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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” 

JULY 2019 

Dates To Diarise 

 

GROUP MEETINGS 
 

Wednesday, 21 August 

Psychometric Testing TBC 

Nelson 

Tuesday, 17 September TBC  

 
 
 

MANAGEMENT TEAM MEETINGS 

Tuesday, 6 August 5.30pm  

WSP Opus Meeting Room, Nelson  

Tuesday, 3 September 5.30pm 

WSP Opus Meeting Room, Nelson  

 
 

OTHER EVENTS  

Executive Secretary LIVE 

12-13 July Wellington  
This will include; some of the most inspiring and  
internationally-renowned trainers and  
speakers for Administrative Professionals in the 

world.  

AAPNZ Professional Development Forum 

Saturday, 14 September, Dunedin  

(See pages 5 and 6) 

 

NEWSLETTER 
Deadline for articles to be included in the  

August newsletter is Friday, 12 July 2019. 

Please e-mail Margaret Bartlett at 

bushrunner@xtra.co.nz 

 

TUESDAY, 16 JULY 

STEVE SMITH 

Where to Next – with Technology 
 

Steve will show us what is happening with the  

desktop, laptop and phone technologies. With 

smart devices added in for good measure. 

Plus, he will remind us about keeping ourselves 

and our data safe. 

Where are the biggest changes and directions in our  

technological world? How are these impacting on our lives and 

society?. What are the positives and negatives of these and 

how can we maintain our life balance? 

This is an opportunity to update ourselves and see what is 

available, even if we decide not to partake. 

Over the years Steve has provided both computer-based and 

soft skills training for AAPNZ Nelson Group members.     

He is passionate about providing the type of training and  

environment where learning can take place in a safe,  

enjoyable and meaningful way. 

When: Tuesday, 16 July 2019 

Where: Richmond Library Meeting Room, Queen Street, Richmond  

Time: 5.30pm - 6.00pm Socialising, networking and light snacks 

 6.00pm - 7.00 Presentation 

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

RSVP:  Kathy Webb skwebb@xtra.co.nz by Friday, 12 July 
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Management Team Report by Alma Kelleher  

Greetings  
 

As we do not have a president for this year, it has fallen 

upon my shoulders (in reality I volunteered) to write the 

regular Management Team Report for the newsletter, which 

is then heavily edited by Margaret, our newsletter editor, 

and those that proof it before it is sent out.  As I write this I 

can see Margaret throwing up her hands in horror at the 

word ‘heavily’.  She occasionally adds a coma or leaves out 

a superfluous word.  I just couldn’t resist the temptation of 

teasing her! 

The incoming Team has had its first meeting. Welcome back 

to Margaret Black, a familiar figure on the AAPNZ 

platform. Margaret was the president for a number of 

years, stepping down from team duties for a year or so due 

to family commitments. She is now back on the team and 

injecting her usual vigour.   

One of Margaret’s team tasks is collating historical records.  

Any questions on AAPNZ Nelson’s history? Margaret is your 

contact.  Her immediate aim is to create an electronic 

archive, one of the reasons being to ensure the safety of, 

and continued access to, historical records. 

AAPNZ is not quite as old as Sir Edmund Hillary would be 

this year, namely 100.  Let us reflect for a minute on this 

great New Zealand icon.  Mt Everest has featured 

prominently in the news lately and I’m sure Sir Edmund 

would turn in his grave if he could see the queues lining up 

to climb the peak! 

Membership of AAPNZ Nelson is tracking at a steady 30.  

However, new members are always welcome. Bring your 

friends along to group meetings or if you have any ideas 

about how to attract new members, do let us know.  

Registrations have opened for the AAPNZ national 

professional development forum and AGM 2019. Date:  

14 September 2019. The event will conclude with a gala 

dinner.  

This year’s keynote speaker will be Sarah Cross, 

professional coach, specialist in leadership, team 

development and workload management.  For further 

information and registration, please access the national 

AAPNZ website. (see page 5 for details) 

That’s it for now. Hope to see you again at the next group 

meeting. 

 

Alma Kelleher, Membership Officer 
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JUNE GROUP MEETING REPORT by Maryanne Little 

Meredith Cornelius - Financial Advisor - WHAT WOMEN SHOULD KNOW ABOUT MONEY  
 

 

At our meeting on 19 June 2019 Margaret Black welcomed 11 members and one  

corporate member to the meeting.  She invited anyone who might be interested in  

attending the National AGM and Professional Development Forum in Dunedin in  

September to speak to a member of the Management Team.   

Margaret Black then presented Celeste Dempster with her AAPNZ badge and an  

explanation sheet of the logo. 

Kathy Webb introduced our guest speaker and we were privileged to have an intimate 

session with our local financial adviser, the lovely Meredith Cornelius from Totara 

Wealth, Nelson about What Every Women Should Know about Money. Although  

Meredith’s talk was informal, she had prepared a Powerpoint with some lovely pictures 

of famous women and interesting quotes. Here are some snippets and quotes:  

 Meredith felt that in her experience, women in New Zealand seem to be financially 

illiterate compared to the USA, her home country. 

 “A woman’s best protection is a little money of her own” a quote from Clare Boothe Luce. 

 Money is just a tool. It gives you choices. 

 Spending and Saving – live within your means – a rainy day will always come;  

it’s about balancing your spending and saving – always save 10% for your future. 

 Investing funds - interest rates are now so low, term deposits are not much good…  

shares and bonds are a bumpy road but have better returns. 

 Women and relationships – women often lose money in relationships and  

 relationship break-ups 

 Women in the 50-plus age group seem to be having  

relationship break ups and, after settlement, don’t know 

what to do with their money. Meredith suggested that 

these women talk to a financial adviser, like her, first  

before spending a large chunk on a home and having no 

fluid capital. 

 Watch the three-year rule about de facto relationships – 

if you have been living together for over three years, 

your finances may be considered joint especially if they 

have not been clearly identified as separate. 

 Women should take care of their finances by entering into a pre-nuptial  

agreement (s21 Contracting Out Agreement). 

 Be careful where you keep your separate property funds (such as an  

inheritance). If they go into a joint bank account or a mortgage, they will  

become “joint” funds. 

 Lump sums of money, such as inheritances, lotto wins, bonus bond prizes are not often used wisely – “Nearly a third 

of lottery winners are eventually declared bankrupt”.  Although inheritances may be planned for, don’t bank on 

them. 

Margaret Black presented 
Celeste Dempster  her 

AAPNZ badge. 
Kathy Webb 
introducing our 

Guest Speaker. 

Meredith during her presentation. 
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 Retirement - what does your retirement look like? Spend some time to think about 

it and then plan. 

 Kiwisaver – we should all have a Kiwisaver fund.  But what sort of fund?   

Investigate what is on offer and the providers.  Under 60s should be looking at  

growth or balanced growth fund.  Over 60s should be looking at a more  

conservative/balanced fund.  Note – most people don’t downsize in retirement, 

they might get a smaller home but this is not often cheaper! 

 Diversify – diversify your assets into different pots, such as rental property,  

Kiwisaver, cash, shares, as well as a little bit of working capital. 

 “The future is always coming up with surprises for us, and the best way to insulate yourself from these surprises is to  

diversify” (quote from Elizabeth Taylor – who had many husbands!) 

 Think about your life and take time to spend time on your own.  Learn how to enjoy it as you will probably end up  

on your own some time of your life. 

Question myths and what you hear and see in the media – is it really true? Look at information critically and filter it – the 

old adage “If it looks too good to be true, then it probably is” is still correct and wise advice. 

At the end of the meeting the lucky raffle number was drawn by Meredith and was won by Margaret Bartlett. 

JUNE GROUP MEETING REPORT Cont’d 

Fran Martin thanking our guest 
speaker Meredith Cornelius for 
the great information we  
received from her vast 
knowledge. 

Kathy Webb presenting our guest 
speaker with a thank you gift.  
 
 
 
Meredith was keen to check out the 
bottle of wine she received as it 
was one of her favourites. 
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PROFESSIONAL DEVELOPMENT 

 National PD Forum and AGM 2019  
14 Sep 2019—8:15 AM - 11:55 PM 
Otago Museum, 419 Great King Street Dunedin 

 

Registration 

Corporate Member – $434.78  
Member Early Bird – $434.78  

Early Bird rate for AAPNZ Members 
  

Non-Member Early Bird – $521.74  
Early Bird rate for Non-Members  

 

PD Forum 
Join us for a fantastic event with two amazing keynotes, wonderful workshops, AAPNZ democracy at work with 
the AGM and of course the fabulous Gala Dinner where the 2019 Administrative Professional of the Year will 
be announced! 
 

Keynote 1 
Sarah Cross - Richard Joseph & Associates 
"Building resilience while diminishing the need for it" 
 
Sarah specialises in leadership, team development, workload management and professional  
coaching. As a facilitator and coach, she has had success working with organisations in heavy  
industries, retail, local government, technology and health. 
 

Sarah has in-depth experience working with organisations on managing through change, creating 
a high-performance culture, having conversations that matter, building resilient employees,  
challenging the status quo and encouraging innovation. 
 

Sarah honed her facilitation skills and knowledge of the learning process during her early career  
teaching and working with disengaged youth. It was an occupation which enabled her to indulge her lifelong interest in 
people and passion for learning. 
 

Leaving teaching as her young family grew, she then worked as an Educational Contractor for the NZ Qualifications  
Authority (NZQA), Ministry of Social Development and a private training institution on programme development,  
resources, assessments and customised learning programmes. 
 

 

Keynote 2 
Hilary Barry - Self, Sense and Sensibility 
 

Hilary Barry is a familiar face for many people in New Zealand having presented the news for 
many years on television and radio. 
 

A born and bred Wellingtonian, she started her career in radio in the Wairarapa before joining 
TV3 as a junior reporter based in Christchurch in 1993. Hilary remained at the network for 23 
years as both a reporter and news anchor. 
 

A couple of years ago Hilary moved across town and to the other side of the remote control,  
joining TVNZ’s Breakfast and more recently Seven Sharp. 
Though she’s won awards for journalism and presenting, she’s most famous for her giggling fits and, 
on one occasion, snorting on air. To this day it remains her most embarrassing moment. 
 

Hilary will cover what it's like to be a working mum, how to work doing something you love and how to say “no." 
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Time  Event  Location  

 8:15am  PD Forum Registration Desk Open  Hutton Theatre 

 8:30am  AAPNZ Training Hutton Theatre and Kakapo 
Room 

 10:00am Training Concludes, return to plenary 
room 

  

 10:15am  Mihi Whakatau Hutton Theatre  

 10:30am  Keynote 1 - Sarah Cross - Richard Jo-
seph & Associates 
"Building resilience while diminishing the 
need for it" 

Hutton Theatre 

 12:15pm Lunch incl presentations by the  
Administrative Professionals Award  
Finalists 2019 

Hutton Theatre 

 1:30pm  Keynote 2 - Hilary Barry - Self, Sense  
and Sensibility 

Hutton Theatre 

 3:00pm  Afternoon Tea Hutton Theatre 

 3:15pm  46th AAPNZ Annual General Meeting Hutton Theatre 

 5:00pm  Closing   

 6:15pm  Networking pre-Dinner drinks Science Centre 

 7:15pm Butterfly release    

 7:30pm 
 AAPNZ Gala Dinner and Awards  
presentation (optional Planetarium show) 

Beautiful Science Gallery 

 Midnight  Finish   

PROFESSIONAL DEVELOPMENT Cont’d 

PD Forum and AGM 2019 Programme 

AAPNZ Competency Certificates:  If you have been working on Module One and have a few more tasks to complete, why not  

use a monthly meeting as an opportunity to finally tick everything off and get your application sent off for assessment? 
 

Group Events: one focus of the AAPNZ Management Team is to organise events that will offer a wide variety of professional 

development opportunities for our members. Group events focus on IT, health and well-being, and legislation everybody should 

know about, as well as various other topics.    

If you have any suggestions for topics that you would like to see included in the programme for the remainder of this year or for 

2020, please contact one of the Management Team members. 
 

Newsletter: If you would like to make a contribution by way of articles, photos or news items to the newsletter, please contact  

Margaret Bartlett. 
 

As you know, group meetings can also be attended by non-members ($10).  In general we always have one or two visitors who 

are invited by members, so please feel free to bring anyone you feel would be interested in any of our topics. 
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Commas with Appositives 
 

Commas are used to mark off a word or phrase in apposition (known as an  
appositive) if it is non-defining—that is, if the meaning would not change if it  
were omitted.  For example: 

 Mesopotamia, ‘the cradle of civilisation’, is the subject of his research. 

 Dyspepsia, or indigestion, is a frequent problem. 

 Our Management Team meeting on 8 October, Tuesday, will be held at WPS Opus. 

Defining words or phrases—that is, words or phrases that are essential to the meaning of a phrase, clause or sen-
tence—are not marked off by commas: 

My daughter Megan attended the Wellington School of Fashion and Design.   

In the above example, the absence of commas before and after Megan indicates that I have more than one daughter.  
 

However, if I wrote My daughter, Megan, attended the Wellington School of Fashion and Design, the use of commas 
before and after Megan indicates that I have only one daughter. 

A few more examples: 

 Style Book, my favourite New Zealand reference book, is no longer in print. 

 Shelley Hawke, President of Nelson Group, works for Richmond Baptist Church. 

 Jacinda Ardern, Prime Minister of New Zealand, is a member of the Labour Party. 

Try these: 

1. Richard Kempthorn Mayor of Richmond will not be running for another term. 

2. The wedding will be held Sunday 20 October at the Fairfield House. 

3. Wellington the capital of New Zealand is further south geographically than Nelson. 

4. Pauline Carson a tutor at NMIT is a member of the National Business Education Association. 

5. Joanna Gallop who is our Southern Leader has also served as Christchurch Group President. 

 

*Note:  Write Edit Print says:  “When the name of the day is followed by the date, the two elements should be  
separated by a comma.”  The Style Book also agrees to separate the day from the date using a comma. 

 

 

 

 

GRAMMAR TIP— COMMAS # 5 by Patti Rizer 

Answers: 

1. Richard Kempthorn, Mayor of Richmond, will . . . 

2. Sunday, 20 October, at . . . * 

3. Wellington, the capital of New Zealand, is . . . 

4. Carson, a tutor at NMIT, is . . . 

5. Joanne Gallop, who is our Southern Leader, has . . . 
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JULY BIRTHDAYS 

W arm birthday wishes to the following birthday 

girls: 

Kathy Webb 10 July 

Terri Johnson 19 July 

BIRTHDAYS, APD SPONSORS 
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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. 

Your Smartphone Photo Gallery 
You might not know that you can view your photos or albums in two or three sizes depending on the make of your phone. 
Simply use your two fingers to expand or contract your photos to preview them in the gallery as large or small.  
 

Turn Your Smartphone Into A Magnifying Glass 

Samsung Settings > Accessibility > Vision > Magnification > turn on 

When you need to use the magnifying glass, go to the camera app and tap the screen three times. 

iPhone Settings > General > Accessibility > Magnifier > Turn on When you need to use the magnifying glass, go to the Home button 

and tap the screen three times. 

Excel Tip – Fix Lists with Trim 
If you have a list of names that have been entered by different people over time; or imported from different places – 

there’s a great chance that you’re going to have extra spaces here or there. A real pain if you need to split them apart 

into first or last names or use them for mail merging. 

A quick way to fix an entire column of data at once is to use the function Trim. This will get rid of all the extra spaces 

(while always leaving the required one between a name/words). 

Watch the How-To Video Here (44 seconds) https://youtu.be/Vja0W9B_puI  

(If you like this video, why not invest in the Excel (or Outlook) Quick Tip Boot Camps?  https://bc.debbiespeaks.com/ 
 

The Pain and High Cost of Repetitive Actions 
One suggestion saved 15.5 hours.  Another fixed poor wedding photos. The third, two hours. We’re talking time only – 

not adding in the concurrent reduction of stress or gains from increased productivity. I’ve just returned from a month-long 

stint lecturing on a cruise ship. When I first boarded and introduced myself to Peter the cruise director, I said “By the 

way, I normally present on getting more done in less time. If you have any problems, I’d be delighted to help anytime 

with some tips and tricks”. Peter’s eyes lit up and he said “I’ll take you up on that”!  Two days later - Peter asked me for 

help with the daily trivia quiz that he gives to his entertainment staff. I was able to introduce a new way of preparing it 

that would save him five minutes for each quiz.  

No big deal?  You’re probably thinking “five minutes, that’s nothing.” However, multiply this by 31 days a month, for a 

six month on-board contract. 5 x 31 x 6 / 60 (minutes) = 15.5 Hours. 

The next week, the suggestion of the amazing app touchREtouch solved his wedding photo problem. 
 

Timeline 
Do you ever use the Microsoft Windows 10 Timeline feature?   It is incredibly useful. It is your browsing/

work history. It shows files you’ve opened previously in chronological order. Selecting one opens the file 

once again. 
 

Are you thinking you might give it a try and how do I open it? Two ways: 

Click the Task View icon in Windows 10’s taskbar (see the image) or by clicking the Windows Key + T 

Power Of The Right Click 
Do you regularly right click? Where-ever you are in a Microsoft program, on a webpage – you’ll get a menu of options 

you can do. It changes with what ever program you’re in and where you right click. 

I bet you didn’t know you can even right click the Microsoft Windows Start menu!!!! It will bring up 20 or so options of 

things you can do. 

https://www.debbiespeaks.com/
https://debbiespeaks.us16.list-manage.com/track/click?u=ec989befec3e145efbe08da95&id=1ad42f64fa&e=0672dc8ddf
https://debbiespeaks.us16.list-manage.com/track/click?u=ec989befec3e145efbe08da95&id=f5defd4494&e=0672dc8ddf
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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   

 
 
 

  

 

 

 

 

You will never do anything in 

this world without courage. 
  

It is the greatest quality of 

the mind next to honour.  
 

Aristotle 

Never give in - never, never, 

never, never, in nothing 

great or small, large or 

petty, never give in except 

to convictions of honour and 

good sense.  
Winston Churchill 


