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CERTIFICATION CONFERENCE October 18-21, 2009, in Portland 

    

Portland Marriott Downtown Waterfront  

For online reservations, click the link above. You will be directed to the property's home page with the code already 
entered in the appropriate field on the right hand side of the website for reservations. 
 
Room rate $189 single or double occupancy plus applicable taxes 
To book over the phone, contact the worldwide reservations line at 800-228-9290. When calling, be sure to mention the 
IAAP code (iaa) or the name and dates of the group.  
 
Complete Conference details will be available in the spring of 2009. Conference registration will open June 1 for those 
who hold an active CPS or CAP rating and, space permitting, August 1 for those not certified. 
 
Next Year, 2010: Louisville, KY, October 17-20, Hilton Seelbach Hotel 
 
 

  Attendance Award for 2009 
Each year one member is chosen by a drawing of all those who have attended the most meetings during the 
year. 
The Award is One Year of Chapter Dues waived on renewal. 
Don't miss the chance to be the award winner this year!  
 
 

 
 
 
 
 
 
 
 
 
 
 
 

Thinking of Making a Change? Or just opening new doors?  
 

Computer Applications & Office Systems Virtual Assistant Certificate Program 
at Portland Community College~ see the January or February newsletter for 
additional information. Or www.pcc.edu/schedule 
 

Find other great short & inexpensive training online at www.ed2go.com 



Trail Dust 

 

 
Chapter Nominations … At our May meeting we will be holding our annual business meeting to 

elect our officers for next year.    Below are nominations for officers.  Nominations can be received from 
the floor at the May meeting: 
 

Position Description Nominee 

Chapter President – 
elected 

Shall include but not limited to presiding officer 
at all chapter meetings and the chairman at all 
Board of Directors meetings.   Call meetings of 
the Board of Directors as necessary.    Oversee 
chapter committees.   Keep the Board of 
Directors and membership fully informed on all 
Association, Division and/or Chapter matters. 

Rachael Barnett CPS/CAP 

Chapter Secretary - 
elected 

Shall include but not limited to be responsible 
for keeping an accurate record of all Chapter 
and Board of Directors meetings.    

Patty Ostiek 

Chapter Treasurer – 
elected 
 
Treasurer-elect- 
elected 

Shall include but not limited to be responsible 
for all chapter funds, deposits, and make 
disbursements only as authorized by the 
Chapter’s current budget or by specific action of 
the Chapter or Board of Directors.   Keep 
complete and accurate financial records and 
submit a report to the Board of Directors and 
Chapter monthly. 

Jeannie St. Clair 
 
 
no nominations received 
 

Committees/ Chairs 

Arrangements In charge of making physical arrangements for 
each meeting. 

Theresa Sullivan 

Budget and Audit Allocates funds of the Chapter to its various 
activities and makes an annual audit of the 
Chapter books. 

vacant 

Newsletter Publishing the newsletter. Brenda Hinau 

Cashier Collects fees for dinners. vacant 

Community Service Plans and carries out philanthropic projects for 
the Chapter. 

vacant 

CPS/CAP Service Stimulates interest and encourages 
participation in the CPS/CAP program. 

April Hill CPS 

Fundraising Coordinates revenue generating projects for the 
Chapter. 

vacant 

Historian Compiles a record of Chapter activities. Carolyn Hixson 

Membership Directs activities of the Chapter having to do 
with recruitment and retention of members. 

vacant 

Program Provides well-balanced schedule of events for 
the Chapter meetings. 

Angela Deverell 

Publicity Publicizes the activities of the Chapter. Brenda Hinau 

Webmaster Responsible for maintaining OTC website. Deborah Johnson 
(temporary) 
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2008-2009  

Board of Directors 
& Committee Chairs 

 
President, Sheila Isley, CPS/CAP 
 
Secretary, Rachel Barnett, CPS/CAP 
 
Treasurer, Jan Schmidt 
 
Treasurer-elect OPEN 
 

~~~   CCCooommmmmmiii ttt ttteeeeee   CCChhhaaaiii rrrsss   
 

Budget and Audit, Theresa Sullivan 
 
CPS/CAP Training, Rachael Barnett, CPS/CAP 
 
Arrangements, Theresa Sullivan 
 
Cashier, Patty Ostdiek and Leisa Vandehey 
 
Standing Rules/Bylaws, Leisa Vandehey 
 
Programs, Billie Shults  
 
Fundraising, OPEN  
 
Community Service, Jeannie St. Clair 
 
Membership, Billie Shults 
 
Newsletter, Pam Melroy 
 
Publicity, OPEN  
 
Historian, Carolyn Hixson 
 
Webmaster, Deborah Johnson 
 

 
 

NNNeeexxxttt   iiissssssuuueee   
   JJJuuunnneee   111   –––   
SSSuuubbbmmmiiissssssiiiooonnnsss   
   ddduuueee   MMMaaayyy   222000   

 

2008-2009 Programs 
   

Sep 10 Financial Planning, Glen 
 Clemans, CGC Financial Services 
 
Oct 8 Going Green, Marlowe Kulley,  
 City of Portland 

 
 Nov 12 Executive night: 
   Human Dynamics, Jean Pence 

 and Beverley Haines,   
 Human Dynamics 

 
Jan 14 Business Writing, Nancy Linnon,  
 OMSI 
 
Feb 11 Non-verbal Communication, 
 Lynda Bader,  PSU 

 
Mar 11 Managing Your Career in Todays 
 Business Environment,   Travis 
 Graves, Multnomah County 

 
 Apr 8  PowerPoint Tips and Tricks, 

 Theresa Sullivan and Susan 
 Luce, Multnomah County 

 
 May 13 Diversity, Women and  
  Leadership, Carol Parker Walsh,  
  ParkerWalsh Consulting 
 
 Jun 10  Round Table Discussion with Geo
  Georgia York,  Recognition and
  installation of 2009-2010  
  Officers and Cookie Lee Fund 
  Raising Event   
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 CCHHAAPPTTEERR  OOFF  EEXXCCEELLLLEENNCCEE  
The following is an outline of the criteria that as a Chapter we have agreed to 
complete for the Chapter of Excellence.    I thought as a member you would like 
to know the status of completion.   This will also allow you to see where you can 
get involved. 
 
Award Criteria Status 
Sixty percent of the chapter meetings offer 
recertification points 

Completed 

At least one member of the chapter obtain their CPS 
and/or CAP certification 

Completed  

Sign the online Chapter of Excellence Commitment 
agreement 

Completed 

Publish at least six newsletter/e-newsletters 
 

Completed 

Create and Maintain an annual budget; provide a 
monthly financial statement to the membership and 
submit annual audit report to the division treasurer 

Completed 

Public annual meeting calendar with education 
and/or training topics by September 1 and establish 
marketing plan to encourage members to attend 
chapter, division, and international meetings and 
events 

Completed 

Maintain a full slate of officers (minimum four offices); 
maintain committee chairmen for the Bylaws, 
Certification, Education and Membership Committees; 
and submit new officers and committee chairmen 
listing to HQ by July 1 

Completed 

Send a delegate to the division annual meeting and a 
delegate to the International Convention and 
Education Forum 

Completed 

At least one member serve in a division office or 
committee 

Completed 

Sponsor or co-sponsor a professional development 
seminar or APW/APD and/or annual Executives’ event 

Completed  
  

Maintain a minimum of 15 members and achieve an 
annual retention rate of at least 80 percent 

 

Conduct new membership orientation program 
 

 

Achieve a net membership increase of at least 12 
percent (net 3 member increase) 

Completed 

Create an annual Business (Strategic) Plan; 
review/update annually; submit a copy to the Division 
President by December 31 and conduct an annual 
member interest/satisfaction survey 

Completed 
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Your Job Is No Longer Your Job 

By Susan Fenner PhD, IAAP Education and Professional Development Manager 

There are many of us who feel comfortable doing what we consider to be “our jobs.” Usually that means doing what we 
have done in the past and are familiar with. However, in today’s workplace, the secret to success is not to do “our job,” but 
rather to “do what needs to be done.” That is our job! And that may mean that we have to tackle things we’ve never done 
before or accomplish things that used to be done by someone else. It may mean that we have to get the skills (and 
quickly) so that we can get on with our tasks. But...that’s just how it is. 

Today’s workplace is so different than it was in the past. We used to know what we were responsible for doing and had 
time to get it done. We set the work pace and told others when they could expect the results. 

In today’s sped-up workplace, something needs to be done immediately and somebody is told to “do it.” You’re not asked, 
“Have you done this before,” or “Do you know how to do this?” or “Do you have time to do this with what you’re already 
working on?” We get, “Here. Do it!” And if we want to stay employable, we somehow manage to get it done. At times that 
means we must work faster, reprioritize things already assigned, or come in early, stay late, or work on the weekend. We 
no longer have the luxury of getting trained on the job, taking a class, or easing into it. We, “Just do it.” (Like the Nike 
commercial.) 

That’s what makes an employee valuable today. It’s not what you’ve shown you can do well. Rather, it’s what you can do 
without being shown! 

So do what you can to develop initiative, change your work pace to accommodate more assignments, don’t excessively 
question the delegator but find your own answers, get connected with a professional network so you can get help for new 
challenges, cultivate a mind set that says, “I can do it,” reach out for new responsibilities, and think innovation. 

If you do, then soon, you’ll be voted “the most valuable player” on your team! 

Reprinted from www.iaap-hq.org 

 
 
 
 
 
 
 

May 14-17, 
2009 

Idaho Oregon Utah Division 
Annual Meeting, Ogden, Utah 
[coordinator: debby degroot   
dddegroot@weber.edu 

July 26-29, 
2009 

 The Administrative Edge: 
International Education Forum & 
Annual Meeting Minneapolis, 
Minn. 

October 
18-21, 
2009 

IAAP certification conference, 
Marriott waterfront Portland , OR 

OPTIONS Training is a self-study course 
offered by IAAP. All the concepts are 
pertinent, no matter what your job is or 
how long you’ve been in the profession. 
Each level focuses on career and personal 
development, people and task skills. Areas 
that progress over the levels include self-
management, team skills, office 
management and information management. 
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    Future Exam & Deadline Dates for CPS and CAP exam administrations:  
   

Exam Dates  Deadline Dates 
November 6 & 7, 2009 August 15, 2009 

 
 
 
 
 

 
 

 
 

 
 
 
 

 
 
 
 
 
 
 
 
  
  
  

 

CCCeeerrrtttiiifffiiicccaaatttiiiooonnn   aaannnddd   RRREEEccceeerrrtttiiifffiiicccaaatttiiiooonnn   
   (((CCCPPPSSS///CCCAAAPPP)))   

Part 4 of the CAP exam is administered on Friday afternoon. 
Parts 1-3 of the CPS and CAP exams are administered on Saturday. 
 
Note: Certain Sabbatarian and international sites have been approved to test on Thursday and Friday, due 
to the religious beliefs of their candidates.  All other sites test on Friday afternoon and Saturday. 

 
OTC Has Certification 

Study Materials 
Available for Loan 

 Contact Rachael Barnett 
(rachael.barnett@salemhospital.org) 
to borrow these materials: 
 

Prentice Hall Study Guides 
 

 Office Administration (CPS/CAP) 
 Office Systems and Technology 
(CPS/CAP) 

 Management (CPS/CAP) 
 Advanced Organizational 
Management (CAP) 

 

PPrrooggrraamm  --  Negotiating the Landscape:  
Women and Leadership 

      
Being a leader is more than managing employees. 
It says more about you then what you do. This 
presentation is for women who see themselves as 
leaders or are looking for strategies on how to get 
promoted into a leadership position. This 
presentation will also help women of color 
navigate their issues and challenges in the 
workplace.     

 

OOuurr  PPrreesseenntteerr  
 

With over 15 years of experience, Dr. Parker Walsh serves as Principal of ParkerWalsh  
Consulting, a diversity and organizational consulting firm located in Camas, WA. Dr. Parker Walsh 
also serves as Assistant Professor at Oregon Health and Science University.  
 
Dr. Parker Walsh attended Fielding Graduate University where she studied Human and Social 
Systems and earned a Doctorate degree in 2005. She holds masters degrees in Human 
Development and Organizational Management. She also attended IIT Chicago-Kent College of 
Law where she studied Employment/Labor Law and earned a J.D. degree in 1991 and received 
her B.A. from Loyola University of Chicago in Organizational Communication. Dr. Parker Walsh is 
also a certified mediator and has also been trained in the study of social systems and group 
relations with the A.K. Rice Institute. 
 
Dr. Parker Walsh is the recent recipient of the 2009 Woman of Achievement Award by the YWCA 
of Clark County. 
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Membership 
APW Event a huge Success- Thanks to All! 

    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

We Did It!  Our Administrative Professionals Event went off without a hitch.  The space at OMSI was absolutely 
perfect.  We had vendors who sponsored the event and gave out free product to those who attended.  We got 
our name in the media (newspaper and radio).  Our speakers were fantastic and offered a lot of valuable 
information.  Everyone that attended seemed to be enjoying themselves and the opportunity to network and 
learn from our presenters.  Each of them exemplified what it means to be a professional.   
There were some new faces at the event, and there 
were donations that came in for Dress For Success – 
which means that we were successful in reaching out 
to the public and in giving back to the community.   
 
There were many people who contributed to the 
success of the event, from securing speakers and a 
location, planning, publicity, shopping, table 
decorations, setup and teardown and all the 
communications that went on between parties.  It was 
a great example of collaborative teamwork. 
 
I just want to say thank you to each of you who played a 
part:  Sheila, Dawn, Brenda, Angela, Jeannie, Gloria, 
April, OMSI staff, our sponsors and vendors --- PCC, 
Mary Kay, City Sprint, Office Max, IAAP, Office Team, Office Arrow,  Avery Dennison and OMSI.  A special 
thank you goes to our presenters who generously contributed their time and talent-- Nancy Srueber, Lisa 
Hobbs, Jessy Culp, Marcie Kessel.  Without each of you – we could not have succeeded, 

 
 
 

Billie 
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Oregon Trail Chapter ~ April 8, 2009 Chapter Meeting Minutes 
Sheila Isley, CPS, welcomed the members and guests to the Oregon Trail Chapter meeting.   
 
Members introduced themselves. We celebrated Carolyn Hickson’s birthday. 
 
Committee chair and Board positions are still open. Please contact Sheila if you are interested. Nominations 
from the floor will be accepted at the May meeting. Georgia York CPS will be attending the June meeting to 
present.  
 
Please take cards for the APW event on Tuesday April 21st to give out. Donations for Dress for Success will be 
accepted instead of admission charge. There will be a vendor fair, Office Arrow will be giving away promotional 
items, and Office Team will be awarding a Chapter membership. 
 
Sheila introduced the presenters for the evening, Susan Luce and Theresa Sullivan. The presentation was on 
PowerPoint tips and tricks. 
Susan reviewed the don’ts relative to slide count, animation and graphics, content, and backgrounds. If you are 
going to use a template, the Microsoft templates have been pre-designed for easy reading and ease of use. 
Theresa provided a tutorial on adding slides, charting in Excel, org charts, editing graphics, and master slides.  
 
Theresa and Susan took questions.  
 
Sheila thanked Theresa and Susan for the great presentation.  
 
Leisa won the 50/50 raffle. 
 
The next Oregon Trail Chapter meeting will be May 13 2009 at Elephants Deli. Program to begin at 7:00 PM. 
 

Rachael Barnett, CPS/CAP 
 

 Elephants Uptown NW 22nd
 

115 NW 22nd (at Burnside), Portland, Oregon 97210 Telephone: 503-299-6304 
 

Driving Directions From I-5 North 
Take exit 302B (Ocean Beaches/Beaverton) Continue on 405 to City Center. 

Take exit 2A (Couch Street/Burnside Street). 
Take Burnside Street to NW 22nd Ave. and take a right. 

 
From I-5 South 

Take exit 299B (City Center/Beaverton) exit (right Lane) to 405 North. 
Take exit 2A (Salmon Street) to 14th Avenue (left lane).  

Take 14th Avenue 4 blocks to Burnside, turn left on Burnside (west). 
Take Burnside Street to NW 22nd Ave. and take a right. 

 

From Beaverton  
Driving North on 217, take Tillamook / Astoria exit, but turn right on SW Barnes road. 

or Hillsboro 
Driving east on Hwy 26 take exit 69B (Cedar Hills / Barnes Rd.). 

 
Take SW Barnes Road east until it becomes W Burnside. 

Proceed on W Burnside into downtown Portland. 
Turn left on NW 22nd Ave (after second stop light). 
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