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Wow, what a great workshop! I had the opportunity to attend three seminars on Friday and one seminar on Saturday. Each presenter did a wonderful job presenting their information and keeping the audience involved in the discussion / topics. Below are notes from each of the seminars I attended. 
We have nine members from our Chapter in attendance at this event – way to go! Jan, Lorraine, and I were the only ones who stayed overnight. Debbie, Doris, Cheryl, and Phyllis commuted each day. Mary Beth came for the recognition luncheon. 

This was Donna’s first Division event as President and I am glad we were able to have so many in attendance to support her.

The Workshop / Conference was packed with educational opportunities, as well as a chance to visit with vendors in the Vendor Mart. There was very little down time between events on Friday or Saturday.

Friday started with a brief tour through the vendor mart before the 1 p.m. seminar. We had an hour after the first seminar to tour the vendor mart and network before the seminar at 3 p.m. After a short break, we had attended the third seminar.

After the last seminar there was about an hour break before Open House. This provided additional opportunities to visit the vendor mart and to network with other attendees. It also provided us a chance to relax.

The Open House was held from 6:30 until 10 (although I believe it ended earlier than that). The ribbon cutting ceremony was held with the Division Board cutting the ribbon to officially open the event. Dinner was served buffet style and the food was great! After dinner the entertainment conducted several games to assist us in getting to know each other better as well as to test our knowledge of trivia. Student chapter members who participated in the competitions that afternoon were recognized. The winners would be recognized at Saturday’s luncheon. Door prizes were distributed – and all of our members in attendance won something! It was then either off to bed or off home to get ready for Saturday.

Saturday started bright and early – we were asked to be in our seats by 7:50 a.m. Tri-Cities High School ROTC did the Presentation of Colors and One Accord from Atlanta Christian College singing the National Anthem. They did a fabulous job!

Each Student Chapter presented a report of their activities for the year to date – boy were they all busy. The Chapters were involved in a great number of community volunteer events as well as raising money for their chapters. They definitely served as an inspiration to all of us.

After the welcomes, ceremonies, and reports, we took a short break before Greg Creech presented his program on Office 2007.

Lunch had been moved back from 12 noon to 1 p.m. so after the morning seminar it was off to our room to finish packing and to check out of the hotel. We also had to distribute the door prizes from the night before.

At the luncheon, Mary Beth and Cheryl were both recognized for obtaining their certification (Mary Beth Bender CPS and Cheryl Goodwin CAP)!. They were both presented with a certificate and trophy (lamp of learning for Mary Beth, torch of learning for Cheryl). Doris, Jan, and myself were recognized for recertifying. *If Lisa Blatcher CPS had been able to attend she would have been recognized for obtaining her CPS rating as well.

The winners of the student competitions were recognized and presented with certificate plaques. The scholarship winner was also announced.

This was the first time these two events were held as a combined event. It was definitely history in the making and it set a standard that will be hard for future host chapters to meet. Personally speaking, this was one of the best workshops/conferences I have attended. The speakers were all great, the food was excellent, and everything was pretty much on time. The luncheon was only delayed due to our having to change rooms for the morning seminar. The host chapters did a great job putting everything together. The final registration was 141 attendees which is very good for this event.
How to Recession-Proof Your Career – Office Team

Andy Decker and Anjanette Johnson

Andy and Anjanette reviewed and discussed the following:

· Companies that were born during downturns

· FedEx

· Microsoft

· Burger King

· IHOP

· What are the upsides of a downturn?

· Opportunity to take a closer look at your career – are you in the career you want to be in? What are your goals – do you need to identify new ones?

· Making turbulence work for you – let your light shine during downturns

· Turn challenges into opportunities – Learn new skills, take on new responsibilities

· Surviving – and Thriving

· Stay calm

· Focus on what you can control, not on what you can’t

· Don’t listen to the rumor mill

· Talk to your manager

· Discuss concerns

· What can you do to align your tasks with company goals?

· Dealing with Survivor’s Guilt
· How to deal with friends and co-workers who get laid off or let go when you don’t

· Find your niche

· What can you do really well that few others can?

· Do others know you can do this?

· Avoid burnout

· Prioritize tasks

· Communicate with supervisors and co-workers

· Manage stress

· Exercise

· Enjoy your favorite hobby

· Reach out to colleagues who have been laid off

· Acknowledge the situation

· Don’t complain about your job – after all you have a job and they don’t

· Listen

· Offer your network to help them find a job

· Vouch for them – write reference letters, put in a good word

· Don’t pester them – don’t ask them daily or weekly how things are going. Just be there for them.

· Making Yourself Indispensable

· Generate results

· Don’t stick to your job description – help out as needed

· Focus on the critical projects

· Be the go-to person

· Help others

· Identify skills that are essential

· Look for areas to cut costs

· Raising Your Visibility

· Be specific on the status of projects you are working on

· Acknowledge and thank the team and everyone who assisted with the project

· Share the news with everyone – don’t horde information

· Collect congratulatory notes/e-mails – share with your supervisor

· Step up to the plate

· Speak up in meetings – share your ideas, suggestions

· Take on those assignments no one wants

· Offer to help

· Get along with others

· Be positive and convey a positive attitude

· Build goodwill with people throughout your firm or agency

· Job in Jeopardy?

· What are signs your job may be in jeopardy?

· Your workload becomes lighter

· You’re not kept in the loop

· Meetings you were formerly invited to – you are no longer invited to attend

· Extreme cost-cutting 

· You are asked to document everything

· Your sector is struggling

· Your work is slow or cyclical in nature

· You are only busy 5 or 6 months out of the year

· Coping with Job Loss

· Reviewed people who had been given the pink slip

· J.K. Rowling (author of Harry Potter novels)

· Michael Bloomberg (Mayor of New York)

· Moving On

· Adopt positive attitude

· Exude enthusiasm and confidence

· Identify opportunities for positive change – this could be the opportunity to make that career change you were contemplating

· Do some soul searching

· Re-evaluate your career goals

· Consider alternate career plans

· Casting a Wide Net

· Visible job market

· Newspaper ads

· Online
· Company websites

· Staffing companies

· Invisible job market

· Internal job postings

· New/modified positions

· Working With a Recruiter

· Choose the right staffing partner

· Ask for referrals

· Never pay a fee

· Paint a clear picture for your recruiter

· Let your recruiter know what your experience, qualifications, and expectations are; as well as your availability

· Keep in contact

· Provide updates

· Acing the Interview

· Do your homework

· Know about the company / organization you are applying to work for

· Come prepared

· Have copies of your resume / portfolio with you, as well as a list of references

· Dress appropriately

· Appearance can be everything and creates the first impression the interviewers have of you – make sure it is a positive one

· Rehearse your pitch

· Sell yourself to the interviewers – why should they hire you over anyone else they interview?

· Practice responses to commonly asked questions as well as those tough ones

· Follow up promptly

· Stay in touch to learn about future opportunities

· Overcoming Potential Road Blocks

· Being overqualified

· Acknowledge your expertise

· Be flexible about salary

· Express interest and focus on relevant skills

· Gaps in work history
· Provide an explanation

· Highlight the positive

· Stick to the facts – do not lie

· Seek out referrals

· Fill in the gaps

· Provide information about volunteer work done during gaps of employment, etc.

· A record of job hopping

· Emphasize the broad range of experience gained from the different jobs

· Create coherence between “hops” – ties in the changes in jobs

· Explain that this time will be different, that you will commit to being there

· Ongoing Strategies for Success

· Networking

· This is huge in your continued success

· What is your goal

· Be specific

· Be willing to help others

· Go online

· Managing your online presence

· Make sure there is nothing online (Facebook, etc.) that you don’t mind your boss or employer seeing

· Remove inappropriate content/photos

· Adjust privacy settings on personal blogs/social networking pages

· Exercise discretion

· Be selective in what you participate in

· Stack the deck

· Post information on business websites

· Share insights on industry forums

· Monitor the conversation

· Google yourself

· Track online conversations about you sing BlogPulse or Technorati

· Keep an updated resume

· Don’t just update – ask yourself if you should start from scratch?

· Consider your form – do you need to revise/update form utilized? Should information be organized chronologically or a combination?

· Focus on the bottom line – what do you want to accomplish with your resume?

· Customize the content for each opportunity

· Do not use a generalized resume for everything, customize to the job you are applying for

· Check for mistakes

· Don’t forget the cover letter

· Upgrade your skills constantly

· Take the initiative

· Enroll in classes

· Attend conferences

· Read, read, read

· Fine-tune your soft skills

Standing Out: Becoming a Standout Assistant
Evelyn Watkins – Women of Influence and Watkins Development Group

Evelyn discussed ways we could stand out as assistants. Evelyn involved the audience in her discussion by getting input and feedback from us during the discussion. She showed samples of branding – when you see certain characteristics who do you think of?
Each attendee was asked to write down two things they believe they were known for. If it was something negative identify as something to work on rebranding. If you are unsure, ask someone. We cannot change what we fail to acknowledge.
We were then asked to write down our talents. These may be different than what you are known for.

You then have to communicate your value. Have business cards printed with your value on it. This communicates the value to others and convinces you of your value at the same time.

Know that you are not simply a title. You are a person with many values.

What are three value added qualities you possess? Three things people can take away after spending a day with you.

Project confidence – this can be from the way you walk, speak, and/or look at others. Pretend it’s your show.

Mentoring: Simply Ridiculous

Millicent St. Claire – Mind Masters Institute
Millicent tied mentoring in with LIGMO (Let It Go, Move On). She reminded us that we needed to let go of our “simply ridiculous” behaviors and thoughts and move on. Her presentation included samples of some of the behaviors and thought patterns that bring us down and hold us back. We have to learn to let them go and move on. By doing this we can accomplish our dreams/goals and mentor others, especially by providing an example of how we should act as well as treat others.

Microsoft Office 2007

Greg Creech

Saturday’s seminar was on Office 2007 by Greg Creech. Greg showed us tips and tricks for utilizing Office 2007. Greg also previewed 2010 Office for us and discussed some of the differences between 2007 and 2010. His recommendation would be to update to the 2010 version, not 2007, if you have not updated from 2003 yet.

Reasons to update to Office 2010 include:

· Speed

· Stability

· Customize the ribbon

· Printing

· Paste preview

· Screen shot – especially useful when writing technical or how to manuals.

· You can group calendars in Outlook

For Office 2007 Greg showed us how to access the features, customize the Quick Access toolbar. In discussions regarding whether to use Excel or Access, Greg recommended Access as it is a better tracking system, Excel for analysis. He reminded us that Excel is not designed for text, Access is.

When putting together manuals or reports and you want to change how page numbers are done (Roman numeral, letter, etc.), go to Page Layout, Section break. Do not use current position. Choose format page # and choose how you want the page number shown.

The Microsoft Office Button – you can click on it and get a list of commonly used commands. It is similar to the apple on a Mac computer.

Our keynote speaker at Saturday’s Lunch was Karen Bennett with Tuner Broadcasting Systems, Inc. Karen is the Senior Vice President, Human Resources. 

Karen spoke to us about continuing our learning. She encouraged each of us to look at learning as a “life long learning” process - whether it is going back to school for a degree or attending seminars, conferences, workshops. Learning and improving your job knowledge and skills with open doors for you and provide many opportunities. Karen also discussed how being involved in professionals organizations, volunteer organizations / groups is also a great opportunity to continue your life long learning and expand your knowledge and skills.
