
 

 

AAPNZ Nelson Notes — November 2019 Page 1 

 

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

PO Box 1350, Nelson 7040 
 

“Promoting professional development and excellence” 

NOVEMBER 2019 

Dates To Diarise 

 

 

GROUP MEETINGS 
 

Wednesday, 4 December 

End of Year Social 

Lemongrass (PLEASE NOTE:  This is now 

situated in the Arthur Wakefield, where The 

Three Rooms Restaurant used to be.) 

(A contribution of $10/person will be made 

towards the meal for those attending)  
 
 

 

MANAGEMENT TEAM MEETINGS 

Wednesday, 6 November 5.30pm  

WSP Opus Meeting Room, Nelson  
 

AAPNZ National Office 

The new AAPNZ National President is Vicky 

Faint.  The theme for AAPNZ for 2019/2020 is 

“Weave As One”. 

 

NEWSLETTER 

Deadline for articles to be included in the  

December newsletter, the last for this year, 

is Friday, 15 November 2019. 

Please e-mail Margaret Bartlett at 

bushrunner@xtra.co.nz 

TUESDAY, 19 NOVEMBER 

Tips and Tricks in designing a nifty 

publication with Rossana Rogers  

Rossana has been a member of AAPNZ since 

2014 and a member of the Management 

Team.  

Rossana held the Administration Officer role 

for one year and has been our Website  

Officer for the last three consecutive years.  

Currently, she is working as the Business  

Support for Finance, IT and Communications for Te Piki 

Oranga, Māori Wellness Services. 

Under the Communications function of her job, she manages 

their website, social media and email marketing campaigns. 

She also produces and designs brochures, newsletters and  

other marketing materials.  

Rossana will share with the group how to design a newsletter, 

presentations, social media graphics and more using Canva  

as the tool. The drag-and-drop feature and professional  

layouts to design consistently stunning graphics are free to 

personalise from this online website to suit every theme or  

topic. 

When: Tuesday, 19 November 2019 

Where: WSP Opus Meeting Room, Nelson 

Time: 5.30pm - 6.00pm Socialising, networking and food/drink 

 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 November 
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Management Team Report  

 

Greetings  

 

A lot has been happening to fill the newspapers both 

local and international:  climate protests, local body 

elections, rugby, typhoons -  and we won’t go into 

politics. With all this happenings it’s hard to focus on 

the daily routines of life and on professional 

development. 

 

Our last group meeting took place at Simplicity 

Funerals and the October edition of our newsletter 

provided a full report.  Member attendance was 

disappointing but perhaps visiting a funeral home 

might be a bit daunting and not everybody’s idea of 

fun.  But very educational!  For me, visiting the 

mortuary, viewing the equipment and tools and 

listening to Andrea Babington’s explanation of what 

they are used for was an experience I’ll never forget. 

 

Our October group meeting was about how NOT to 

end up in a morgue:  Health and Safety. 

It was an interesting and informative session.  

See our report on pages 3 and 4. 

 

Summer is approaching and the year 2019 is coming 

to an end.  Your Management Team met earlier this 

month to plan next year’s group events and we have a 

full and interesting programme.  Details will be 

published once the individual events are finalised and 

confirmed. 

 

The November group meeting will be the last of the 

year before we finish off with a social gathering for 

Christmas and the details will be in the Nelson Notes.   

 

That’s all from us today.  See you at the next group 

meeting. 

 

 

Inside This Issue 

 Page 

Management Team Report 2 

October Group Meeting Report 3-4 

Management Team Member Profile 4 

Grammar Tip 5-6 

Birthdays 6 

Skills Base 7 

Management Team 8 

November Newsletter Contributors  

Thank you to this month’s contributors  

Margaret Bartlett Patti Rizer 

Kathy Webb Katrina Aldridge 

Alma Kelleher  

 

Our goals can only be reached through 

a vehicle of a plan, in which we must 

fervently believe, and upon which we 

must vigorously act. There is no other 

route to success. 

Pablo Picasso 

Answers: 1.Murphy bed, 2. Brazil, 3.”Icame, I saw,  

I conquered.”, 4. Soy cake, 5. Mexico 

https://www.brainyquote.com/authors/pablo-picasso-quotes
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OCTOBER GROUP MEETING REPORT by Kathy Webb 

 

 

 
Health & Safety in the Workplace by Andreas Gabriel 

 

Our meeting started with Margaret Black welcoming us all and presenting Susan Sparrow with 

her Module 1 Competency Certificate. 

“Health and safety in the workplace is all just common sense!”  Is it?  Our guest 

speaker, Andreas Gabriel, asked us this question after being introduced by 

Alma Kelleher.  Many people believe this is still the case.  

When Andreas arrived in New Zealand from Germany in 2002,  he  

was surprised at the low level of awareness about health and safety.  In 

workplaces around New Zealand in the past year there have been 70 fatal  

accidents, 1200 serious injuries and 900 workers have died from  

occupational diseases – this is likely to continue for 10-15 years.   

However, after the introduction of the Health & Safety Act in 2015,  

workplaces have become more conscious of their responsibility to ensure a safe environment for their 

staff, contractors and anyone who comes into contact with their businesses.  

Everyone now has responsibility to keep  

workplaces safe – from the owner of the business, 

to senior management (CEO, directors, partners), 

to workers (employees, contractors, apprentices, 

temporary staff). 

Risk Management involves identifying the hazards 

and the resultant level of risk (how likely is an accident to happen) and implementing 

appropriate controls.  The higher the level of risk the more attention a hazard should 

have by eliminating it, substituting it, isolating it, using engineering controls, using  

administrative controls or using personal protective equipment.  

Workers are the most likely to identify hazards in the workplace.  They should be involved and encouraged to suggest 

improvements and raise concerns.  Health & Safety  

representatives should be nominated and elected by the 

staff. 
 

Common hazards/risks in offices include: 

 Poor or inadequate lighting (this includes computer 

screens) 

 Poor workstation setup 

 Stress 

 Manual handling (carrying boxes of paper!) 

 Slips, trips and falls 

 Electrical hazards (too many appliances plugged into  

power points) 

 Contagious illnesses (stay at home if you are ill) 

 Fire or earthquake (every office should have emergency plans) 
 

Every business is required to comply with the requirements of the Act which includes:: 

 maintaining a hazards/risks register 

 recording and investigating incidents 

 keeping a first aid kit 

 appointing a health & safety co-ordinator/manager  

 documenting health & safety policies and procedures.  

Margaret Black presented 
Susan Sparrow with her  
Module 1 Competency 
Certificate 

Alma Kelleher 
introducing our 
guest speaker 

Andreas during his presentation 

NZ sits between France and Latvia. Not a very good record for NZ 
accidents 
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MANAGEMENT TEAM MEMBER PROFILE  

Rossana Rogers  - MT Member and Website Officer 

1. Where were you born? 

Manila, Philippines 

 

2. What different industries have you worked in? 

Bank, audit firm, chartered accounting firms, hotel, resource/volunteer centre, council, PHOs/NGOs 

 

3. What is your current employment? 

Business Support for Finance, IT and Communications of Te Piki Oranga, Māori Wellness Services. Previously 

Assistant Accountant for Nelson Bays Primary Health and have held various accounting and administration 

positions with lots of other firms. 

 

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

I’ve been a Member since August 2014 and have been on the Management team since 2016. I joined for 

the professional development, camaraderie and networking with professionals. 

 

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

Especially with my role now I wear three different hats every day so there’s lots of variety with my tasks. I 

like more the Comms (communication) part of my role as I can use the artistic side of my brain and be  

creative. The acknowledgement every now and then of doing a good job always lifts the morale to keep it 

up. 
 

6. What do you do for fun outside work? 

Spending time with family, watching a movie on Netflix and occasional gardening.  

Margaret Bartlett thanking 

Andreas Gabriel for his 

very interesting presentation 

 

Each company is required to notify Worksafe of any injury which keeps someone in hospital for longer than the rest of 
the day. 
 

It is important to keep the management of health and safety alive by having a review once a year. 
 

The Health & Safety Act applies in the workplace but often these same requirements are not considered necessary in the 
home. 
 

Injuries in the home: 

 620 fatalities per year (almost double the road toll!) 

 600,000 injuries per year 

 61% of all injuries (excluding sports, traffic, etc) 

 15 per day while using a ladder 

 50 per day in the bathroom 

 85 per day stair related 
Alcohol contributes to 1 in 4 injuries 
 

Andreas provides occupational and health & safety consultancy in the Top of the South region for a wide range of  
businesses.  He is keen to ensure that everyone keeps safe. 
 

Margaret Bartlett thanked Andreas for his interesting and informative talk. 

OCTOBER GROUP MEETING REPORT Cont’d  
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GRAMMAR TIP by Patti Rizer 

HOW TO USE THE SEMICOLON 

A good writer once said to Patti that she didn’t use semicolons - she didn’t think they were important.   

Semicolons are important in writing and should be respected; think of it as a ‘super comma’.   

The semicolon is a powerful piece of punctuation and has a specific purpose – to separate elements of a sentence.  The 

semicolon marks a greater break in the continuity of a sentence than that indicated by a comma.   

Writers sometimes refrain from using semicolons because they are not sure about their use or placement.  However, most 

reference books agree about four basic uses of the semicolon.  By learning these four rules, you will become a master 

semicolon user. 

1  Between Independent Clauses 

When two closely related independent clauses (complete sentences) are not separated with a coordinating conjunction 

(and, or, for, but, or nor), use a semicolon. 

· The charge has been made; the verdict is now up to the jury. 

· The intention is excellent; the method is self-destructing. 

· Carol still rides her mountain bike; her toy poodle balances in a basket between the handlebars. 

 

In these sentences, a comma and a conjunction or a full stop alone could serve instead of a semicolon. However, because 

both independent clauses are short and closely related, a semicolon is preferable. 
[ 

2 Between Independent Clauses Separated by a Conjunction 

A comma is normally used to separate a compound sentence joined by a coordinating conjunction.  However, when  

commas are already used within a clause of a compound sentence, especially the first clause, a semicolon separating the 

clauses, even though joined by a conjunction, makes the sentence clear. 

· That is to say, when a bill is enacted into law, society must adjust to it; but the adjustment can be quick. 

· Employment opportunities are available in hospitals, banks, and insurance companies; but training is often  

required. (comma optional after “banks”) 

· Unbelievable as it may seem, Carol still rides her mountain bike; her toy poodle balances in a basket  

between the handlebars. 
 

3  Between Independent Clauses Separated by Conjunctive Adverbs 

Conjunctive adverbs are words like however, therefore, nevertheless, accordingly, hence, thus, and consequently.  They often 

function as connectors or transitional expressions that show a relationship between independent clauses of equal weight.  

Use a semicolon before the conjunctive adverb; use a comma after a conjunctive adverb of two or more syllables. 

· Nelson Group membership figures have increased; however, three members have not renewed their membership. 

· Advertising is aimed at sales; thus an advertising policy must be formulated with that objective.  (No comma  

necessary because “thus” is only one syllable.) 

· Carol’s husband does not approve of his wife cruising around everywhere on her mountain bike; however, Carol has 

never cared what anyone thinks. 
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4  Between items in a Series 

Semicolons are used to separate items in a series when one or more of the items contains internal commas. 

· The officers attending the conference are Shelley Hawke, President; Rossana Rogers, Administration Officer; and 

Terri Johnson, Membership Officer. 

· The menu included fried rice; ham, beef, and lamb; an array of desserts; and the chef’s favourite, which was Vanilla 

Crème Brulèe. 

· On a mountain E-bike, Carol and her poodle have travelled to Frankfurt, Germany; London, England; and Paris, 

France. 
 

Understanding the use of the semicolon will help you avoid fundamental writing errors, such as the comma splice 

(separating two independent clauses with a comma) and the run-on sentence (running two independent clauses together 

without punctuation). 

Comma splice:  The semicolon is a weaker stop than a full stop, it is stronger than a comma. 

Run-on sentence: The semicolon is a weaker stop than a full stop it is stronger than a comma splice. 

Using correct punctuation helps to make your writing clear and adds variety in your sentence structure.  You have a  

choice about how you structure your sentences.  For example, all three of the following sentence variations are correct: 

· The semicolon is a weaker stop than a full stop; however, it is stronger than a comma. 

· The semicolon is a weaker stop than a full stop, but it is stronger than a comma. 

· The semicolon is a weaker stop than a full stop; it is stronger than a comma. 
 

The writer must decide which sentence is the clearest and conveys the meaning intended. 
 

A final word of caution:  Do not overuse semicolons.  Most independent clauses will end with full stops.  Join clauses  

together only when the combined idea improves comprehension. 

GRAMMAR TIP Cont’d 

Limit your use of semicolons; you should not scatter them wantonly throughout your writing.   

Semicolons are like glasses of champagne; save them for special occasions. 

NOVEMBER BIRTHDAYS 

W arm birthday wishes to the following birthday 

girls: 

Katrina Aldridge 1 November 

Patti Rizer 19 November 

  

The artist is a receptacle for  

emotions that come from all over 

the place: from the sky, from the 

earth, from a scrap of paper, 

from a passing shape, from a  

spider's web. 

    Pablo Picasso 

https://www.brainyquote.com/authors/pablo-picasso-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. 

Them Not You.  
Almost everyone gets a fundamental aspect of communication wrong. When we write and converse. We do it from our perspective.  

• I want to let you know 

• I need this 

• Our company is a wonderful place to work 

• We have great staff 
 

Yet whomever you are speaking with/reading your communication want information in their perspective. They care about themselves. 
Not you.   Instead turn it around and communicate as best you can from their perspective:  

• You’d be interested to know 

• Can you help me with this 

• You’ll love working with us 

• You’ll love our staff 
 

How To Get Rid of Duplicates In Lists 
That database is a pain - Duplicates! Having the same person multiple times. 
You can remove the double-ups manually or you can be very clever!  
 

Removing Duplicates in Excel / Google Sheets 
Excel: You have two options.  
First, simply click the Remove Duplicates icon in Excel. Didn’t know it existed? 
Who would? It’s such a tiny icon (see the red arrow pointing to it in the im-
age)? You’ll find it in the Data Ribbon>Data Tools Menu. 
 

Second, use the Exact Function in Excel. It compares if the information in one 
cell is the same as the information above/below. It returns a “True” if it is the 
same.  
 

Google Sheets: You’ll find Remove Duplicates in the Data Menu. 
 

20 Uses For Your Smartphone Camera Join in and email your ideas to me. I'd love to hear back from you:  
1. Where you parked your car (my favourite) 11. Keep a record of important warranties and passwords (such as wifi, 

computer and software certificate of ownership) 

2. Forgotten your reading glasses when you're out to dinner? Take a 
photo of the menu and zoom in to make your choice. (no one even  
notices, it looks like you're checking messages) 

12. Travelling overseas and heading out for a big night on the town? 
Photograph your hotel and your hotel room door showing the room  
number! If you don't speak the language, taxi drivers can look at the 

photo and get you home to the right hotel 

3. Before and after photos. Hair. Renovations. Autobody. Colours 13. Write a motivational note, snap it and use for your lock screen 

4. Buying one screw? Take a pic of the bar code on the shelf to show the 
cashier 

14. To remember details – specific items to buy, brand of cat food, your 
couch to match colours when out shopping 

5. Video your home for content and dwelling insurance records 15. Your belongings in your suitcase before going off on a trip 

6. When moving, take photos of the contents of boxes so you know what 
is in them 

16. Photo the inside of your refrigerator and pantry before you go 
shopping 

7. When you loan something to a friend, take a photo of them with the 

loan item - so you can remember who you loaned it to & when 

17. Can’t find your glasses? Use your phone’s camera to help you see 
more clearly to find them 

8. When you’re out shopping without the kids – send them the photo to 
see if they want it before you buy 

18. Create a photobook of your work to give to prospects – for  
example hairstyles. Landscape designs. Automobile graphics 

9. Take a photo of a recipe before going to the supermarket so 
 you don’t miss any of the ingredients 

19. Photograph a magazine article so you can finish reading it later 

10. Capture conference, whiteboard or meeting notes  20. If you hand write your shopping list, take a photo in case it gets lost 

https://www.debbiespeaks.com/
mailto:debbie@successis.co.nz?subject=smartphone%20camera%20ideas
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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. What is the term for a bed that folds into a wall? 

2. Pelé was a famous soccer player from what country?  

3. Translate “Veni, vidi, vici.” 

4. Tempeh is a cooking vessel, a soy cake, or an Indian 

tent? 

5. The Yucatan Peninsula is located in Mexico, Spain, or 

USA? 

 

See Answers elsewhere in the Newsletter 

Do not wait; the time will never be 

'just right.' Start where you stand, 

and work with whatever tools you 

may have at your command, and 

better tools will be found as you go 

along. 

George Herbert 

https://www.brainyquote.com/authors/george-herbert-quotes

