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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” 

MARCH 2019 

Dates To Diarise 

 

GROUP MEETINGS 
 

Administrative Professionals Day 

Wednesday, 17 April 2019 

12-1.30pm Trailways Hotel 

Pic Picot, NZOM.  

The story of Pic’s Peanut Butter 
 

MANAGEMENT TEAM MEETINGS 

Tuesday, 5 March 5.30pm  

WSP Opus Meeting Room, Nelson  

 
 

OTHER EVENTS  

 

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 March 2019. 

Please e-mail Margaret Bartlett at 

bushrunner@xtra.co.nz 

 

TUESDAY, 19 MARCH 

The Future of Work 
Paul Bell, Managing Director of Intepeople 
 

Paul Bell was born and educated in Nelson and 

is a lawyer by profession.  He has held general 

management and senior management positions 

in the telecommunications, health, banking and  

financial services and energy sectors in New 

Zealand.   

Paul will talk to us about:  

 The current global, national and local human resource and  

employment tends (including performance management,  

recruitment strategies and remuneration).   

 The impact digital disruption will have on the workforce and how 

employers will have to respond.   

 What the Coalition Government’s employment legislation changes 

will mean to us.  

 What key skills and capability employers are looking for in their 

workforce in the future.  
 

Regarded as one of New Zealand’s leading human resources  

practitioners, Paul has a strong background in employment law and 

people management.  His highly engaging personality will keep you 

entertained and his extensive knowledge will give us insight into  

employment trends, what employers are looking for and the future 

of work. 

When: Tuesday, 19 March 2019 

Where: WPS Opus Meeting Room, Nelson 

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 March 
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President’s Report 

 

Greetings Ladies  

 

 

 

 

At our February Group meeting Julia O’Connor gave us 

some great insights into the mysteries of the Privacy Law.  I 

was interested to hear her thoughts about the difference 

between privacy and confidentiality.  Privacy is a huge 

topic and affects us in different ways – in our workplaces 

as well as in our own personal life situation.   

A few things coming up that we all need to start acting on.  

Membership renewals are due in April. It would be nice if 

we could win the National Retention Award again!   

Having said that, if you are not intending to renew your 

membership, please notify Chick Mitchell, National 

Membership Officer (membership@aapnz.org.nz) in 

writing by mid-March. This will avoid the extra work of 

writing off invoices for non-renewing members. 

Alternatively, email me and I will forward it on to Chick.   

Margaret Bartlett and her team are working hard on 

preparing for Administrative Professionals Day.  You have 

already had a “save the date” email from Margaret 

about the day, so I hope you have marked 17 April in 

your diaries and calendars.  Our guest speaker this year is 

Pic Picot from Pic’s Peanut Butter, and I know we are in for 

a treat.  Please encourage other administrative staff (and 

managers) in your business to attend. 

The Southern Regional Gathering will be held on Saturday, 

6 April.  The Christchurch Group will be leading the event 

and the theme is “Reclaim Your Time”.  Planning is still 

underway, but I’m sure there will be some very interesting 

speakers.  We’ll keep you informed as more information 

becomes available.  Let one of the Management Team 

know if you’re keen to attend. 

Our AGM and Election of Officers is coming up in May, 

and we are looking for some new members on the 

Management Team.  Being on the Management Team 

provides opportunities to learn new skills, and 

develop areas that may not be part of your day-to-

day work – it’s a great learning environment.   

Shelley Hawke 

President 
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FEBRUARY MEETING REPORT by Susan Sparrow 

Shelley started our first meeting of 2019 by welcoming back Patti then reminded us about the 

March meeting and the guest speaker, Paul Bell. Patti urged us all to bring guests for a speaker of 

Paul’s calibre. 

Margaret introduced tonight’s speaker, Julia O’Connor. Julia is currently working at  

Nelson Bays Community Law as a solicitor and legal educator. Her topic was the  

Privacy Act as it relates to the collection, storage and dissemination of personal  

information in government agencies, businesses and other organisations including  

clubs. 

There are 12 rules around Personal Privacy Information and Julia spoke  

briefly about them all and the exceptions to each rule. There was a lot of  

participation from the members who shared examples from their own work 

places. 

It was interesting to hear that businesses and organisations can only collect information from 

you if it is necessary for them to carry out their business. So if you think your bank or  

insurance company, for example, are asking too many nosy questions, ask yourself if this  

information is necessary for the organisation to carry on its business. 

Storage and security of information in the work place was an interesting topic with most  

breaches being caused by carelessness, not intent. So please be careful how you deal 

with your paperwork. Be aware of others listening during telephone calls, and think 

about using the ‘secure print’ option if your office has a shared printer. 

After Julia finished she was thanked by Christine Tzanetis. A gift of a Nelson calendar 

was delivered by Margaret Bartlett.  The Nelson calendar will be easy to pack and a 

reminder of home.  

Julia and her husband will be leaving for Kiribati to serve with Volunteer Service 

Abroad in early March.  

President, Shelley Hawke 

Julia O’Connor during her presentation 

Margaret Bartlett 

Introducing Julia  
O’Connor 

Attendees listened intently to Julia’s interesting information about the Privacy Act 
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SAVE THE DATES FOR 2019 

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. 

MARCH BIRTHDAYS 

W arm birthday wishes to the following birthday 

girls: 

Maryanne Little 12 March 

Pam Meadows 28 March 

  

Patti and Bruce Rizer dressed up for Pic's grand  
opening of Peanut Butter World on Saturday,  
23 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 
 

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 

 

P lanning is underway for the 2019 Nelson Group Administrative Professionals Day luncheon.   

The luncheon will be held on Wednesday, 17 April, 12 noon-1.30pm at Trailways 

Hotel on Trafalgar Street. 

Our speaker is Pic Picot, Nelson businessman and peanut butter maker.  He recently 

opened Peanut Butter World.  

Pic’s produces 25,000 jars a day and sends his product to 11 countries. 

ADMINISTRATIVE PROFESSIONALS DAY 
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ATTENTION EMPLOYERS 

REWARD YOUR ADMINISTRATIVE STAFF BY  

ENCOURAGING THEM TO JOIN OUR GROUP 

Association of Administrative Professionals  NZ Inc (AAPNZ) 

Benefits for the Employer 

  A chance to show your appreciation 

  Recognise members' achievements 

  Provide pathways to professional and administrative excellence 

  This supportive local and national network gives administrative professionals  

opportunities for personal growth and career development 

 Educational workshops and seminars throughout the year 

Benefits for Staff 

 Professional development and recognition  

  Fellowship, mentoring and networking opportunities 

  Keeping up with change in a profession at the cutting edge of technology 

  Monthly meetings with interesting speakers on various topics 

 Qualifications and certifications 

 Professional publications   

Find out more about AAPNZ by: 

 Visiting the AAPNZ (Nelson Group) Website: http://www.aapnz.org.nz/Nelson 

 Come along to a Nelson Group Meeting and..This meeting is free for first time guests. 

 - Socialise - refreshments provided 

 - Update your skills and knowledge 

 - Hear about the rewards and benefits of AAPNZ and Nelson Group 

 Take advantage of membership opportunities 

Do you want to join the Association of Administrative Professionals New Zealand?  

Need to convince your Employer?  Here is an explanation of the Association. 
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Commas are a troublesome punctuation mark; therefore,  I am going to focus on  

commas for a few months.  See if you can punctuate the following sentences correctly. 

 

1. She walked and he ran. 

2. I went to Christchurch by train but I returned by plane. 

3. I neither like you nor will I assist you in your request. 

4. He will have to help or the project will not be completed. 

5. The boss will be here tomorrow and we will ask for a raise. 

6. In addition she has worked as a Disputes Tribunal Referee. 

7. She is currently working as a solicitor and a legal educator. 

8. It was good to see the members again and renew some friendships. 

9. And finally a reminder to pay your subscription for the year. 

10. Most people scroll down looking for a word but this tip can save a lot of time. 

 

Answers 

1. She walked and he ran. (no comma needed, but you would not be wrong to use one after walked) 

2. I went to Christchurch by train, but I returned by plane. (compound sentence) 

3. I neither like you, nor will I assist you in your request. (compound sentence) 

4. He will have to help, or the project will not be completed. (compound sentence) 

5. The boss will be here tomorrow, and we will ask for a raise. (compound sentence. 

6. In addition, she has worked as a Disputes Tribunal Referee. (introductory element) 

7. She is currently working as a solicitor and a legal educator. (no comma needed) 

8. It was good to see the members again and renew some friendships. (no comma needed) 

9. And finally, a reminder to pay your subscription for the year. (introductory element) 

10. Most people scroll down looking for a word, but this tip can save a lot of time. (compound sentence) 

 

GRAMMAR TIP—COMMAS by Patti Rizer 
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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. 

Finding That Photo!!! Smartphone Camera Tip 

How many photos do you have on your phone? Your computer? Probably in the thousands. How can you find 
that certain one more easily than scrolling, scrolling, scrolling?  
 
If your smartphone location setting isn’t turned on, do turn it on now (it’s in the camera app). This allows the 
camera to pinpoint exactly where you’ve taken the photo.  
 
Why is this useful?  

1. You can search your photos by location. Just type the location into your smartphone image gallery search 

bar. If you’ve uploaded them to your computer, click on the photo in your photo app. 
 
2. View your photos on a map. Click details while looking at a photo (that had location on). Click on Details. 

Click the location and it will appear on a map along with the other photos you’ve taken at that location. 

 

 

PowerPoint Morph Transition 

Do you create PowerPoint presentations? You will love this utterly fabulous and useful slide transition. Slide 
transition is the movement from one slide to another – not objects within one slide. That is animation.  
 
The Morph Transition creates wonderful movement. For example, A slide has a full view of a website page. 
The second slide focuses in on an element on that webpage – such as one of the tabs. When you select morph, 
it will show it flowing from large to the smaller focal point.  
 
Have a look here at the Microsoft how-to video (1 min. 15 sec long). Click here for the Link 

 

 

Two Easy Google Chrome Shortcuts 

 Ctl+Shift+N (PC) Cmd+Shift+N (Mac) opens a new incognito window. Search without being watched  

– i.e. no browsing history 

 Ctl + T (PC) Cmd+T (Mac) opens a new tab and jumps into the URL bar 

 
Move Between Excel Worksheets in a Workbook 

With all the wonderful feedback from the Excel tip in our last issue (have a look  here), I thought you might like 
another simple, but useful one.  
 
Move Between Excel Worksheets in a Workbook.   

 Next worksheet: [Ctrl] + [Page Down]    on Mac [Option] + right arrow 

 Previous worksheet: [Ctrl] + [Page Up] on Mac  [Option] + left arrow 

 
Would you believe that you can have as many as 1,024 Excel sheets in a Microsoft Excel workbook!  

https://www.debbiespeaks.com/
https://debbiespeaks.us16.list-manage.com/track/click?u=ec989befec3e145efbe08da95&id=21ec3b6d64&e=0672dc8ddf
https://debbiespeaks.us16.list-manage.com/track/click?u=ec989befec3e145efbe08da95&id=de0db0f270&e=0672dc8ddf
https://debbiespeaks.us16.list-manage.com/track/click?u=ec989befec3e145efbe08da95&id=d51e0ff535&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 

 
 
 

  

 

 

 


