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This is your 
chapter and its 

future depends on 
YOU!

 
 
 
 
 
 
 
 

The Monthly Newsletter of the South Suburban Chapter of IAAP May 2010 

South Suburban Chapter Meeting Program 
Tuesday, May 25, 2010 

Annual Meeting and Election of Officers 

The end of our 2009-2010 Chapter Year is fast approaching along with our Annual Meeting. This is your opportunity 
to elect new officers for 2010-2011. 

The South Suburban Chapter Nominating Committee has prepared the slate of candidates listed below. You are 
voting for officer positions only. Bios on each candidate have been sent by email and are also attached with this 
newsletter. If you cannot attend the Annual Meeting, an absentee ballot is to be returned no later than five business 
days (May 18, 2010) before the South Suburban Chapter Annual Meeting. 

Mark your calendars and plan on attending. We must have a quorum to conduct chapter business, which includes 
the election of officers. Please be there for this important meeting. 

Officer candidates for the South Suburban Chapter 2010-2011 year: 

President: Michelle Prosch (Automatic Succession) 
President-Elect: Gayle Quedens 
Vice President: Allison L. Fuller, CPS 
Secretary: Kathleen L. Erdman 
Treasurer: Melissa Thomas, CPA/CAP (Automatic Succession) 
Treasurer-Elect: Robbie Groth 
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Meetings are held at: 
Old Chicago – The Cedar Room 
14998 Glazier Avenue 
Apple Valley, MN 

5:30 p.m. Networking 
6:00 p.m. Dinner 
6:30 p.m. Business Meeting 
Cost is $20.00 

RSVP by NOON, Friday, May 21, 2010, to Candy 
Retka at 952.469.4633, cretka@frontiernet.net or 
(fax) 952.469.4634. 
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Getting the Most Out of Your Performance 
Review 

Submitted by OfficeTeam 

Although the downturn has been tough for all 
workers, some professionals have found that they 
have benefitted from the experience. Seventy-seven 
percent of individuals surveyed by our company cited 
at least one positive effect the recession has had on 
their jobs, including the ability to tackle new projects, 
assume additional responsibility and take on more 
challenging work. 

But have you been rewarded for your hard work? If 
not, your performance review could be a good 
opportunity to earn the recognition you deserve. 
These meetings allow you to discuss your 
accomplishments with your manager, as well as work 
with your boss to map out further professional 
development opportunities. 

Preparation is key to getting the most out of your 
review. Here are a few tips: 

• Do your homework. Before your review, make a 
list of your accomplishments and how your efforts 
have benefited your department or company. Your 
manager may not be able to recall all of your 
contributions, especially if he or she oversees a 
large group of people. 

• Think outside the bucks. Concentrating on 
compensation during a review can be a mistake, 
especially if your employer can’t offer you a pay 
hike. Changes in job duties or your schedule, 
though, could have an impact on your overall job 
satisfaction and may be easier for your manager to 
implement.  

• Create a dialogue. Think of the meeting as an 
opportunity to work with your supervisor to develop 
a plan to move your career forward. Ask for 
constructive criticism and advice on how you can 
continue to advance professionally. 

• Give feedback. You should use the review as an 
opportunity to provide your manager with 
feedback. This also is your chance to tell your 
manager where you could use more support or 
resources. Just don’t forget to temper the negative 
with the positive. Everyone, including the boss, 
needs a kind word now and then.  

• Have goals in mind. Your supervisor will likely 
ask you what you hope to achieve in the coming 
year. Carefully consider what professional 
objectives — to lead a project team or earn a 
certification, for instance — you’d like to set for 
yourself and the support you might need to meet 
them. 

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 325 locations worldwide, and offers online job search 
services at www.officeteam.com. 

 

Ways & Means (Fundraiser) Committee Update 
Submitted by Deb 
Sabo and Linda 
Wittmann, CAP, Co-
Chairs 

Thank you again to all 
members (and their 
spouses) who helped 
with the Spring Plant 
delivery on Friday, May 7. It is always a big job and 
one we cannot do by ourselves. Lots of hands make 
for less work and we appreciated your assistance to 
help unload, sort, and tag all the plants. 

Just a reminder on the care and handling of your 
plants – with the recent wet and cold spell we have 
been having, Gertens does not recommend putting 
your flowers outside yet until the temperatures warm 
up. For Minnesota’s climate, this could be through the 
end of May. Keep them indoors in a warm sunny 
location or window and keep them watered until you 
can bring them outside and get them acclimated to 
the outdoors. I was also 
told from Barb, Gertens’ 
Production Manager, 
that if your garage is not 
heated, you should not 
keep your plants in the 
garage on a cold wet 
floor but also to bring 
indoors till the 
temperatures warm up outside. 

We hope you enjoy your flowers and we look forward 
to another successful sale next year! 
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How are You doing on your path to becoming a 
Member of Excellence? 

A Member of Excellence will 
receive a certificate (first four 
years), Pathways to Excellence 
certificate cover, and Member of 
Excellence pin (the fifth year). 

A Member of Excellence will 
attain a minimum of 8 of the 
following 11 criteria: 

1. Be a current CPS and/or 
CAP holder 

2. Sign the online Member of 
Excellence Commitment agreement 

3. Actively participate in the IAAP web community 
forum discussions or submit an article for an 
IAAP publication (chapter, division, or 
international level) 

4. Attend non-IAAP professional educational 
workshops, seminars and conferences 

5. Hold a degree, certificate or equivalent (a 
minimum one year in length) from an accredited 
college or earn a Microsoft certification 

6. Pay membership dues on or before anniversary 
date 

7. Serve as a chapter, division, or international 
officer, committee chair, or committee member; 
or serve as an RTF Trustee; or serve on a 
Student Chapter advisory board or the school’s 
advisory board for the office administration 
program 

8. Conduct a public presentation, program or 
training 

9. Attend a minimum of eight chapter, division or 
international sponsored meetings, programs or 
events (any combination) 

10. Recruit at least one new member 

11. Integrate IAAP membership and involvement 
into annual performance plan or review 

DCTC Faculty Member Named MSCSA 
“Instructor of the Year” 

Dakota County Technical College (DCTC) faculty 
member Charlotte M. Kodner was named the 2010 
“Instructor of the Year” Saturday, April 17, 2010 by 
the Minnesota State College Student Association 
(MSCSA). Kodner accepted the award at MSCSA’s 
Annual Awards Dinner at Breezy Point Resort in 
Breezy Point, Minn. 

The “Instructor of the Year” award is a true honor 
because the nominations come from students and 
then the winner is decided on by the MSCSA 
student leadership. Kodner was nominated for the 
award by one of her students at DCTC, Anna 
Voight. 

Charlotte Kodner has taught at DCTC for 32 years 
and is currently an office careers instructor who had 
inspired students to not only excel academically, but 
to also get involved in extra-curricular activities, 
such as Phi Theta Kappa and student government. 

In her nomination materials, Anna Voight 
states, “Students are Charlotte’s priority. 
Whether it is arriving on campus at 7 a.m. 
and staying until 7 p.m., constantly giving 
up her lunch break to help students, or 
being late to a meeting because a student 
has one more question–Charlotte puts 
students first.”  

Anna Voight, a 2009 graduate of the Executive and 
Administrative Assistant program, nominated 
Kodner for the award. In her nomination letter, 
Voight included the following quote from William 
Arthur Ward: “The mediocre teacher tells. The good 
teacher explains. The superior teacher 
demonstrates. The great teacher inspires.” 

For her part, Kodner could 
not be happier to receive 
the award. During her 
acceptance speech she 
noted that educators do 
not choose their calling for 
awards or money. “But let me tell you,” she said, 
“receiving this particular award is really an incredible 
experience. It is especially poignant as it is 
recognition and an award from the students.” 

“I view my role as an educator as one where I have 
an opportunity to help individuals discover their 
talents,” Kodner went on to say, “overcome what 
some feel are their limitations—and many of those 
are self-imposed, guide them to achieve their 
potential, and celebrate their successes.” 
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