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June Chapter Meeting 
 

 

 

Crow River Chapter Annual Meeting 

 

Very Important You Attend!!! 

 

 

We need a quorum for voting 

 

 ~ Note the location change ~ 
 

 

 

More information on the RSVP page  

found at the end of this newsletter. 

A Smile For You 

 
Smiling is infectious; you catch it like the flu,  

When someone smiled at me today, I started smiling too. 

I passed around the corner and someone saw my grin 

When she smiled I realized I’d passed it on to them. 

I thought about that smile then I realized its worth, 

A single smile, just like mine could travel round the earth. 

So, if you feel a smile begin, don’t leave it undetected 

Let’s start an epidemic quick, and get the world infected! 
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President’s  

        Message 

Happy Spring….yet?  Will it ever warm up? 
 
If you missed our May chapter meeting, you missed another great         pro-
gram.  Kay DeSmith presented “Effective Presentation Skills.”  I think every-
one learned some great new skills to make their next presentation at work a 
great success.  Thank you to Vicki and Phyllis for all their efforts in arrang-
ing our May meeting. 
 
Now as our journey continues, we look to our chapter membership for new 
leadership for the upcoming 2008-2009 year.  There isn’t one      member that 
wouldn’t do an awesome job in any of the positions on the board.  I want to 
challenge each of you to seriously think about running for an office.  As a 
board you will work together to make our chapter the best it can be.  You 
have endless resources from our chapter members,   division officers and 
members as well as international.  Leadership in our chapter will be a great 
opportunity and learning experience for any one of you. 
 
Our June chapter meeting is a very important meeting for each member to 
attend.  Not only will we be electing new officers for the upcoming year, we 
will discuss the goals and future of the chapter.  It is a very important meet-
ing.  We will bring to a close the current year and look forward to the upcom-
ing fiscal year. 
 
We also look ahead to more opportunities for our members.  In June, the MN-
ND-SD Division is hosting a leadership bootcamp which you are all welcome 
to attend.  Our chapter will pick up the cost of this event.  I would especially 
encourage each of our new board members to consider attending.  The Inter-
national convention is coming up.  This too is a great learning opportunity as 
well as a networking opportunity. 
 
I look forward to seeing each of you at our June meeting.  You are all  awe-
some individuals! 
 
Shirley  

Positive Thinking Tip 
 

According to the New York Times brain researchers have discovered 

that when we consciously develop new habits, we create entirely new 

brain cells.  So rather than thinking it’s impossible to break old  

habits, don’t try and break them.  Instead, break out of your      

comfort zone and focus on developing new habits that can replace 

your old way of doing things. 



2008 MN-ND-SD Division Annual Meeting 
 

Dawn and Nancy represented the Crow River Chapter at this year’s Division meeting held in St. Louis Park.  Friday 
started off with nationally-known speaker, Jill Spiegel, the great granddaughter of Spiegel Catalog founder, Joseph 
Spiegel.  Hill has appeared on Oprah, Politically Incorrect, and the Today show, just to name a few.  She was infec-
tiously energetic and humorous.  She had all of our attention laughing and saying “I Love My Job” for the rest of the 
weekend.  Her speech taught us the secrets to building rapport, hidden keys to self-motivation, how to use positive 
thinking to reach your goals, how to live each moment with zest and energy, and so much more! 
 

Friday night there was a vendor expo show with vendors ranging from Office Products and meeting planners to Bos-
ton Market and Caribou Coffee.  There were wonderful appetizer’s served and presentations by Aromatherapy ex-
perts.  It was a wonderful night for networking and find out a little bit more about several businesses. 
 

Saturday morning started about bright and early with President Nita Nurmi calling the business meeting to order.  
Nancy served as the Crow River delegate.  Several amendments and bylaws were presented for change.  Nancy will 
have those available at our June meeting.  During the Certification Luncheon, we hear from speaker Teresa Bennett 
CPS, who spoke on Forward Thinking: Communicating Professionalism in the Administrative Career.  Theresa cur-
rently serves on the International IAAP Board of Directors as the Northwest District Director and has 20+ years of 
administrative professional experience.  We were able to work in small groups to answer some professionalism 
questions that helped show how we can be taken more seriously in our positions. 
 

Saturday afternoon the business meeting concluded with election of officers.  Incoming officers are: Kristi Rotvold 
CPS/CAP, President, Joan Gatzmeyer CPS/CAP, President-Elect, Brenda Jindra, Secretary, and Felicie Mahler CPS, 
Treasurer. OfficeTeam presented on what the GenY employee looks like and how offices are trying to adapt and 
change with this generation in the workforce.  Contact Nancy or Dawn for a copy of their presentation. 
 

Saturday evening we were able to dress up for the awards banquet.  The meal was very good and Noah, our captain, 
(they had a cruise ship theme) joined the group for awhile, turning many into giggly teenagers again.  He was a great 
sport.  Following the dinner, there was a dj and music to dance the night away to. 
 

Sunday the business meeting was called to order by President Rotvold.  She shared the Division logo which is basi-
cally the IAAP world logo with MN-ND-SD Division added at the bottom of the logo and the theme is the same as 
International “Excellence in Action.”  Nancy has lots of information to sort through and share with you.  Many door 
prizes and Way’s & Means drawings took place, so everyone was upbeat and laughing as gifts were being handed 
out left and right.  To finish up the weekend, we heard from Corla Inskeep on How to be a Five Star Negotiator.  
She showed us how children are great negotiators and how we can apply those skills within our teams, family, and 
more.  She taught us how to develop a strategy that will encourage others to negotiate with you and help you deal 
with challenges, as well as tops to establish connections so that negotiations can be conducted on more collaborative 
terms. 
 

Dawn and Nancy both recommend to everyone that this is a wonderful weekend to attend and highly recommend 
that you attend the fall and/or spring conferences. 

2008 MN-ND-SD Division Fall Conference 
 

October 3 - 5, 2008 
Ottertail, Minnesota 

 

Thumper Pond Resort 
www.thumperpond.com 

2009 MN-ND-SD Division Annual Meeting 
 

May 15 - 17, 2009 
Rochester, Minnesota 

 

Kahler Grand Hotel 
www.kahler.com 

Save The Date!!!Save The Date!!!Save The Date!!!Save The Date!!!    



Effective Presentation Skills 
 

Our program speaker for the May chapter meeting was Kay DeSmith, a Planning and Administrative     
Supervisor at Hutchinson Technology, Inc., where she teaches the Effective Presentation Skills class.  She 
is also a 10-year member of the Toastmasters II Club of Hutchinson and Past-President of IAAP. 
 
Kay gave tips on how to deal with anxiety when speaking in front of groups such as organizing your 
thoughts, breathing deeply, doing isometric exercises to release tension, and practicing positive self-talk, 
just to name a few.  She also went over steps for developing your presentation and delivering it to your 
audience effectively, and impromptu speaking, when you can’t practice. 
 
It was an excellent learning opportunity for all! 
 

Attendees 

Betty  Gin  Karen  Nancy  Peggy  Shirley 
Dawn  Jessica Maxine Patrice Sharon Vicki 
 

Guests 

Julie Craig  Sheri Grejtak  Harmony Martell 
 

We would love to have you as a member of the Crow River Chapter. 
 

AWESOME May Member - Patrice 
Door prize winners - Sharon won a bath products gift bag 

WANTED: Leaders 

 

Why did you join IAAP? 

 
Many people would include “opportunities to learn new leadership skills” in the answer to that question.  Are you 
one of them?  If so, then now is the time to think about the 2008-2009 IAAP year and to consider if running for a 
chapter office fits into your personal goals.  Being an officer is an extremely rewarding and fun way to build your 
skills and knowledge, and it looks great on a resume or performance review as well! 
 
What do you have to do?  Our chapter Bylaws and Standing Rules can be found in the Member’s Only section of 
our Chapter’s website.  Further information can be found by just talking with members who have served in these 
positions. 
 
What a wonderful opportunity to help the Crow River Chapter grow and develop.  If you are interested in more in-
formation about a position or about running for an office, please contact Nominations Chair, Karen Ostlund or Lot-
tie Kottke. 
 
Currently, our slate of officers for the 2008-2009 Board of Directors are as follows: 
 
   President   Nancy Kaping (Automatic succession) 
   President-Elect  Open 
   Vice President   Maxine Kenning 
   Secretary   Jessica Eastling 
   Treasurer   Peggy Reding 



 
June Birthdays 
Shirley - 17th 

Sharon - 18th 

 
May you have a great celebration  

on your special day! 

June Member Anniversaries 
 

Phyllis Cripps 

Sharon Krueger 
 

Congratulations! 

Ten Customer Service Tips 
 

Here are ten tips that can help you excel in servicing 
customers, both internal and external. 
 
1. Take pride in what you do - in the way you serve 

every customer. 

2. Pay attention the minute a customer appears.     
Acknowledge her with a nod even if you’re on the 
phone. 

3. Look you customer in the eye in face-to-face   
situations. 

4. Tell the customer your name: “I’m Karen. How 
may I help you?” 

5. Never make a customer wait for anything without 
offering an explanation. 

6. When you must tell a customer that you can’t do 
something, immediately follow up by saying what 
you can do. 

7. Do what you say you’ll do. 
8. If you use an answering machine to answer        

after-hours phone calls, return every call promptly. 
9. Always invite the customer back: “Please come 

back and see us again.” 
10. Before you ask, “Was everything satisfactory?” be 

sure you know what you’ll do if the customer says 
no. 

 
    The Office Professional 

“But First” Syndrome 

 

I have recently been diagnosed with the “But First” 
Syndrome.  You know - it’s when I decide to do the 
laundry and I start down the hall and notice the 
newspaper on the table.  Ok, I’m going to do the 
laundry… 
 
BUT FIRST I’m going to read the newspaper.  
Then I notice the mail on the table.  Ok, I’ll just put 
the newspaper in the recycle stack… 
 
BUT FIRST I’ll look through that pile of mail and 
see if there are any bills to be paid.  Yes, now 
where’s the checkbook?  Oops...there’s the empty 
glass from yesterday on the coffee table.  I’m going 
to look for that checkbook, 
 
BUT FIRST I need to put the glass in the sink.  I 
head for the kitchen, look out the window and     
notice that my poor flowers need a drink of water.  I 
put the glass in the sink, and darn it, there’s the    
remote for the TV on the kitchen counter.  What’s it 
doing here?  I’ll put it away… 
 
BUT FIRST I need to water those plants.  Head for 
the door and ...Aaaaagh!  Stepped on the cat.  Cat 
needs to be fed.  Ok, I ‘ll put that remote away and 
water the plants… 
 
BUT FIRST I need to feed the cat… 
 
End of the day - laundry is not done, newspapers 
are still on the floor, glass is still in the sink, bills 
are unpaid, checkbook is still lost and the cat ate the 
remote control! 
 
And when I try to figure out how come nothing got 
done all day I’m baffled because I WAS BUSY 
ALL DAY! 



Continuation of 

Office of the Future: 2020  

The Evolution of the Workplace and the Skills Needed to Succeed 

 
NEW ADMINISTRATIVE ROLES 
 
Given the multifaced roles administrative professionals will play in the next decade, the current designation, 
“administrative assistant,” may not be sufficient to convey the expanding scope and depth of their skills and          
expertise.  As a result, new titles that reflect greater specialization will emerge.  By 2020 administrative personnel 
will likely fulfill many of the functions identified below: 
 
RESOURCE COORDINATOR 
Virtual offices that employ numerous contract workers will rely heavily on individuals adept at bringing together the 
right resources for a given project - much like movie producers assembling a cast, camera crew, and production 
team.  Resource coordinators will understand the goals of the various business units and know where to find the    
talent, internally and externally, needed to accomplish specific objectives.  Resource coordinators may be           
well-connected administrative professionals who can tap into their extensive networks of contacts within their    
companies to quickly create project teams or look outside the business to locate specialized staffing firms or         
individual contractors. 
 
WORKFLOW CONTROLLER 
This individual will serve as “mission control” for an organization.  Whereas the resource coordinator will assemble 
project teams, the workflow controller will ensure these professionals have the support and resources required to do 
their jobs.  This position also will facilitate interaction among teams and coordinate the transfer and use of company 
resources such as computers, communications equipment, and other   
technology tools.  In smaller organizations, the same person may perform 
workflow control and resource coordination. 
 
KNOWLEDGE MANAGER 
In the more fluid and project-based office of the future, this central figure 
will serve as a repository of institutional information, history, and best 
practices. The knowledge manager will ensure continuity and              
consistency, and help new employees and project professionals adapt to 
the organization’s culture.  In addition, the knowledge manager will   
perform a function similar to that of a librarian, assisting people in      
locating the documents or data necessary to perform their jobs. 
 
INFORMATION INTEGRATOR/ABSTRACTOR 
Quick retrieval of information will be essential in tomorrow’s workplace.  
Because data will be stored almost exclusively in electronic form, companies will need centralized, user-friendly 
databases accessible from remote locations.  The information integrator/abstractor will collect, compile, and index 
text, data, and images so these materials can be searched in a variety of ways.  This position will require extensive 
library-science expertise. 
 
VIRTUAL-MEETINGS ORGANIZER 
This person will help employees schedule conferences and set up the necessary equipment.  The virtual-meetings 
organizer will be technically proficient and trained in the use of cameras, projection systems, electronic whiteboards, 
meeting software, audio equipment and related tools. 
 

Continued on page 6 



Office of the Future: 2020 cont… 
 
 
 
TELECOMMUTING LIAISON 
As the number of off-site workers increases, companies will designate a telecommuting liaison to connect 
remote workers with each other and management.  In some instances, individuals in this position will work 
with senior management to develop telecommuting policies, including helping to determine which positions 
are suited for off-site work.  Day-today responsibilities will include managing telecommuting schedules and 
providing technical support and updates to telecommuters regarding changes in operational procedures and 
company policies. 
 
ADMINISTRATIVE SERVICES DIRECTOR 
In large organizations, this specialized, high-level position will oversee many of the previously described        
functions.  The administrative services director will have knowledge and experience in the areas of           
operations, budgeting, technology, workflow, human resources, and information management.  This          
individual will recruit, hire, and train administrative service professionals and work with leaders of other   
departments to ensure the administrative support needs of each business unit are met.  The person in this   
position also will interact with  technology vendors and professional services firms. 
 
CLIENT/CUSTOMER SERVICE LIAISON 
In the technologically connected but geographically 
dispersed workplace of the future, this individual will 
serve as the “face” and “voice” of the organization to 
both internal and external clients.  The client/customer 
service liaison will handle inquiries, requests,        
complaints, and feedback from a variety of              
constituencies - including staff, contract employees, 
telecommuters, customers, potential investors,      
shareholders, vendors, and clients - and serve as a link 
between these parties and other areas of the              
organization. 
 
ELECTRONIC SECURITY SPECIALIST (ESS) 
As an increasing volume of business communication takes place online, the task of ensuring the integrity and 
security of electronic transmissions will be a chief concern for organizations.  Enter the electronic security 
specialist, who will work with a company’s senior-level information technology staff to communicate and 
monitor staff adherence to e-communication policies.  The ESS will be responsible for reinforcing security 
measures and protocols that protect data from theft, corruption 
 
COMPLIANCE ASSISTANT 
By mid-2006, public companies will have invested tremendous financial and human resources in achieving      
compliance with the Sarbanes-Oxley Act of 2002.  The focus on corporate governance is expected to        
continue well beyond this specific legislation.  As the compliance function grows, compliance assistants will 
support the executives and staff who manage it.  These administrative professionals will be familiar with   
financial, health   and/or safety regulations; track information and help prepare reports.  While this will not 
require deep compliance skills, these assistants will have a basic understanding of regulations pertinent to 
their specific industries. 
 



Office of the future: 2020 cont... 

 

 

ENSURING YOUR FUTURE SUCCESS 
 
It’s impossible to predict what the future holds with absolute certainty, but one this is clear: The workplace is    
evolving and so, too are te skills and talents necessary for success.  In the coming years, professionals will have to 
be increasingly self-directed and technically proficient, particularly those working from remote locations.  Creativity 
and innovative thinking will be expected at every level of the organization as firms rely on novel concepts and    
business practices to give them a competitive edge in a global marketplace.  To keep pace with new technology and 
industry developments, workers will engage in ongoing learning via the Internet, coursework and professional    
conferences. 
 
The office will still be the hub of business activity, but professionals increasingly will need to develop their team-
building skills with colleagues who work off-site.  Cultivating relationships with those in remote locations and   
staying connected with team members will require strong interpersonal skills.  Those who are able to collaborate 
successfully across regions and disciplines will be rewarded with autonomy and greater opportunities for              
advancement. 
 
While those innovations may seem distant, many of the shifts described in this article are well underway.  By      
staying informed of emerging trends, you may look to the prospective workplace with 20/20 foresight, ensuring that 
you are prepared for success in the future office. 
 
For more information on this research project, please visit www.officeofthefuture2020.com. 

Leadership Training 
 

Calling all 2008-09 MN-ND-SD Division chapter officers and all members interested in learning more about being a 
leader in IAAP - do you want to: 
 

• Gain a better understanding of the IAAP structure, and how you fit in? 

• Discuss the specific duties of the chapter president, president-elect, secretary, and treasurer in special break out 
sessions? 

• Gain more knowledge about parliamentary procedure and how to use it to conduct effective and efficient      
business meetings? 

• Have the opportunity to ask questions about challenges that may be facing you or your chapter? 
 
You will receive much of the vital information you need to survive and thrive as a chapter leader in a compact     
six-hour format.  If this sounds like the opportunity you’ve been waiting for, join your 2007-2008 division officers 
as they help you learn the basics, or refresh your knowledge and skills! 
 

Saturday, June 21, 2008     •     9:30am - 3:30 pm     •     $25 

Resource Training & Solutions, St. Cloud, MN 
 
 

For registration information, please visit   

http://www.iaap-mnndsd-division.org/Documents/324000/Division/Registration.doc 



You are Invited to the Next Meeting 

Of the Crow River Chapter of IAAP… 

Come Join in the Fun!!! 

 
 

When:  Tuesday, June 3, 2008    Cost: Members - $10 
          Students - $10 
Where: Southwest Initiative Foundation     
  Corner of Hwys 7 & 15 
  15 3rd Avenue NW 
  Hutchinson, Minnesota 
 
Time:  5:30 pm—Dinner & Networking 
  6:00 pm—Business Meeting 
   
   

  Menu: 

 

  Broasted Chicken Dinner with several side dishes, dessert, and beverages 
   
   

Please RSVP by NOON on Friday, May 30, 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.   
Reminder: No shows will be billed. 

~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ 
 
 

Our June Annual Meeting is an important meeting to: 
 

   • Review the past year 
   • Bring up suggestions and ideas for the upcoming year 
   • Election of Officers 
   • Sign up to chair a committee for the upcoming year 
   • Share program ideas 
   • Do some strategic planning 
   • Networking and FUN! 
  
 

It is very important that all members attend!!! 
 


