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Nelson Notes 
Newsletter of Nelson Group, Association of Administrative Professionals NZ Inc 

PO Box 1350, Nelson 7040 
 

“Promoting professional development and excellence” 

DECEMBER 2019 

Dates To Diarise 

 

GROUP MEETINGS 
 

January 2020  

COMBINED SOCIAL MEETING with Blenheim 

Group, Slip Inn, Havelock  

Wednesday, 19 February 2020 

Simon Pimm, M.Ed. 

Head of Faculty Languages, Garin College 

Te Reo for Beginners 

 
 

MANAGEMENT TEAM MEETINGS 

Wednesday, 29 January 5.30pm  

WSP Opus Meeting Room, Nelson  

Wednesday, 4 March 5.30pm 

WSP Opus Meeting Room, Nelson  
 

NEWSLETTER 

This is our last newsletter for 2019. 

We hope you all have a fantastic Christmas 

and wonderful New Year. 

We look forward to seeing you all 

again in 2020. 

Deadline for articles to be included in the  

February newsletter is Friday,  

17 January 2020. 

Please e-mail Margaret Bartlett at 

bushrunner@xtra.co.nz 

WEDNESDAY 5 DECEMBER 

CHRISTMAS SOCIAL DINNER 

Our final meeting of the year will be a social dinner at 

The Lemongrass Restaurant now situated at the Arthur  

Wakefield, Queen Street, Richmond.  

Come and catch up with other members and enjoy a 

relaxing evening together.  Guests also welcome. 

Due to the number of members and guests attending, they request 

we pre-order and choose our dinner meal. You can view the dinner 

menu attached to this newsletter. 

The menu offers a wide choice of meals to suit all tastes and  

pockets!   For those attending a $10/person contribution will be 

made towards the meal.  You will need to give Katrina Aldridge 

your bank account details for it to be paid to you. 

Please let Kathy know by 5.00 pm as soon as possible if you are  

joining us and bringing a guest.  We look forward to seeing you 

then. 

Kathy Webb skwebb@xtra.co.nz 

January 2020 

Nelson Group has traditionally met with  

Marlborough Group in January in Havelock at the 

Slip Inn.  Our get-together will be held on  

Friday, 24 January 2020. 
 

We generally car pool, so please let us know if 

you would like to join us. 

You will receive an e-mail announcing the meeting 

early in 2020. 
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Management Team Report  

 

Greetings  

 

The end of the year is approaching and we are ready 

to put 2019 to bed with some reflections on the world’s 

fortunes and misfortunes, the rumbling of strange and 

disturbing developments; a future which remains 

uncertain, the cycle of life which  takes from us some  

loved ones but also gives us new ones. 

 

As the year 2020 begins to dawn on the not too 

distant horizon, we look towards it with renewed 

optimism, we make resolutions and wish lists.  

 

As the Committee of AAPNZ, this is our wish list for you, 

our members and readers, as we close out the last 

edition of our newsletter for 2019: 

 

 May your Christmas sparkle with joy and laughter; 

 May the year ahead be full of contentment; 

 May it bring you whatever you think is beautiful, 

meaningful and whatever brings you happiness. 

 

Our wish for the New Year is that we double our 

membership and that all our members attend all the 

instructive and (hopefully also) entertaining group 

meetings we have planned for you for 2020. 

 

Together with every wish we make there should also 

be an acknowledgement and a thank you to those who 

have supported us and walked beside us over the past 

year.  I personally wish to acknowledge the 

commitment and enthusiasm of my fellow committee  

members in keeping our association ticking so smoothly 

and efficiently. 

 

Meri Kirihimete ma te Tau hou. 

Merry Christmas 

 

Inside This Issue 

 Page 

Management Team Report 2 

November Group Meeting Report 3-4 
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December Newsletter Contributors  

Thank you to this month’s contributors  

Margaret Bartlett Patti Rizer 

Kathy Webb Katrina Aldridge 

Alma Kelleher  
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NOVEMBER GROUP MEETING REPORT by Patti Rizer 

 Katrina Aldridge welcomed 15 members, reminded us of the 4 December Christmas at Lemongrass in Richmond, and 

made two presentations. 

1  Kathy Webb – Fellow Designation Bar 

Kathy Webb received her Fellow bar.  Kathy told us that to receive her Fellow designation she had to 

complete her Certification and be a member of AAPNZ for 10 years.   

2  Rossana Rogers – 5-Year Membership Bar 

Rossana Rogers received her 5-year membership bar.   

Presentation 

Our guest speaker was member Rossana Rogers. Rossana has been a Nelson Group 

member since 2014 and held the Administration Officer role for one year and then the  

Website Officer role currently and the last three consecutive years.  Rosanna works for Te Piki Oranga, Maori  

Wellness Services as their Business Support for Finance, IT and Communications.  
 

When Rossana Rogers wanted to update her CV, she went to the internet and googled  

computer programmes to update a CV.  The first programme listed was Canva. Rossana opened 

the Canva website, logged on, and became a Canva Convert. 
 

Canva is an on-line computer programme that allows you to create resumes, newsletters, cards, 

posters, presentations, brochures and other publications.  The programme is full of templates, 

fonts, colours and designs. The basic version is free; Canva Pro is $12.95 a month.  All you have 

to do is go to Canva.com and create an account and password. 
 

One of Rossana’s jobs is to produce a quarterly newsletter.  Before learning Canva, she created a 4-page newsletter 

that she said few staff read or submitted articles for.  After learning Canva, she decided to transform the brochure into 

a multi-page glossy magazine. Rossana says the magazine is now well read and staff submit articles and photos for 

the magazine. 
 

Canva is easy to learn and uses similar keyboard shortcuts as other Microsoft  

programmes.  The menu bar across the top and the side bar down the left side of the 

programme are intuitive.   
 

When you decide what type of publication you want to work on, you start with a 

blank page or select a template.   If you choose a template, you can edit anything on 

the page; e.g. you can edit the text by changing font size, style, colour, emphasis, 

alignment, and transparency (500 fonts to choose from!).  You can also add photos and videos.   

Importing photos (JPEG and PNG) is simple.   
 

Below are what three of Canva’s screens look like.  

  Template Webpage    Text Webpage     Background Webpage 

Rosanna during her presentation 
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MANAGEMENT TEAM MEMBER PROFILE  

Patti Rizer - MT Member and Education Officer 

1. Where were you born? 

Seattle, Washington, USA 

 

2. What different industries have you worked in? 

Most of my working life was in education, however, I did work briefly in three other industries, real estate, 

accounting and law. 

 

3. What is your current employment? 

I am retired (22 years at the University of Alaska, Anchorage and 3 years at Waimea College). I have been 

a Hospice volunteer for 13 years; I write life stories for patients. 

 

4. How long have you been a member of AAPNZ and why did you join? 

I joined Nelson Group in March 1996; I was a member of the Anchorage, Alaska Group (called Billikin 

Chapter) for 24 years before joining Nelson Group.  Belonging to Nelson Group has many advantages; 

however , networking and friendship are the top two benefits for me. 

 

5. As an administrative professional, what do you enjoy most in your job? 

Most of my working life has been as a teacher.  I enjoy learning new skills, especially anything computer-

related.  I loved working with students; watching them learn new skills was most rewarding. 

6. What do you do for fun outside work? 

Travelling is my number one hobby at the moment. When my knees and back start giving me trouble, I’ll 

move on to other enjoyable activities.  

Canva allows you to share your publications (allowing or not allowing editing).  Canva will print your publications, or you can choose 

to send your documents to a professional printer of your choice.   

I can’t remember a presentation that fielded so many questions from the audience.   

Rossana’s presentation inspired interest and motivated members to have a go…...and when 

I got home, I logged onto Canva, looked at the menus, and experimented with a Christmas 

card!  
 

Thank you, Rossana, for an interesting, valuable, practical presentation.  
 

 

 Margaret Bartlett presents Rosanna with  

Avocado oil and chocolate chip cookies. 

  

NOVEMBER GROUP MEETING REPORT Cont’d  

Email message from Canva 

after my first design 
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SAVE THE DATES FOR 2020 

S AV E  T H E  DAT E  
 

ADMINISTRATIVE  

PROFESSIONALS DAY 

2020 
 

Wednesday, 22 April 2020 

12-1.30pm Trailways Hotel 

Nelson 

We hope to see you there! 

The Member of the Year 

(MOTY) Award 

This is in recognition of quality of  

membership, dedication and involvement 

with the Nelson Group in many ways.  

More information will be available next year, 

but start thinking about this now!   

A presentation is made at the  

Administrative Professionals Day luncheon.  

TRIVIA  
 

Iceland welcomed 2.2 million  

foreign travellers in one year with 

32.9% of arrivals being in the  

winter months. 

 

35% of Americans are planning 

to take a vacation of 50 miles or 

more away from home involving 

two or more immediate family 

members. 

 

55% of families have taken their 

children on vacation to Florida, 

31% to California and 26% to 

New York. 

 

Australia is the number one  

international destination for solo  

travel. 

 

The longest flight in the world is 

from Sydney to Dallas 8,500 miles. 

 

The most expensive hotel in the 

world costs $33,200 a night at the 

Royal Penthouse Suite in Geneva 

at Hotel President Wilson. 
 

Always, listen to both sides of the 

story before you judge. The first 

story teller you will always find has 

modified the story for their benefit. 

Be Wise. 
 

Be careful who you trust - salt and  

sugar look the same. 

 

What people think of you is not  

important. 

What you think about yourself 

means everything. 

 

A magnet exposed to extreme 

heat will lose its magnetism.  

 

Travelling can improve problem 

solving skills and boost creativity. 

New sounds, smells, tastes,  

languages, and sights, create  

new synapses in the brain and 

promote neuroplasticity. 
 

The oldest unopened bottle of 

wine is over 1,650 years old. It 

was found in a Roman tomb. 
 

‘Ki’ means ‘wear’ and ‘mono’ 

means ‘thing’.  

Therefore ‘kimono’ means  

‘a thing to wear’. 
 

Two countries in the world have 

purple in their flats. Dominica and 

Nicaragua. 
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GRAMMAR TIP by Patti Rizer 

 

Can you correct these 16 basic grammar mistakes? 
 

1 Which of these is NOT a word or phrase? 

 a Alot 

b A lot 

c Allot 
 

2 Which word means ‘feeling great appreciation’? 

a Grateful 

b Gratefull 

c Greatful 
 

3 You’ve probably heard the phrase ‘I before e except 

after c’ . . . but which of these words defies this rule? 

a Policies 

b Science 

c Species 

d  All of them 
 

4 Fill in the blank.  I consulted with an attorney 

____________ I met in Auckland.’ 

a Who 

b Whom 
 

5 Which phrase is erroneous? 

a Should of 

b Should’ve 

c Should have 
 

6 Fill in the blank.  ‘Bad weather can _______ people’s 

ability to work.’ 

a Affect 

b Effect 
 

7 What is the past tense of the world ‘lie’ as in ‘lie 

down’? 

a Laid 

b Lay 
 

8 If someone says ‘I’m sorry,’ you can ______ their 

apology. 

a Except 

b Accept 

9 Fill in the blank.  “______ cold outside!” 

a It’s 

b Its 

 

10 Who is the person in charge at high school? 

 a Princepal 

 b Principal 

 c Principle 

 

11 Which of these words means ‘to praise someone’? 

a Compliment 

b Complement 

 

12 Which word means unaware or ignorant? 

a Obvious 

b Oblivious 
 

13 When your team doesn’t win the game, they most  

definitely . . . 

a Lose 

b Loose 
 

14 Where is the _____________ toilet? 

a Ladies 

b Ladies’ 

c Lady’s 
 

15 Fill in the blank: ‘This matter is just between you and 

_________.’ 

a me 

b I 

c myself 
 

16 Fill in the blank:  Terri Johnson discussed both 

___________________ membership forecasts. 

 a long- and short-range 

 b long and short-range 

 c long and short range 
 

Answers: 

1 A lot, 2 grateful, 3 all of them, 4 whom, 5 should of, 6 affect, 7 lay, 8 accept,  

9 It’s, 10 principal, 11 compliment, 12 oblivious, 13 lose, 14 ladies’, 15 me,  

16 long- and short-range 
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DECEMBER/JANUARY BIRTHDAYS 

W arm birthday wishes to the following birthday 

girls: 

Jandy Butler 5 January 

Megan Clark 5 January 

Stephanie Watson 30 January 

BIRTHDAYS ETC. 

Answers: 1.Lexicography, 2. Canberra, 3. Nike 

4. Small acting role, 5. 1947 

 

https://www.brainyquote.com/authors/dwight-d-eisenhower-quotes
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SKILLS BASE by Debbie Mayo-Smith 

Debbie gives speeches, seminars and trains on technology and personal productivity. Sign up for her monthly quick tip  

newsletter here. http://debbiespeaks.com/newsletter/newsletter-sign-up/  

To have Debbie speak at your next event or train your team call 64 27 575 5359 or visit her www.debbiespeaks.com 

Published by SuccessIS. Debbie Mayo-Smith International Motivational Business Speaker and Author, 35 Chelmsford Ave, Glendowie, Auckland 
NZ. Phone 64 9 575 5359. Copyright 2017 SuccesslS.  All rights reserved. SuccessIS is committed to protecting your privacy.  

We do not sell, trade, rent or otherwise disclose any personal information you provide to us. 

Outlook - Change Subject Lines 
Did you know that you can change the subject lines of emails you’ve received? Why would you want to do that? Well 

here’s three great reasons  

 To find that email more easily in the future 

 When sharing an email account, you can establish a code of who has looked after/completed inbox emails 

 To help categorise them 

How-to 

Depending on the version of Outlook you have you either   

 Simply open the email highlight the subject and start typing or 

 Open the email and ensure the little arrow on the right in the header area of the email is pointing up (which means 

it’s open). 
 

Gmail: Un-send an email 
Made a mistake? Had an oh no!!! Gmail gives you up to 30 seconds to catch 

that blooper. 

Simply go to settings>select General. Scroll down four options to Undo Send 

and decide between a 5 and 30 second grace period. 

You can do this in Outlook (it’s called Recall the message). The caveat is you 

have to be on a networked system and both using an Office 365 or  

Microsoft Exchange email account in the same organisation. 

 

Excel/Google Sheets– Concatenate. The Follow on from Text to Columns. 
Text to columns will split information from one column into many. But what happens when you use it for names?  

On a large list you’ll have people with double last names. This is where Concatenate comes in handy. It’s the opposite 

action – putting multiple columns together into one. 

In Excel it is under the Functions Menu. 

 In Google Sheets it is Insert > Functions > Text > Concatenate 

 

Best Smartphone Tip Ever 
It is unbelievable how much that little device in your hand can do. I think we use only 1% of our smartphone functions and 

features. 

This is something Debbie does every time she gets a new phone or every time the operating system updates. No matter if 

you have a new phone or one you’ve had for years – you’ll learn heaps:  

1. Go to YouTube. 

2. Type the name of your phone and 50 tips. Or the name of the updated operating system. 

3. Select the most recent one with the most tips. 

4. Watch with your phone in hand; stopping the video to try out the tips you like. 

You’ll be amazed at how much you learn by seeing and implementing. 

https://www.debbiespeaks.com/
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NELSON GROUP MANAGEMENT TEAM 2018/2019  

Group President 

Vacant 

 

  
Financial Officer 

NMIT Representative   

Katrina Aldridge  

027 262 5592 m 

Katrina.Aldridge@opus.co.nz 

  
Group Events  

Co-ordinator  

Kathy Webb 

545 1755 h 

021 134 3736 m 

skwebb@xtra.co.nz 

  

Newsletter Editor 

Margaret Bartlett 

547 7759 h 

027 3099 655 m 

bushrunner@xtra.co.nz 

  
Membership Officer  

Alma Kelleher  

547 6681 h 

021 020 38840 m 
 

info@nelsonsecretarial.co.nz 

  
Education Officer 

Patti Rizer 

548 7232 h 

021 053 2953 m 

patti@ts.co.nz 

  

Website Officer 

Rossana Rogers 

542 2100 h 

027 372 5087 m 

rossanarogers@xtra.co.nz 

  Administration Officer  

Historian 

Margaret Black 

027 615 5141 

blacklamont@gmail.com  

 

  
Group Photographer 

Irene Buchan 

021 122 5312 m 

ibuchan@ihug.co.nz 

 

MT Member 

Susan Sparrow 

546 9535 

027 473 3567 

robinwhalleyoffice@gmail.com   

 
 
 

  

 

 

 

Trivia:  (from Coffee News) 

1. The creation or editing of a dictionary is called what?  

2. The capitol of Australia is Canberra, Sydney, or  

Melbourne? 

3. Who is known as the Greek goddess of victory? 

4. What is a ‘cameo’ role in a movie? 

5. American writer Stephen King was born in 1947, 

1957, or 1961? 

 

See Answers elsewhere in the Newsletter 

Human greatness does not lie in 

wealth or power, but in character 

and goodness. People are just  

people, and all people have faults 

and shortcomings, but all of us are 

born with a basic goodness. 

Anne Frank 


