fly, in its place was a sleigh
with a cute little guy. Smiling brightly and waving,
grinning ear to ear, and telling them quickly we had
NOTHING to fear.

-~
U A

~ Cont.

With a cherry Ho Ho, he got right to his work, storing
each package and with a jerk—QOver the skyscrapers he
rose, to deliver the package he goes.

And they heard him mutter as he flew out of sight,
“five IAAP members on double overtime—goodness
what a night!”

Written by Tracie Molik CPS (Houston Chapter), Valeria
McAlister (Springfield Chapter), Doris Fulton (Springfield
Chapter), Joe Carpenter (Cape Fear Chapter), Kathy Thur-
ber (Ottawa Canada Chapter), Katherine M. Astleford CPS
(Allegheny Valley  Chapter). Reprinted with permission
by the authors.

Recipe Corner
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2 Ibs. ground beef

1/2 cup cheese whiz or 1 cup grated cheese
1 tsp. celery seed (optional)

1 cup catsup

1 cup water

1 pkg. Lipton Onion Soup Mix

Salt & Pepper to taste

Brown hamburger and mix in the order given. Heat
well.
That’s all there is to it!

3 Ibs. hamburger

46 fl oz. tomato juice

3 cans chili spicy beans

2 cans dark red kidney beans
1 can light red kidney beans
1 tbls chili powder

1 small onion

1 1/2 tsp salt

Mix all ingredients and simmer low for one hour.



Our chapter’s firstannual - , 5 3( )#" 6 event was considered a success by all
despite being hit by the first significant snow storm of the season. The morning’s traffic was very
steady and packages and baked goods were flying out the door. We did decide to close early due
to the weather and so that the vendors could make it home safely.

We had 16 vendors signed up for the event and only one was unable to make it do to the weather.
They were all happy with the advertisement ahead of time, the arrangement of the room, and the
traffic at the event. They knew the weather was beyond our control and we didn’t have any
negative comments from them regarding the event.

We believe that we had approximately 50 people that attended the event despite the Mother
Nature’s timing. We feel that is a great turnout for our first year’s efforts.

Thank you to all of the members that helps us out with your baked goods, cider, setting up, during
the event, or with your thoughts from afar. We know there were some that weren’t able to make it
due to the snow and we were thankful for those that were able to.

One thank you that Shirley forgot to mention was to her husband Kane. He spent a couple of
hours putting together wood for us to hold up our signs and they were awesome! We all
unanimously voted him in as honorary member. Shirley, please be sure to send out thanks to
Kane for all of his hard work.

We are already planning our 2nd annual event and have set the date of Saturday, December 6th,
2008, so mark your calendars. We are in the process of looking for and securing a location that is
larger than this year as we already feel the need to expand. If you know of a location and could
help check on the details for us, we would appreciate it. Anyone interested in signing up to be on
the committee of planners, we would appreciate your volunteerism as well.

Also throughout the year if you hear of a vendor or crafter that you feel would like to be part of
our event next year, please send their contact information my way and they will be included when
we send out invites in the fall.

We look forward to another successful event next year!

Celebrate the happiness that friends are always
giving, make every day a holiday and celebrate
just living!

~ Amanda Bradley
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Vicki - 2nd
Beth - 17th

May you have a great celebration
on your special day!

The Crow River Chapter Board makes a stop at
President Viesselman’s home at 5 p.m. for a
meeting on the third Monday of the month. They
are open meetings and all chapter members are
welcome to attend.
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Our family will go to the church Christmas program
that our Grandson is in on the 23rd. We are going to
our daughter’s on Christmas Eve and our daughter from
San Francisco will be here. She will be at our house on
Christmas day. Then on New Year’s Day, my two
brother’s families and our family will get together at
my youngest brother’s house this year (usually it is at
my house). My brother built a new home on the lake
this year and we are all going to see it for the first time!
We allt old him he would have to have us again in the
summer so we can enjoy the lake. My other two
brothers and my sister’s families will join us.

~ Maxine Kenning

I will be heading down to my hometown of Fairmont to
my parents on Friday, Dec 21st. Throughout the next
five days my siblings will come and go. | have sister in
New York that will be arriving on the 21st, a sister
from South Dakota that will be there on the 22nd and a
brother from Cambridge, Minnesota that will be there
on the evening of the 23rd. In total there will be about
21 of us along with our eight lovable dogs. Can you
say “Chaos?” We will attend church as a family on
Christmas eve and then go home to feast on soups and
snackies before opening up the gifts. On Christmas
morning some of my siblings will head to the other side
of their families to celebrate and the rest of us will have
dinner at my parents.

~ Dawn Hartwig

December Member Anniversary

Congratulations!
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The 2008 MN-ND-SD Division Annual Meeting will
be May 16—May 18, 2008 at the Marriott Minneapolis
West hotel in St. Louis Park, hosted by the Twin Cities
West Chapter.

This promises to be a great networking and fun event.
Mark your calendars now and plan to attend. You
won’t be disappointed!

7 8
January 8.......cccoeeiiiien Crow River Chapter Meeting
January 21............. Crow River Chapter Board Meeting
February 5......ccccoevveene. Crow River Chapter Meeting
February 18........... Crow River Chapter Board Meeting
March4......c.ccoooveviiinne. Crow River Chapter Meeting
March 17............... Crow River Chapter Board Meeting
May 16-18 ......cccocoeeiieiine 2008 MN-ND-SD Division

Annual Meeting

International Association of
Administrative Professionals
PO Box 20404
Kansas City, MO 64195
Phone: 816-891-6600
Fax 816-891-9118
Web: www.iaap-hg.org




How Prepared Are You For Your Next Job Search? From OfficeTeam

If you are currently employed and happy in your position, it may seem unnecessary to plan for your next job
search. But your situation could change at a moment’s notice, and it never hurts to be prepared. With an up-to-
date resume and reference list in hand, you’ll have time on your side if you must launch an unexpected job search
or hear of an employment opportunity too good to pass up.

Concentrating on the following four areas will help you prepare for a job search:

e Your resume. Don’t just update the content. Share the document with trusted friends and ask for their
feedback. Is your resume free of errors? Does it speak to your greatest strengths? Is it compelling enough to
cause a hiring manager to call you for an interview?

e Your references. Call these individuals now so you can update their contact information and gauge their
interest in assisting you. Tell them what type of opportunities you may be targeting so they can best speak to
your qualifications.

e Your network. It’s much easier to ask for help or come across job opportunities when you keep in touch with
your contacts. Make an effort to stay connected to professional organizations, volunteer groups,, and social
circles.

e Your skills. Is your skill set in strong demand right now? Review current job postings to find out. You may
discover that additional training in a certain area would boost your marketability.

OfficeTeam is the world’s leading staffing service specializing in the placement of highly skilled administrative
and office support professionals. The company has more than 300locations worldwide, and offers online job search
services at www.officeteam.com.

10 Questions to Dazzle Would-Be Employers Provided by Century College

Your suit is crisp - - you look impressive. Your resume is flawless - - you seem great on paper. Now, for the last
piece of the successful job search puzzle - - “wowing” them at the interview. How do you do it? Try asking
questions. Besides showing your interest in the position and the company, asking questions gives you an active
role in the interview and lets you steer the interview into areas where you shine.

To make sure your next interview is as smooth as your freshly pressed suit, try these 10 questions on for size:

1. “What type of growth and advancement opportunities does this position and the company offer?” This tells the
interviewer that you have a long-term vision for your professional future and that you’re not just looking for a
paycheck; you’re looking to secure a career.

2. “How do you see me benefiting the company?” Finding out why you were selected out of possibly hundreds of
other candidates gives you a chance to expand on the qualities that caught their eye, further making the case for
your hire.

3. “What would my first project be if I’'m hired?” This will give you a specific idea of what you can expect when
you walk into the office that first day after being hired. It also can give you a heads up as to what will be
expected of you, allowing you to build on those attributes during the interview.

4. “Are continuing education and professional training stressed?” This shows your willingness to learn new skills
and adapt to new challenges or initiatives. Adaptability is very important in today’s fickle economy and could
be key to retaining your job in a reorganization.

5. “Why did you choose this company?” Hearing why a current employee opted to work at the firm can give you
some insight into some of the strengths and opportunities within the organization.

6. “What is the company’s culture?” This will reveal those “intangibles” of a company that have nothing to do
with professional experience or required education. If you need a traditional, office/cube environment to stay
focused and get the job done, a more creativity-driven workplace which allows music streaming from
computers, nerf hoop tournaments, and ultraflexible schedules may not be conducive to your productivity.

~ Cont. on next page



The December Holiday Gathering was held at Shirley’s house on
Tuesday, December 4th. There was great attendance, despite the
consistent heavy snowfall that we received that day. Shirley
provided us all with a wonderful and warm atmosphere for our
gathering and we thank you very much, Shirley, for opening up
your home to us.

Members Present
Betty Linell Nancy Sharon
Dawn Lottie Patrice Shirley
Karen Maxine Patti

December Awesome member who won $10 in Hutch Bucks—
Maxine!!!

Lottie dropped off 23 pounds of food to the McLeod Count Food
Shelf from donations made by members attending the holiday
gathering.

~ Cont. from previous page - 10 Questions to Dazzle Would-Be Employers

7.

10.

‘Who will evaluate me if I’m hired?” Ask this question, and you’ll discern the company and departmental

structure under which you will be working. For instance, will you report directly to the vice president or
will there be a succession of middle managers between you?

“What exactly are the job responsibilities?” Job ads usually list the general areas of responsibility for a

position. It’s always good to confirm what the actual duties will be. You don’t want to start your new job
as an engineer and find out you’re responsible for the weekly doughnut run.

“When will a decision be made on the successful candidate?” Knowing this helps you determine the

timing of your interview follow-up activities.

“May | contact you if | have other questions?” It’s always good to wrap up the interview with this
question. It keeps the door open for further communication, giving you one last chance to make your
case.



) # . SH#H %

] &&
InterAiation of $ *# : : :
When: Tuesday, January 8, 2008 Cost: Members—$10
First-time Guests—$10
Where: Hutchinson Technology Incorporated Non-Members—$15

Development Center, Room 7309
40 West Highland Park Drive NE
Hutchinson, Minnesota

Time: 5:30 pm—Dinner & Networking
6:00 pm—~Program
7:00 pm—DBusiness meeting

Menu Selections:

OPTION 1: Box Lunch
Roast Turkey on foccacia with specialty side salad, fresh fruit, cookie & beverage

OPTION 2: Box Lunch
Shaved roast beef on a Kaiser roll with specialty side salad, fresh fruit, cookie, and beverage

OPTION 3: Specialty Box Lunch Salad
Grilled chicken Caesar salad with croutons, fresh fruit, cookie, and beverage

Please RSVP by NOON on Friday, January 4, 2008, to Vicki Kachelmeier via phone at
(W) 320-587-1808 or (H) 320-237-4607 or by email at Vicki.Kachelmeier@hti.htch.com.
Please indicate meal and beverage choice. , 00 <
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PROGRAM: 6:00 pm
Speaker: Scott Scholl, Certified Athletic Trainer Topic: Doing A Bit To Be Fit

Scott Scholl is a Certified Athletic Trainer licensed and registered with the Minnesota Board of Medical
Practice and employed with Hutchinson Area Health Care. Scott received his degree from Augsburg
College. He has been part of the care team for several Orthopedic groups. Scott has five years experience
working with the athletic and staff wellness programs at St. Olaf College and also worked for two years in
executive health care in Minneapolis. As a community outreach professional with HAHC, Scott
customizes services for individuals and groups of all ages. Some examples of services available are:
Prevention and wellness presentations and evaluations; Strengthening and conditioning for athletic teams/
groups of all ages; Individual return to work or play programs following surgery or illness; Business/
employee evaluations for maximum employee health and productivity. Scott lives in Hutchinson with his
wife, and 18-month old daughter, Chloe.

Scott will be speaking on physical fitness, demonstrating some exercises, and giving us information on
keeping ourselves in shape.



