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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” 

FEBRUARY 2019 

Dates To Diarise 

 

GROUP MEETINGS 
 

Tuesday, 19 March 2019 

The Future of Work 

Paul Bell, Managing Director, Intepeople 

 

MANAGEMENT TEAM MEETINGS 

Tuesday, 5 March 5.30pm  

WSP Opus Meeting Room, Nelson  

 
 

OTHER EVENTS  

Administrative Professionals Day 

Pic Picot, NZOM, Pic’s Peanut Butter 

Wednesday, 17 April 2019 

12-1.30pm Trailways Hotel 

 

Southern Regional Gathering  

‘Reclaim your Time’ 

Saturday, 6 April 2019, Christchurch 

 

AAPNZ Professional Development Forum 

Saturday, 14 September, Dunedin  

 
 

 

 

NEWSLETTER 
Deadline for articles to be included in the  

March newsletter is Friday, 15 February 2019. 

Please e-mail Margaret Bartlett at 

bushrunner@xtra.co.nz 

 

WEDNESDAY, 20 FEBRUARY 

THE PRIVACY ACT 

JULIA O’CONNOR  

Privacy in the work-place is a topic that  

affects us all today at our place of  

employment whether as an employer,  

an employee, or a client.  

Helping us to understand the legislation may help us to  

maintain a separate private life for ourselves outside of 

work. 

Our guest speaker, Julia O’Connor, has many years’  

experience working in a variety of areas including Family 

Law and Employment Law. In addition, she has worked as a 

Disputes Tribunal Referee and at present is working at  

Nelson Bays Community Law Service as both a solicitor and 

legal educator. 

Julia will delve into this topic further and help us understand 

how this legislation affects us at work and help us to know our 

rights.  

 

When: Wednesday, 20 February 2019 

Where: Richmond Library Meeting Room, Queen Street, Richmond 

Time: 5.30pm - 5.45pm Socialising, networking and light snacks 

 6.00pm - 7.00pm Presentation 

Cost $7 members, $10 non-members, first-time guests free 

RSVP:  Kathy Webb skwebb@xtra.co.nz by Friday, 15 February 
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President’s Report 

 

Greetings Ladies  

 

 

 

 
 

I hope you all had a safe and happy Christmas and are 

all set for another year.  And I hope that you’re managing 

to cope with these hot days!   

 

At the time of writing this we are already four weeks into 

the New Year.  It looks like being a good year for our 

group.  We have a great programme of meetings 

scheduled, so hopefully you’ll be able to attend a few of 

them.  A reminder to notify Kathy Webb, our Group Events 

Coordinator, if you will be attending, or wish to have an 

apology recorded.   

 

The year kicked off with our annual dinner in Havelock.  

Five of us headed over the hill and met with six ladies  

from the Marlborough Group.  It was good to catch up 

with them again and also renew some old connections  

and make some new ones as well.  As always, the meal at 

the Slip Inn was very nice.   

 

And finally, a reminder that applications for Fellow and 

Associate designations close on 28 February, Certification 

on 20 March and Certification Renewal on 1 April 2019. 

Have a chat to one of the Management Team for more 

information.   

 

I look forward to seeing you and catching up with you at 

some stage during the year.  

 

Kind regards 

Shelley Hawke 

President 
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February Newsletter Contributors  

Thank you to this month’s contributors  

Margaret Bartlett Shelley Hawke 

Patti Rizer Kathy Webb 

Irene Buchan  

 

I failed my way to success. 

 Thomas Edison 
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DECEMBER 2019 CHINESE AUCTION  

The Nelson Group December meeting was held at Broadgreen House on Wednesday, 5 December. After enjoying a  

delicious array of food, we got down to the main event - the Chinese Auction.  

President Shelley Hawke did things a little differently, where everyone picked a number and took their turn from where 

they sat. Shelley also organised some spot prizes though it seemed both Kathy Webb and Irene Buchan received most of 

these.  

No words can describe the laughter, disappointment or the attendees’ stealth.  Just when you thought the picnic blanket 

was yours, or the grater, they slipped away. Who ended up with the fabric fold-away bag? Sadly, not Carol.  

Alma did get to keep the moisturisers and Ferrero Rocher chocolates!. The auction finally came to an end when the last 

remaining gift was taken from the table.   

          The selection of gifts.                                       Margaret Bartlett (book) Carol Foote (picnic blanket)        Margaret Black checking out Kathy Webb’s gift . 
                                                                                    while Kathy Tatlock looks on. 

 Kathy Tatlock checks out Irene Buchan’s spot prize.                      Terri Johnson taking a gift.                                                         Carol Foote trying again. 

     Terri Johnson with her grater that didn’t last long.               Carol with her car cell pone holder.                Margaret Black pleased it is her turn to choose a gift. 
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As you can see from the photos, attendees laughed and cried, suffered disappointment and enjoyed triumph.  

The fold-away cloth bag was the favourite item along with the picnic blanket , grater and Ferrero Rocher 

chocolates.  Attendees had a great time.   If you weren’t able to attend, you missed out on a really fun  

evening.    

 

DECEMBER 2019 CHINESE AUCTION Cont’d  

    Shelley Hawke checking out Rossana Roger’s gift.                                               Kathy Webb checking out everyone’s gifts.  

Alma Kelleher wasn’t keen on Kathy seeing her gift. She wanted to keep the chocolates!        But then Alma relented and showed Kathy the gift. 

   Finally someone else won a spot prize, Alma!                                                 The hand lotion or shower gel was met with excited approval. 
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SAVE THE DATES FOR 2019 

S AV E  T H E  DAT E  

ADMINISTRATIVE  

PROFESSIONALS DAY 

2019 

Wednesday, 17 April 2019 

12-1.30pm Trailways Hotel 

Nelson 

We hope to see you there! 

T he Member of the Year (MOTY) award is in  

recognition of quality of membership, dedication and 

involvement with the Nelson Group of the Association. 

Your nominee may have been involved in one or more of 

the following ways: 

 AAPNZ National Officer 

 Management Team Member 

 Past Management Team member 

 Project Team member (APD, seminars, group  
meetings, etc) 

 Attendance at meetings, conferences, workshops 

 Volunteer work on special AAPNZ assignments 

 AAPNZ promoter in education, community, etc 

 Outstanding service to and generous involvement in 
the Nelson Group and AAPNZ as a whole. 

You may have other reasons for nominating a member 

for this award. 

Nomination letter 

When making your nomination, please: 

 State the nominee’s name (The first sentence could 
read “I nominate_______ as the  
Nelson Group Member of the Year”)  

 List the reasons you feel this person should be 
MOTY 

 Expand on these reasons 

 Give examples of this person’s efforts 

 

MEMBER OF THE YEAR—NELSON GROUP 

 Limit your nomination to one A4 size sheet of  
paper 

 Please sign your nomination 

 

Nominations may be posted or e-mailed. 

· E-mail to Shelley Hawke (sehawke@xtra.co.nz)  

· Post to MOTY Committee, PO Box 1350,  

Nelson 7040 (Please mark “Confidential” on the 

envelope.) 

 

Deadline for nominations: E-mailed or postmarked,  

no later than Friday, 5 April 2019. 

Note:  There does not have to be a MOTY every 

year.  No seconder for the nomination is necessary.  

If a MOTY is selected, the award will be presented 

at APD on Wednesday, 18 April. 

 

Former Members of the Year include:  

Barbara Gardner, Correne Brewerton, Patricia 

Hunter, Patti Rizer (x2), Trudy Tyler (x2), Jo Greig, 

Wendy Bee, Amie Brewerton, Diane Bennett, Kathy 

Webb, Margie Laubscher, Margaret Black,  

Margaret Bartlett (x2),  Shelley Hawke, Carol 

Foote, Irene Buchan and Terri Johnson. 

FEBRUARY BIRTHDAYS 

W arm birthday wishes to the following birthday 

girls: 

Irene Buchan 7 February 

Diane Bennett 19 February 

Barbara Gardner 27 February 
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One of the benefits of belonging to AAPNZ is professional development opportunities.  One of these 

professional development opportunities is achieving AAPNZ Certification.   

 

What is certification?  AAPNZ Certification is a credentialing process that verifies you are a  

professional and have skills that demonstrate excellence in your field.  Having Certification will give 

you an edge when applying for a job, when asking for a promotion, or when going through a  

performance evaluation. 
 

What are the requirements for Certification? 

The requirements for Certification are threefold: 

Employment – employed as a business administrator in a paid or voluntary role at least 3 years before  

applying for Certification and have worked not less than 400 hours a year. 

Formal Learning – certificates, diplomas and degrees at Level 5 or above. 

Continuing Professional Development – 25 hours of continuing professional development in a business  

administration related field over the past five years. 

Five of our members have achieved Certification 

 

 

Deadline to apply for Certification:  20 March 2019 

Provisional Certification  

Provisional Certification is an interim step to Certification and may be achieved when the formal qualification 

you hold is a Level 4 certificate, or during the interim period between submission of application and AGM. 

Deadline to apply for Provisional Certification Renewal:  20 March 2019 

Certification Renewal 

Every two years Certified members must renew their Certification. 

Deadline to apply for Certification Renewal:  1 April 2019 

Associate Designation: Members may apply for their Associate Designation after 5 years’ membership in 

AAPNZ, employed 10 years as a senior office professional OR 5 years’ work experience as a senior office  

processional and 20 credits at Level 3 or above, and be an active member of Nelson Group. 

Deadline to apply for Associate Designation: 28 February 2019 

Fellow Designation: Members may apply for their Fellow Designation after 10 years’ membership in 

AAPNZ (or 5 years as an Associate), must be currently employed, be an active member Nelson Group 

and hold Certification.  

Deadline to apply for Fellow Designation: 28 February 2019 

 
 

To access the forms for new or renewal Certifications, log into the AAPNZ Website. If you have any problems logging in, 

please contact Chick Mitchell on membership@appnz.org.nz 

Diane Bennett  Terri Johnson Fran Martin Kathy Webb Katrina Aldridge 

PROFESSIONAL DEVELOPMENT OPPORTUNITIES 
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The article below by Blayne Slabbert appeared on Stuff on 18 January 2019.  Patti found these shortcuts helpful.  I 

hope you do too.  Some of these shortcuts may not work if you are using earlier versions of Microsoft Office. 

Shortcuts to success: Your guide to being more efficient on Windows 

The more we use computers in our daily life, the more important it is to become efficient and learn new skills. 

Since most people use Microsoft Windows computers, one of the best ways to do this is to remember shortcuts for often-

used actions. 

Most people know the most common ones such as copy (ctrl + c) and paste (ctrl + v), undo (ctrl + z), redo/repeat  

(ctrl + y) and save (ctrl + s). 

However, if you take the time to learn more—or at least write them down and keep them on your desk—you can save  

a lot of time. 

Most shortcuts involve the control (ctrl), alt, shift or Windows (the one with the logo that looks like a flag) key. 
 

CTRL + F 

This shortcut brings up the ‘navigation’ box ‘find’ that lets you enter a word or phrase so you can search for it on a  

document, graphics, tables, equations, or website. 

Most people just scroll down looking for a word, but this tip can save a lot of time. It'll work on nearly every piece of 

software and is especially useful on websites and PDFs. However, it won't work in Microsoft Outlook as the ctrl + f  

shortcut will forward an email. 
 

WATCHING YOUTUBE 

Often, when you are watching a video you want to skip ahead. One of the quickest ways of doing this is to press the 

numbers on your keyboard. 

For example, pressing the 5 key will take you to about halfway, and 9 will take you near the end, while 0 will take you 

back to the start. 

You can also skip forward and back in 10-second increments by pushing j and l. If you want to look at a scene in detail 

then you can use < and > to move frame by frame. 
 

WINDOWS + L 

If you use a computer at work then this shortcut is valuable, especially if you have cheeky workmates. 

Pressing windows + l will lock your computer so no one can use it until the password is entered. Some workplaces have 

staff who are happy to mess with your computer by sending silly emails from your account (or by using the shortcut  

ctrl + alt + left arrow which will rotate the screen). 

However, it's also useful if you use a computer that's accessible by members of the public or if you don't want your kids 

jumping on while you get up for a break. 
 

WINDOWS + fullstop 

If you like to litter your emails or messages with emojis, then this shortcut is a handy one to remember.  Pressing  

windows + fullstop will bring up the emoji panel which can be used to insert your favourite one to amuse (or annoy)  

the recipients.  
 

WINDOWS + M 

This shortcut minimises all your windows and brings you to your desktop. This can be significantly quicker than clicking  

on the minimise window button of each app you have open. 

However, not all programs obey this rule but the most common ones will. 

Also, to reopen everything press windows + shift + m which brings back whatever you had open. 

WORD SHORTCUTS by Patti Rizer 
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CTRL + T 

This one is crucial to learn if you spend a lot of time browsing online. Ctrl + t will open a new tab in your browser, which 

saves you using a mouse. 

Other related shortcuts to use with your browser are ctrl + shift + t, which opens a tab you've just closed; ctrl + tab, 

which switches between tabs; ctrl + w, which closes the tab you're currently using. 

Another handy shortcut when using a browser is ctrl + r (or F5) which refreshes the webpage. 

Also, when entering a website, just type the website name and hit ctrl + enter and it will automatically add the  

www. and the .com to the web address. 
 

F2 (or F12) 

This function key shortcut is the fastest way to rename a file.   (F12 works in 2010) 

For example, if you have a document you want to rename, click on the file and then press F2 and type in the new 

name—a lot less fiddly than trying to do it using a mouse. 
 

WINDOWS + SHIFT + S 

Three-key shortcuts are hard to remember, but this one is great. 

Pressing the keys will let you draw a rectangle on the screen and take a screenshot of only that area. It's then copied to 

your clipboard so you can paste (ctrl + v) it into a document or email. 

This is often better than using the prtscn key, which takes a screenshot of your whole screen. 

 

CTRL + BACKSPACE 

This nifty shortcut deletes a whole word when typing. It's a great one for people who type a lot or need to edit  

documents where deleting one letter is just too slow. 

 

SHIFT + ALT + D   

Combining SHIFT + ALT + D writes the current date in Microsoft Word.  

The SHIFT + ALT + T shortcut writes the current time. 

SHORTCUTS CONT’D  

JANUARY 2019 MEETING 

F ive Nelson members went to Havelock on 

Friday, 25 January, to join six members 

from Marlborough Group for a meal at the 

Slip Inn restaurant.  We had a very pleasant 

evening with lots of laughter and chatting. It 

was a great opportunity to reconnect with our 

colleagues ‘from the other side of the hill’.  

Back row left to right: Margaret Bartlett, Janice, 

Shelley Hawke, Jane Ingram, Margaret Black,  

Bron Mogridge, Patti Rizer. 

Front row left to right: Kathy Webb, Sandy  

Inwood, Michelle Simpson, Sandie. 
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SKILLS BASE by Debbie Mayo-Smith 

Debbie Mayo-Smith aka Ms Effective is one of New Zealand’s most sought-after motivational speakers and trainers. 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. 

Google Maps - Parking 

Never have a “where did I park the car” moment again!  Have you ever jumped out of your car,  

distracted, and walked away? Then later think “OMG, where did I park the car”?  Next time, take a 

moment after switching off your ignition. Open Google Maps to save where you parked your car.  

 

Tap the blue dot that shows your current location. It opens a simple blue menu with the incredibly useful " 

Save your parking" option. Tap it. Done! By the way, you will also have the option to Share your location and 

See nearby places.  If you want to add extra information such as what garage level you’re in; tap the white 

letters "Parking location" at the bottom of the screen.  

 

Excel: Remove Duplicates With One Click 
Look at the tiny icon next to the arrow in this image. In the Data Ribbon, how would you know what a  
diamond level feature was hiding here?  

 
Do you ever have the problem of needing to remove duplicate details  
in an Excel spreadsheet? People with the same email address? The  
same person entered several times? You can immediately remove the  
duplicates with a click. Sort your list by email address for example,  
Hit the icon and select the columns to base the removal on in the  
pop-up list.  
 

Watch a 2 minute 22 second how-to video here  
https://youtu.be/xruHB45o1Hg  
By the way, this is tip four of my 16-week Excel Lesson Quick Tip  
boot camp. Why not have a look here to learn more?  
https://bc.debbiespeaks.com/  
 
 

Smartphone Camera Tip 
To share this tip, I’m red-faced in admitting to being a bit slow on the uptake. There’s just so much to know 
about the phones. Don’t you think a workshop on getting better value and use out of your smartphones would 
be a great idea?! 
 

I have a Samsung Galaxy 8. Yesterday, with the camera on, I accidently swiped right. Low and behold the 
different camera options appeared (hyper lapse, slow motion, panorama, etc). What did I do? I swiped left 
next. The editing options appeared. Swiped up and it changed to Selfie Mode. Swiped down and returned to 
rear camera. On your smartphones, you’ll have the left and right swipe features at the very least. Go on – try 
it!!  
 

If you like this newsletter, please share with your colleagues, friends, family about it. It would be my sincere 
pleasure to send it to them plus you’d be helping me as it is so hard to get new subscribers.  
Sign up for Debbie’s newsletter now  

https://www.debbiespeaks.com/
https://debbiespeaks.us16.list-manage.com/track/click?u=ec989befec3e145efbe08da95&id=2efd450042&e=0672dc8ddf
https://debbiespeaks.us16.list-manage.com/track/click?u=ec989befec3e145efbe08da95&id=61882571ba&e=0672dc8ddf
https://debbiespeaks.us16.list-manage.com/track/click?u=ec989befec3e145efbe08da95&id=9b69c535f4&e=0672dc8ddf
https://debbiespeaks.us16.list-manage.com/track/click?u=ec989befec3e145efbe08da95&id=8b88aa8f83&e=0672dc8ddf
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NELSON GROUP MANAGEMENT TEAM 2018/2019  

Group President 

Shelley Hawke 

544 7596 w 

544 7982 h 

027 689 8247 m 

sehawke@xtra.co.nz 

 

  
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  

Sarah Brown 

541 9052 h 

021 030 7298 m 

sarah.alice@outlook.co.nz 

  
Group Photographer 

Irene Buchan 

021 122 5312 m 

ibuchan@ihug.co.nz 

 

MT Member 

Susan Sparrow 

546 9535 

027 473 3567 

 
 
 

  

 

 

 

What is wrong with this sign? 

The sign reads, “The Anderson’s” 


