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A Treasure Chest of Success... President’s Corner  
By: Doris Davis CPS/CAP 

 As we leave summer behind and enter into the cooler days of Autumn, our 
chapter has many activities planned. First, I want to thank everyone who 
stepped up to the plate to assist with our annual Ways & Means event, helping 
with the Gwinnett County Fair.  This is always one of the highlights our chapter.  
Not only do we earn money, but it is a time to establish friendships and get to 
know our members.  This year our two newest members Nancy and Deborah 
worked the fair for the first time.  Commitment is one of the things we have put 
in our “Treasure Chests of Success”. Thank you for jumping right in and show-
ing your commitment to the Municipal Employees Chapter. 
 
We sponsored a Boss’s Day Luncheon for our members and their executives on 
October 16th, see page 5 for a complete write-up about this event.  As always, 
everyone pitched in to help make this a success. 
 
The next opportunity for our members to serve will be November 7th & 8th when 
we proctor the CPS/CAP exams.  This is a bi-annual event for us.  In May and 
November each year, members assist with preparing to proctor the exam.  All 
members are encouraged to help make this if not an enjoyable experience, at 
least stress free as possible for the applicants who are testing.  We especially 
like the notes we receive from the candidates telling us how they did.  
 
Also in November is the community service event, Memory Walk benefiting the  
Alzheimer’s Association.  This will be held on November 15th in Athens.  We 
are walking for Team Josephine in honor of Jody Jones’ grandmother.  We 
would love to have you walk with us. 
   
It’s hard to believe we will be winding down 2008 in a couple of months.  For us 
2009 will be a busy year also as we plan the 2009 President’s Reception for our 
own Donna Mitchell CPS/CAP, Georgia Division President Elect.   We are proud 
of all Donna has accomplished on the Georgia Division Board and look forward 
to supporting her as the 2009—2010 Georgia Division President. 
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Community Service Events 
By: Jody Jones 
Community Services Chair 

“Hogs for Dogs” 
 
On August 16, 2008, Deborah, Phyllis, Doris and 
Jody worked the registration table at the annual Hogs 
for Dogs charity motorcycle ride.  All monies benefit 
the Gwinnett Humane Society.  As the riders started 
arriving, the sun came out and boy was it hot!!!  We 
registered over 200 bikes to ride that day.  The event 
was a huge success and the Humane Society raised 
over $10,000.00 to help needy pets.  Needless to 
say, we are pros at working the registration table!! 

“Partnership Against Domestic Violence 
 
Our September community service project is a clothing 
drive.  Clean out your closets and your children's clos-
ets.  All donations will be delivered to Diane at Partnership 
Against Domestic Violence.  Please contact Jody if you have any-
thing to donate. 

Ways & Means  

Website: Helpourfundraiser.com 
 

Enter account #:   500333 
 

Enter Password: iaap439136 (case sensitive)  
 
Browse and shop at your convenience.   
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Picture it – Fall has arrived with nice cool morn-
ings and temperatures staying in the high 70’s to 
low 80’s most days. Perfect weather for all the fall 
festivals occurring, plus football games, etc. Hum, 
Saturday, September 27 – there are several fall 
festivals happening that would be good to attend, 
plus Georgia is playing at home and it will be tele-
vised. Good day to take it easy, enjoy the weather 
and family. But wait, Georgia Division is holding 
their annual Fall Seminar Saturday and I am regis-
tered to attend. So I won’t get to enjoy the weather 
but I’ll get to spend time with my IAAP sisters in-
stead. 
 
4:32 a.m. – Time to get up and get ready to go. I 
have to meet Lorraine and Phyllis at Fire HQ as 
we are going to carpool to the seminar. Suppose 
to meet at 6:15 a.m. but I am a little late. By 6:32 
we are on our way….Atlanta here we come! 
 
We arrive safely, after driving around the hotel 
once. The bellman directs us to the location of the 
seminar and we sign in. Then we find a seat to 
leave our book and bags, and visit the vendors. 
Vendors are still setting up so for now we just look 
to see what they have and who will be there. 
 
8 a.m. and it’s time to find our seats and get ready 
for the day to start. 8:25 and the seminar is under-
way with our first presenter Sharita Robinson. 
Sharita spoke on “Virtual Assistants” and how to 
determine if this is a career choice for you. 
 
“Weaving a Stronger Network” with Rhonda C. 
Hight is next. Rhonda spoke on how to improve 
and maintain our network. Then it was time for 
“The DUH Factor: Overcoming Generational Dif-
ferences” by Sandra Moaney Wright. Sandra 
spoke on generational differences and steps we 
can take to overcome these differences. 
 
Break time – Time to visit the vendors, get a cup 
of coffee (it is freezing in the room), visit with other 
members. 

 
“Positive Image Builders” by Lisa Harris is next. Lisa 
spoke on what a wardrobe consists of, what to wear 
(and not to wear) to work to create the image you want 
to present. Then Celeste Jonson spoke on “D.A.R.E. to 
Succeed: No More Excuses. It’s Time To EXCEL!” 
Celeste offered tips on how we can succeed in whatever 
we do. 
 
Lunch Time and IAAP Georgia Division JEOPARDY! 
Lorraine and I both were called upon to answer a ques-
tion. Fortunately we did get ours correct and won a small 
prize.  
 
Sherry Lee Denton then talked with us about “Juggling” 
with Organization – tips on how to become better organ-
ized. Anita Jefferson spoke to “Raise Your Voice” so you 
are heard. Then Evelyn Watkins presented “Igniting 
Your Passion” helping us regain our passion for work 
and explaining the impact passion (and the lack thereof) 
has on your performance and commitment. 
 
Break Time again – Visit more vendors, visit with IAAP 
members. 
 
Donna Satchell presented “Just Get Serious™ About 
Creating Excellence” explaining how we can create ex-
cellence in everything we do. Greg Creech ended the 
presentations with “Office 2007: New Features, More 
Productivity.” 
 
It was then time for the vendor prizes, 50/50 raffle, and 
chapter ways and means. Congratulations to Vickie 
Huxford CPS/CAP who won the RTF 50/50 raffle (Vickie 
sat with us at our table). Congratulations also to 
Lorraine, Phyllis, and me – we each won at least one 
vendor prize. 
 
5:25 p.m. – Time to pack up and head home. 6 p.m. (or 
thereabouts) we arrive back at Fire HQ and everyone 
heads home – tired but with a new energy for the up-
coming work week, excited about the opportunity to put 
into play things learned today, and looking forward to 
our next IAAP adventure….CDW! 
 
 

Fall Seminar 
By: Rena Blackstock CPS/CAP 
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Simple Tricks for Remembering Stuff 

On a daily basis, we are exposed to a large 
amount of information through work, school, 
television, radio, magazines, newspapers, 

books, etc. It is not always easy to remember all 
the things we need to remember. Here are a few 
tricks and techniques to help you remember things 
easier. 
 
1. Repetition is a good way to remember names. 
Listen carefully when someone gives you their 
name and then use their name immediately. Then 
try to repeat the new name three or four times dur-
ing your initial conversation. Relating the name to 
a familiar image or famous person also helps your 
recall. For example, if the person's name is 
George, you may have a picture of George Wash-
ington in your mind when you think of this person. 
 
2. Remembering multiple birthdays and anniversa-
ries can be difficult. There is an easy way to re-
member these dates by only making a note once. 
That is by putting each date into a computer cal-
endar or PDA (personal digital assistant). You can 
then set the system to remind you of each date a 
set time beforehand to allow you time to purchase 
a card or gift. 
 
3. Make up a short song or rhyme to help you re-
member information, especially when you are 
dealing with formulas, lists or processes. It is often 
easier to remember information when it is hooked 
to a catchy rhythm. 
. When you need to remember a long string of 
letters or numbers, break the information down 
into smaller units of two or three letters or num-
bers at a time. Instead of having to remember a 
number like 6917802534, break it down into 69 17 
80 25 34 instead. 
 
5. Nothing beats the tried and true method of writ-
ing information down and making a list. Not to 
mention the added bonus of the good feeling you 
will have when you start crossing off the things 
you have completed. When you keep a written list, 
your brain becomes free to remember other 
things. Also, when you are in a lecture or a meet-
ing, take a notebook with you and take notes. This 
will help you to remember key points. 
 
6. If you have something important to remember, 
find a way to create an image about it in your mind 
that is funny or strange. Your brain will find it is 

easier to remember things that are unusual, 
especially something that stands out and is 
out of the ordinary. 
 
7. Remember to always get a good night's 
sleep. Your brain uses sleeping hours to re-
generate and stores new information into 
long-term memory. Studies show that sleep-
ing helps in retaining and recalling informa-
tion. 
8. It is easier to remember information when 
you understand it well. If you are confused by 
something you are trying to learn, break it 
down into smaller parts. If needed, ask for 
assistance in understanding a part. If you do 
not understand something completely, the 
more likely you are not going to remember it. 
 
9. To aid in remembering long lists of infor-
mation, create a story that includes all of the 
items you want to remember in it. 
 
10. Acronyms are a simple way to shorten 
several words into one or a few words by 
combining their first letters. For example, if 
you are learning the planets, a good acronym 
to remember all of them is: 
 
My Very Excellent Mother Just Sent Us Nine 
Pizzas 
 
(M)ercury. 
(V)enus. 
(E)arth. 
(M)ars. 
(J)upiter. 
(S)arturn. 
(U)ranus. 
(N)eptune. 
(P)luto. 
 
Ok, so Pluto is not a planet anymore, but 
whatever! 
 
If the order of the items is not important, you 
can still create an acronym with the letters to 
resemble a word. 

(Continued on page 5) 



October 16th was Boss’s day and the Municipal Employees Chapter 
showed our appreciation to our executives by providing a luncheon.  It was 
held in the community room at Rhodes Jordan Park in Lawrenceville.   
 
In tying in with our 2008-2009 chapter theme “Excellence in Action...A 
Treasure Chest of Success”, we decorated the room with our chapter’s 
treasures.  Each attendee had their name place with a business card 
holder stating some of the things we consider essential to become strong 
administrative professionals.  They are: Communication, Commitment, 
Image, Education, Leadership, Attitude and IAAP.   We also included a 
“Great Boss” as one of our treasures.  We do appreciate the support we 
get from our bosses. 
 
Our keynote speaker, Gwinnett County Tax Commissioner, Katherine Sherrington shared 

with us  Ten Things to Say to Your Boss.  This was 
adapted from Marie McIntyre Ph.D book Secrets to Win-
ning at Office Politics.  You can check out her website at 
http://www.yourofficecoach.com/ to get more helpful hints 
of how to navigate through office politics and much more. 
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11. Like acronyms, acrostics are a way to remem-
ber a list of items in a specific order. Instead of 
making a word, you use the letters to make a sen-
tence. For example, Multiply and Divide before 
you Add and Subtract becomes 'My Dear Aunt 
Sally.' 
 
12. Use visualization with word association. Re-
member the saying, 'A picture is worth a thousand 
words?' It's true. By turning the information you 
need to remember into a picture or design in your 
head, you are much more likely to remember it. 
 
13. A sure way to remember a time to do some-
thing is to set an alarm. Whether it is an alarm 
clock, a PDA or other device that contains an 

Simple Tricks for Remembering Stuff 
(Continued from page 4) 
 

alarm, it's is the easiest way to help you 
remember a time. 
 
14. Focus on performing one task at a 
time. When you try to do too many things 
at one time, your mind will become dis-
tracted and you will become overwhelmed, 
thus making it difficult to remember. 
 
15. Finally, reduce the stress in your life by 
simplifying systems, delegating duties to 
other family members, exercising regularly 
and getting enough sleep. This will help 

Get Organized Now! Newsletter 
by Maria Gracia 
http://www.getorganizednow.com 
 
Issue: September 7-13, 2008 

Boss’s Day Luncheon 
By:  Doris Davis CPS/CAP 

http://clicks.aweber.com/y/ct/?l=K0LCl&m=1aVaY8BRI8rpYX&b=mJjN4lb2yR6nzrA_GdHLSw�
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Member’s Page 

October 16th—Chapter 
Member Boss’ Day 
Luncheon 
 

November 7 & 8—
Proctor CAP & CPS 
Exams 

Deborah Findley—Oct. 1 
Faye Williams—Oct. 12 
 

Upcoming Chapter Events 

November 15th—
Alzheimer’s Association 
Memory Walk 

Happy Birthday 

 
Municipal Employees Chapter welcomes our 
newest Professional member, Cheryl Goodwin. 
 
Cheryl has worked for Gwinnett County  
Government for 5 years with the last 4½ with 
Fires Services.  She  is currently assigned to the 
Arson/Explosives Investigations Unit at Fire 
Headquarters.  She finds this to be very interest-
ing and rewarding, and really loves it! 
 
She is the mother of two grown sons and has a 
grandson just turning 2.  Her hobbies are camp-
ing, fishing, cooking and reading.  Although she 
states her reading lately is mainly textbooks. 

Spotlight on New Members…. 

We would also like to welcome our 
new Associate Member, Jennifer 
Wires with Dave & Busters.  We 
look forward to partnering with 
them during the next year.  

Congratulations 
To Doris Davis CPS/CAP for obtaining her certification 
as a Microsoft Office Specialist in Word and Excel.  Doris 
took advantage of the “Certify by Summer” program  
offered by Microsoft through IAAP.  She also plans to 
obtain her MOS certification in PowerPoint. 

 
Cheryl plans on sitting for the 
CPS/CAP in November.  We wish 
you the best of luck and are ex-
cited to have you as our newest 
member. 


	Municipal Employees Chapter Lawrenceville, Georgia

	By: Doris Davis CPS/CAP

	Boss’s Day Luncheon



<<

  /ASCII85EncodePages false

  /AllowTransparency false

  /AutoPositionEPSFiles true

  /AutoRotatePages /None

  /Binding /Left

  /CalGrayProfile (Dot Gain 20%)

  /CalRGBProfile (sRGB IEC61966-2.1)

  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)

  /sRGBProfile (sRGB IEC61966-2.1)

  /CannotEmbedFontPolicy /Error

  /CompatibilityLevel 1.4

  /CompressObjects /Tags

  /CompressPages true

  /ConvertImagesToIndexed true

  /PassThroughJPEGImages true

  /CreateJDFFile false

  /CreateJobTicket false

  /DefaultRenderingIntent /Default

  /DetectBlends true

  /DetectCurves 0.0000

  /ColorConversionStrategy /CMYK

  /DoThumbnails false

  /EmbedAllFonts true

  /EmbedOpenType false

  /ParseICCProfilesInComments true

  /EmbedJobOptions true

  /DSCReportingLevel 0

  /EmitDSCWarnings false

  /EndPage -1

  /ImageMemory 1048576

  /LockDistillerParams false

  /MaxSubsetPct 100

  /Optimize true

  /OPM 1

  /ParseDSCComments true

  /ParseDSCCommentsForDocInfo true

  /PreserveCopyPage true

  /PreserveDICMYKValues true

  /PreserveEPSInfo true

  /PreserveFlatness true

  /PreserveHalftoneInfo false

  /PreserveOPIComments true

  /PreserveOverprintSettings true

  /StartPage 1

  /SubsetFonts true

  /TransferFunctionInfo /Apply

  /UCRandBGInfo /Preserve

  /UsePrologue false

  /ColorSettingsFile ()

  /AlwaysEmbed [ true

  ]

  /NeverEmbed [ true

  ]

  /AntiAliasColorImages false

  /CropColorImages true

  /ColorImageMinResolution 300

  /ColorImageMinResolutionPolicy /OK

  /DownsampleColorImages true

  /ColorImageDownsampleType /Bicubic

  /ColorImageResolution 300

  /ColorImageDepth -1

  /ColorImageMinDownsampleDepth 1

  /ColorImageDownsampleThreshold 1.50000

  /EncodeColorImages true

  /ColorImageFilter /DCTEncode

  /AutoFilterColorImages true

  /ColorImageAutoFilterStrategy /JPEG

  /ColorACSImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /ColorImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /JPEG2000ColorACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /JPEG2000ColorImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /AntiAliasGrayImages false

  /CropGrayImages true

  /GrayImageMinResolution 300

  /GrayImageMinResolutionPolicy /OK

  /DownsampleGrayImages true

  /GrayImageDownsampleType /Bicubic

  /GrayImageResolution 300

  /GrayImageDepth -1

  /GrayImageMinDownsampleDepth 2

  /GrayImageDownsampleThreshold 1.50000

  /EncodeGrayImages true

  /GrayImageFilter /DCTEncode

  /AutoFilterGrayImages true

  /GrayImageAutoFilterStrategy /JPEG

  /GrayACSImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /GrayImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /JPEG2000GrayACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /JPEG2000GrayImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /AntiAliasMonoImages false

  /CropMonoImages true

  /MonoImageMinResolution 1200

  /MonoImageMinResolutionPolicy /OK

  /DownsampleMonoImages true

  /MonoImageDownsampleType /Bicubic

  /MonoImageResolution 1200

  /MonoImageDepth -1

  /MonoImageDownsampleThreshold 1.50000

  /EncodeMonoImages true

  /MonoImageFilter /CCITTFaxEncode

  /MonoImageDict <<

    /K -1

  >>

  /AllowPSXObjects false

  /CheckCompliance [

    /None

  ]

  /PDFX1aCheck false

  /PDFX3Check false

  /PDFXCompliantPDFOnly false

  /PDFXNoTrimBoxError true

  /PDFXTrimBoxToMediaBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXSetBleedBoxToMediaBox true

  /PDFXBleedBoxToTrimBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXOutputIntentProfile ()

  /PDFXOutputConditionIdentifier ()

  /PDFXOutputCondition ()

  /PDFXRegistryName ()

  /PDFXTrapped /False



  /Description <<

    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e9ad88d2891cf76845370524d53705237300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>

    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc9ad854c18cea76845370524d5370523786557406300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>

    /DAN <>

    /DEU <>

    /ESP <>

    /FRA <>

    /ITA <>

    /JPN <FEFF9ad854c18cea306a30d730ea30d730ec30b951fa529b7528002000410064006f0062006500200050004400460020658766f8306e4f5c6210306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103055308c305f0020005000440046002030d530a130a430eb306f3001004100630072006f0062006100740020304a30883073002000410064006f00620065002000520065006100640065007200200035002e003000204ee5964d3067958b304f30533068304c3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>

    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020ace0d488c9c80020c2dcd5d80020c778c1c4c5d00020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>

    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken die zijn geoptimaliseerd voor prepress-afdrukken van hoge kwaliteit. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)

    /NOR <>

    /PTB <>

    /SUO <>

    /SVE <>

    /ENU (Use these settings to create Adobe PDF documents best suited for high-quality prepress printing.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)

  >>

  /Namespace [

    (Adobe)

    (Common)

    (1.0)

  ]

  /OtherNamespaces [

    <<

      /AsReaderSpreads false

      /CropImagesToFrames true

      /ErrorControl /WarnAndContinue

      /FlattenerIgnoreSpreadOverrides false

      /IncludeGuidesGrids false

      /IncludeNonPrinting false

      /IncludeSlug false

      /Namespace [

        (Adobe)

        (InDesign)

        (4.0)

      ]

      /OmitPlacedBitmaps false

      /OmitPlacedEPS false

      /OmitPlacedPDF false

      /SimulateOverprint /Legacy

    >>

    <<

      /AddBleedMarks false

      /AddColorBars false

      /AddCropMarks false

      /AddPageInfo false

      /AddRegMarks false

      /ConvertColors /ConvertToCMYK

      /DestinationProfileName ()

      /DestinationProfileSelector /DocumentCMYK

      /Downsample16BitImages true

      /FlattenerPreset <<

        /PresetSelector /MediumResolution

      >>

      /FormElements false

      /GenerateStructure false

      /IncludeBookmarks false

      /IncludeHyperlinks false

      /IncludeInteractive false

      /IncludeLayers false

      /IncludeProfiles false

      /MultimediaHandling /UseObjectSettings

      /Namespace [

        (Adobe)

        (CreativeSuite)

        (2.0)

      ]

      /PDFXOutputIntentProfileSelector /DocumentCMYK

      /PreserveEditing true

      /UntaggedCMYKHandling /LeaveUntagged

      /UntaggedRGBHandling /UseDocumentProfile

      /UseDocumentBleed false

    >>

  ]

>> setdistillerparams

<<

  /HWResolution [2400 2400]

  /PageSize [612.000 792.000]

>> setpagedevice



