Nelson Notes
Newsletter of Nelson Group, Association of Administrative Professionals NZ Inc
PO Box 1350, Nelson 7040

“Promoting professional development and excellence”

MARCH 2021

Dates To Diarise

TUESDAY, 16 MARCH

TAI CHI

GROUP MEETINGS
Wednesday, 21 April 2021
Administrative Professionals Day
Luncheon
12noon-1.30pm Trailways Hotel, Nelson
Guest Speaker: Annette Milligan NZOM
Tuesday, 18 May 2021
EEO/AGM - Cancer Society

MANAGEMENT TEAM MEETING
Tuesday, 2 March 2021 5.45pm by Zoom
Tuesday, 6 April 5.30pm
Robin Whalley’s Office, Nelson

Tai Chi, often described as a moving meditation, is a martial art
that has been around for thousands of years. If you smile at the
end of the Taoist Tai Chi set of 108 moves, you will have
stretched every muscle, tendon and ligament in your body.
It is a suitable form of exercise for all ages but particularly
helpful for seniors and those wanting a gentle form of exercise.
You can do Tai Chi barefoot on a beach or in high heels and a
skirt in your board room. Come along for a taste of Tai Chi.
We’ll be doing two warm-up exercises and the first five or six
moves. It is not strenuous; everything about Tai Chi is gentle.
After this meeting, if you think Tai Chi may be for you, you can
join one of the beginner classes and learn the entire set.

OTHER EVENTS
AAPNZ AGM
17 July, by Zoom
AAPNZ National Conference
30/31 July 2021, Tauranga
When: Tuesday, 16 March 2021

NEWSLETTER
Deadline for articles to be included in the
April newsletter is Friday,
12 March 2021.
Please e-mail Margaret Bartlett at

bushrunner@xtra.co.nz
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Where: Robin Whalley’s Office, 285 Hardy Street, Nelson
Time:

5.30pm-6.00pm Socialising, networking, food and
drink
6.00pm - 7.00pm Presentation

Cost
$7 members, $10 non members, Admin guests free
RSVP: Susan Sparrow robinwhalleyoffice@gmail.com by
Friday, 12 March
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President’s Report
Greetings Fellow Members
Our year started with the appropriate meeting topic
of ‘Time Management’. Louise Crowe gave us some
excellent ideas to help us make the best use of our
time. It is so easy to have one’s attention highjacked
by a less important or trivial or more interesting task!

March Newsletter Contributors
Thank you to this month’s contributors
Margaret Bartlett

Kathy Webb

Patti Rizer

Margaret Black

Irene Buchan

Susan Sparrow

Payment online

It is becoming more and more difficult to deposit cash
at banks (where you are not a customer). Your
assistance in paying your meeting fee online to our
bank account 12-3193-0013054-00 before the
meeting or immediately afterwards will be much
appreciated.
Membership Renewals
You will have received notice from NET that
membership renewals are due on 1 April. Please go
to the website to pay your membership fee. It is
quick and easy. If you do not intend renewing your
membership (we will miss you if you decide not to
renew!), please let Patti Rizer, our Membership
Office, patti@ts.co.nz know and/or email
membership@aapnz.org.nz by mid-March.
Administrative Professionals Day (APD)
As you know, APD is scheduled for Wednesday, 21
April at Trailways. Margaret Bartlett and her team
have started preparations, and your invitation will be
on the way to your shortly. Please encourage other
administrative staff (and managers) to attend.
Member of the Year
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MEETING FEES

At this time each year, we ask for nominations to
acknowledge a member who has contributed a bit
extra to the Group. Please think about this and
forward your nomination/s to me as soon as possible.
Details are available in this newsletter.

Meeting fees are $7 each month members
and $10 for guests.
Payment by direct debit into the AAPNZ
Nelson Group bank account would be
preferred.

I look forward to seeing you on Wednesday, 17
March, to learn some Tai Chi from Susan Sparrow.

Bank account: 12-3193-0013054-00
Reference: Your name.

Take care
Kathy Webb
President
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FEBRUARY 2021 MEETING REPORT by Margaret Black

Time Management
President Kathy Webb welcomed us to the meeting. She then handed over to Chantell Bramley,
owner of Chalkbox. Chantell explained that Chalkbox has been around for 10 years and is in the
business of helping train people and grow businesses. Chalkbox offers many courses using
contract trainers. Since COVID-19, Chalkbox has introduced courses in Coping with Change and
Managing Resilience. They offer set courses but also tailor courses to clients’ needs.
Chantell introduced one of her contract trainers, Louise Crowe, who has over 20 years’ experience
across various industries. Louise’s passion is to help people achieve their personal goals
Chantell Bramley, owner of Chalkbox.
through learning.
Louise first presented us with the following Time
Management Quadrant.
We then went through each individual quadrant and
discussed the aspects of each.

Louise Crowe.

High
Quad 2: Value Adds

Quad 1: Critical activities

Planning

Our job

Process developments

Tight deadlines

Preventative activities

Reports, submissions

Research, designing

Problem resolution

Quad 4: Time stealers

Quad 3: Interruptions

Comfort activities

Trivial requests, favours

Over-producing

Unexpected events

Disorganisation

Pointless routines, meetings

Poor time management

The inbox

Impact

Low

Quadrant One – Critical Activities
• Schedule ahead of time, be disciplined
• Prioritise according to deadline
• Block time in chunks, set time limits
• Allow gaps for the unexpected
• Have a to-do list or manage your calendar
 Block out 10 minutes every morning and afternoon to review
 Evaluate every activity using the matrix
• Consider your prime time and avoid multi-tasking
 Less switching improves productivity
 Productivity drops by 40%.
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High

Urgent

Eliminate distractions.
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FEBRUARY 2021 REPORT Cont’d
Quadrant Two – Value Adds
• Don’t neglect (it will become a bigger issue)
• Set goals: by start time, by finish time
• Measure and acknowledge success
• Schedule sufficient time and protect it
• Work away from your desk
• Avoid procrastination
• Eliminate distractions
• Positive self-talk
• Be disciplined – think longer term.

Quadrant Three – Interruptions
• Scrutinise these activities, break habitual responses
• Ask originator to reassess the importance of their requests
• Identify areas of repeated requests and demands
• Manage expectations
• Delegate successfully.

Louise Crowe explains the four quadrants of Time Management.

Quadrant Four – Time Stealers
• Take control back
• Take regular breaks – re-energise
• Turn email alerts off, check emails at intervals
• Ask for an agenda for meetings
• Draw a line – be assertive
• Spend value-add time to organise
 Your priorities
 Your inbox setup
 Your desk
 Your schedule
• Use your prime time effectively.
Barriers to implementation:
• Feeling out of control
• Negative self-talk
• Insufficient planning.
Create new habits:
• Acknowledge it and be conscious
• Change your environment
• Get support
• Be patient
• Reward success.

Louise Crowe explaining Quadrant Three.

The secret to good time management – Just Do It

www chalkbox.co.nz
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Susan Sparrow thanked Louise Crowe for her excellent presentation on
Time Management.
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AAPNZ
NELSON
GROUP
30TH ANNIVERSARY
MEMBER
OF THE
YEAR—NELSON
GROUP

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

MARCH BIRTHDAYS

W

arm birthday wishes to the following birthday
girls:

• Limit your nomination to one A4 size sheet of

paper
• Please sign your nomination
Nominations may be posted or e-mailed.

·

E-mail to Kathy Webb (skwebb@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, 2 April 2021.
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, 21 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.

MEMBER ANNIVERSARIES
Recognising member support

Members are key to our organisation and it is great
to be able to recognise these anniversaries, which
indicates the years of support our members have
given.
February

Maryanne Little

2 March

Fran Martin 1/2/2017)

Terri Johnson

15 March

March

Carol Foote

23 March

Patti Rizer 25/3/1996

Pam Meadows

28 March

Dulcie Carson 22/3/2002
Thelma Price 9/3/2020
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EDUCATION REPORT by Patti Rizer
PROFESSIONAL DEVELOPMENT OPPORTUNITIES AND DEADLINE DATES
Professional Development is an important part of AAPNZ and Nelson Group. In addition to
group meetings, seminars and workshops, Nelson Group members may choose to work toward
Certification, Professional Designations, Competency Certificates, apply for a national
scholarship and apply for the National Administrative Professional of the year Award (APOTY)
Certification – 5 members
AAPNZ Certification is a credentialing process that verifies you are a professional and have skills that
demonstrate excellence in your field. Five of our current members are certified:

Katrina Aldridge

Diane Bennett

Terri Johnson

Fran Martin

Kathy Webb

Deadline to apply for Certification: 20 March 2021
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 the AGM.
Deadline to apply for Provisional Certification Renewal: 20 March 2021
Certification Renewal
Every two years Certified members must renew their Certification, confirming their current employment and
their CPD points including involvement with the Association.
Deadline to apply for Certification Renewal: 1 April 2021
Administrative Professional Award
This award is open to all Administrative Professionals throughout New Zealand and is presented every year at
the Annual General Meeting.
Deadline to apply the award: 1 June 2021
Doreen Smart National Scholarship
AAPNZ established the Doreen Smart National Scholarship (named after the Association’s founder) in 1997.
The National Executive Team (NET) awards this annual scholarship to an AAPNZ member for training and
learning opportunities that contribute to the member’s personal/professional development. A total of $1000 is
award each year.
Deadline to apply for the Doreen Smart National Scholarship: 17 November 2021.
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GRAMMAR TIP by Patti Rizer
‘How to Abbreviate
‘Versus’

Quotation Marks - Single
or Double?

I have seen four different ways to abbreviate ‘versus’:

v

v.

vs

vs.

Which is correct? Well, it depends whether you want the
American English version or the British English version.
The American English version is vs. (with the full stop)
and the British English version is vs (without the full
stop). This abbreviated use is more casual than writing
out ‘versus’.
However, in legal contexts, the abbreviation ‘v’ is used
(with a full stop in the American English version).
Examples:
Biden vs. Trump (American English)
New Zealand vs Australia (British English)
Legal Examples:
Jones v. Smith (American English)
Jones v Smith (British English)

Quotation marks (also called ‘quotes’, ‘inverted commas’
or ‘speech marks’) are used to indicate the beginning and
end of a quotation. The question arises when to use
single quotation marks or double quotation marks.

Although reference books do not agree on when to use
single or double quotation marks, most of the
administrative professionals I have queried use double
quotation marks for quoted material.
New Zealand newspapers use double quotation marks
for quoted material. Tutors whom I have asked say they
use double quotation marks for quoted material.
However, some professional publications use single
quotation marks to indicate quoted material. So, using
double or single quotation marks is up to you, but be
consistent.

Single quotes are generally used to denote a quotation
within another quotation.
“Do you know the origin of the phrase ‘to eat humble pie’?”
“Nelson Group has a ‘can do’ attitude,” said Kathy.
Single quotes are also used to draw attention to new or
unusual words and to words used ironically or out of their
ordinary meaning, or to distinguish a word or phrase.
Many ‘experts’ have commented on the proposal.
Soils that do not show any differentiation into horizons are
termed ‘recent’.
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SKILLS BASE by Debbie Mayo-Smith
Must Know Shortcuts – MS Office & Google Doc’s
If you’re using Office or Google software – shortcuts.
MS Office – any program
Ctrl + O – Open a new file
Ctrl + W – Close a file
Ctrl + N - Create a new document
Google Docs – any program (follow the precedent of .new)
You do need to have a Google account and Drive set up
• Type doc.new into www for new doc
• Type sheets.new into www for new sheet

Never Re-Type Repetitive Phrases Again - Time Saver
For Outlook. Gmail. Word. All phones.
How many times a day/week do you type the same text over and over again in emails? Word documents? On your
phone messaging or emailing? From a simple phrase to entire documents, you can skip retyping or, searching through
sent items or old documents. Instead set up templates; from simple to complex, that you can use repetitively.
Outlook & Word - Quick Part / AutoText How to video (1m 43 sec)
• In an Outlook Email, you’ll find Quick Part in the Insert Ribbon.
• In Word, you’ll find Quick Part in the Insert Ribbon – however it will be indicated only by a small icon.

Quick Part saves formatting and images. To create one either in Word or Outlook: Type > Highlight i> go to Insert Tab > Quick Part> Save Selection To The Quick Part Gallery.
Name your Quick Part, Now you can use it repetitively and of course use multiple quick parts on each document/email.
AutoText. Instead of saving your text as a Quick Part, you have the choice of saving as
AutoText. The difference is you can insert an AutoText by typing the first four letters of
the name you’ve given it. (i.e. you don’t have to go to the insert menu and select the
text).
Gmail but Not Google Docs
All Settings > Advanced > (Enable the Check box) Templates.
To create, edit, delete a Gmail Template - in an email click on the bottom right three
vertical dots – you’ll find the template options there (you’ll see it only after you have enabled it in settings).
iPhone
Settings > General > Keyboard > Text Replacement
Samsung Galaxy
Settings> Language & Input > Samsung Keyboard > On Screen Keyboard > Smart Typing > Text Shortcuts
Android
Settings > System >Language & Input > Virtual Keyboard > Dictionary >Personal

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.
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NELSON GROUP MANAGEMENT TEAM 2020/2021
Group President

Financial Officer

Kathy Webb
545 1755 h

Kathy Tatlock

021 134 3736 m

021 409 631 m

skwebb@xtra.co.nz

Kathytatlock@gmail.com

Newsletter Editor

Education Officer

Margaret Bartlett
547 7759 h
027 3099 655 m

bushrunner@xtra.co.nz

Membership Officer
Patti Rizer
548 7232 h
021 053 2953 m

patti@ts.co.nz

Events Co-ordinator

Photographer

Susan Sparrow
546 9535

Irene Buchan

Administration Officer
Historian
Margaret Black
027 615 5141

nzmaggieb@gmail.com
Social Media Officer
Rossana Rogers
542 2100 h
027 372 5087 m

rossanarogers@xtra.co.nz

021 122 5312 m

027 473 3567 m

robinwhalleyoffice@gmail.com

Irene.buchan@outlook.com
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