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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” 

OCTOBER 2019 

Dates To Diarise 

 

 
GROUP MEETINGS 
 

Tuesday, 19 November 
Tips and Tricks for e-newsletters etc. 
 

Wednesday, 4 December End of Year Social 
 

 
 

 

MANAGEMENT TEAM MEETINGS 

Wednesday, 2 October 5.30pm 

WSP Opus Meeting Room, Nelson  

Planning Meeting 

Wednesday, 6 November 5.30pm  

WSP Opus Meeting Room, Nelson  

 

Look out for the President’s Newsletter 

 
 

 

 

 

 

NEWSLETTER 
Deadline for articles to be included in the  

November newsletter is Friday,  

18 October 2019. 

Please e-mail Margaret Bartlett at 

bushrunner@xtra.co.nz 

 

WEDNESDAY, 16 OCTOBER 

HEALTH AND SAFETY IN THE OFFICE 
WORKPLACE 

Andreas Gabriel 
Andreas immigrated from Germany in 

2002 and was surprised about the low 

Health & Safety standards and awareness, 

and the high injury rates in NZ workplaces  

compared to most European countries.  

He is passionate about helping businesses 

to improve their Health & Safety systems, 

and to provide the safest possible work environment for their staff. 

Andreas is the owner of Occupational Health & Safety Consultancy 

‘WorkSafe Smart Ltd’, providing services in the Tasman/Nelson/

Marlborough region for a wide range of businesses of any size and 

type.  He has a SIT Diploma in Occupational Health and Safety, 

Graduate Member of NZISM (New Zealand Institute of Safety  

Management) 

Andreas will talk to us about 

 The current NZ Health and Safety legislation 

 Specific hazard and risks in the office environment, and how to 

control them sufficiently 

 Workstation ergonomics 

 Safety in your home (briefly) 

When: Wednesday, 16 October 2019 

Where: Richmond Library Meeting Room, Queen Street, Richmond 

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, 11 October 
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Management Team Report  

 

Greetings  

 

Some of the examples of activities relating to 
professional development (PD) are: continuing 
education, improving job performance, increasing 
duties and responsibilities, skill based training and – 
last but not least – participation in professional 
organisations.  That’s us.  So you’re on the right track 
by joining AAPNZ. 

 

Your next question might be what has AAPNZ planned 

for my professional development this month? 

 

Well, for starters there was the Professional 

Development Forum in Dunedin with keynote speakers 

Sarah Cross, a specialist in PD and Hillary Barry from 

TVNZ, lots of networking, fun and good food. If any of 

our Nelson members attended, we look forward to 

hearing about it. 

 

What programmes does AAPNZ Nelson have planned 

for PD?  Last August we ran a session on card making 

(now you can make a personalised birthday card for 

your boss); in October you will hear all about health &  

safety in the workplace and last month, we paid our 

respects to Simplicity Funeral Homes. You might ask 

what does this have to do with PD?  At AAPNZ Nelson 

we take a wholesome approach to PD which means 

encompassing life skills.  If your private life isn’t 

balanced and healthy, your professional life will 

suffer. 

 

We will be holding our planning meeting on 2 October 

and welcome any suggestions for topics and presenters 

for the 2020 group meetings. Please let anyone on the 

Management Team know if you would like any topics 

covered.  

 

 

Inside This Issue 

 Page 

Management Team Report 2 

September Group Meeting Report 3 

Management Team Member Profile 4 

Birthdays 4 

Grammar Tip 5 

Skills Base 6 

Management Team 7 

October Newsletter Contributors  

Thank you to this month’s contributors  

Margaret Bartlett Patti Rizer 

Kathy Webb Susan Sparrow 

Alma Kelleher  

 

The eagle struggles into flight, but once aloft  

seldom flaps his wings. James W. Hackett 
 

We must walk in balance on the earth - a foot in 

spirit and a foot in the physical. Lynn Andrews 
 

Doing the best at this moment puts you in the best 

place for the next moment.  Oprah Winfrey 
 

Discipline is the bridge between goals and  

accomplishment.  Jim Rohn 
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SEPTEMBER GROUP MEETING REPORT 

 

 

 
ANDREA BABINGTON 

This month’s meeting was held at the premises of Simplicity Funerals and was at-

tended by eight members. As we are currently without a president Margaret Black 

very kindly assumed the role for the night. There were no awards to present. 

Andrea Babington from Simplicity Funerals provided us with magnificent platters of 

nibbles and our choice of refreshments which we all enjoyed before her talk.  

Because there were only eight of us it was nice and informal. 

Margaret Black, an old school colleague of Andrea’s,  

introduced her with a humorous and personalised  

introduction. 

Andrea has been in the Funeral ‘industry’ for about 7 years. 

She decided to become a Funeral director when her brother 

and Grandparents all died within 10 months of each other.  

There are 5 full-time staff at Simplicity Funerals with on-call 

contractors for the busier times. Andrea explained how  

funerals have changed over the years and become much  

more personalised and she gave us interesting examples. 

Andrea explained the different rules around burials, cremation and the  

scattering of ashes. She talked about the criteria for natural burials. Throughout 

the evening members shared their stories and experiences.  Andrea  

answered many questions about various related subjects like embalming,  

supporting families, personalisation of the service, what doesn’t burn during 

cremation, and even if ashes could be made into fireworks. 

After this very interesting talk we were invited back to see the mortuary where 

the bodies are processed. Equipment was explained and we were all  

fascinated. 

To close Andrea urged us all to think 

about letting others know our wishes for 

our own funerals and to make sure to 

let our families know if we are organ donors. For example, one pair 

of eyes can help four people. 

Pam thanked Andrea for a very informative and enjoyable evening 

and presented her with a gift. 

Andrea during her presentation 

Andrea talking to the group. 

The magnificent platters 

Pam Meadows thanking Andrea Babington for her fascinating presentation.  

Wendy Knight in the middle, was in Nelson and able to attend. 
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OCTOBER BIRTHDAYS 

U nfortunately there are no birthday girls this month. 

Rossana Rogers 6 October 

Susan Sparrow 10 October 

Celeste Dempster 14 October 

Julie Houston 16 October 

MANAGEMENT TEAM MEMBER PROFILE  

Margaret Bartlett - MT Member and Newsletter Editor 
 

1. Where were you born? 

Worksop, Nottinghamshire, England 

 

2. What different industries have you worked in? 

Timber/Forestry, Hospitality, Kindergarten Association, Primary School Board of Trustee Secretary  

 

3. What is your current employment? 

Board of Trustee Secretary. Previously, Secretary for Baigent Forest Industries 14 years, Office Administrator 

for Nelson Tasman Kindergartens for over 20 years. 

 

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

I’ve been a Member since September 2002 and have been on the Management team since February/ 

March 2011.  I joined for the networking, professional development and connection with other like-minded 

administrators. 

 

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

The sheer variety of tasks and working with colleagues both in the office and outside of work. Liaison with 

others within the industry and out in the community. 

 

6. What do you do for fun outside work? 

I enjoy spending time with my family and friends. I like to read a good book, with a good variety obtained 

from the Founders Book Fair, travel within New Zealand to see family, and enjoy a good movie.  

 

Answers: 1.Reykjavik, 2.1911, 3.Lepidopterist, 

4.Work, 5.Alexander Fleming 
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GRAMMAR TIP by Patti Rizer 

PROPORTION IS Or ARE  
Which of the following sentences is correct? 

"There was also a high proportion of clients referred." 

 OR 

 "There were also a high proportion of clients referred." 

Grammar check is telling us that it should be were  

because it (clients) is plural.  But to some this may not 

seem right.  

This is a subject/verb agreement issue.  To figure out 

which verb to use (was or were) you must identify the  

subject first.  The subject of the sentence is proportion, 

which is a singular noun.  Therefore, the correct wording 

is proportion was.   

When I typed proportion are in this document, the 

green wavy underline popped up under these two 

words and stated:  proportion is/proportions are.  I  

believe this result helps justify that proportion is, is  

correct. 

The confusion comes because when analysing the  

sentence, one might think clients is the subject, but that  

is not correct.  There is a grammar rule that states: YOU 

WILL NEVER FIND A SUBJECT IN A PREPOSITIONAL PHRASE.   

Clients is the object of the preposition ‘of’; therefore, 

clients cannot be the subject. 

I do have one more thing to say about this example.   

I know I often give too much information, but I think I 

should mention one other issue. 

There is a rule about indefinite pronouns (remember,  

proportion is a noun and NOT an indefinite pronoun) 

that states all, none, any, some, more and most may  

be singular or plural, depending on the noun that they  

refer to.  (The noun often occurs in an ‘of phrase’ that 

follows immediately.) 
 

Most of the stock has been sold.  (Most is an indefinite 

pronoun and you must look to the noun it refers to, 

to determine whether to use ‘has’ or ‘have’.) 

Most of these computer stands are old.  (Most is an  

indefinite pronoun and you must look to the noun  

it refers to, to determine whether to use ‘is’ or 

‘are’.) 

 

Some of the software seems too high-priced.  (Some is an 

indefinite pronoun and you must look to the noun it 

refers to, to determine whether to use ‘seem’ or 

‘seems’.) 

Some of the videotapes seem too high-priced.  (Some is 

an indefinite pronoun and you must look to the 

noun it refers to, to determine whether to use 

‘seem’ or ‘seems’.) 

 

So you can see that when using indefinite pronouns, the 

verb depends upon what is in the ‘of phrase’.  However, 

this is not the case in the question about proportion 

is/are. 

 

FINALLY, I would recast the sentence to avoid the  

argument.  Avoid using ‘it’ and ‘there’ as the first word 

in a sentence.  These expletives make your writing 

fuzzy. Bring your subject into first position. 

 

Instead of:  There are four rules that should be  

observed. 

Use:  Four rules should be observed. 

 

Instead of:  It is our opinion that clients should report to 

our office once a month. 

Use:  We believe clients should report to our office once 

a month. 

 

One more thing -  ‘high proportion’ is vague.  Make 

your writing clear – give a more specific figure than 

‘high proportion’. Is it 2/3?   Is it 75 percent?   Is it three 

out of five? 

 

Grammar can be tricky.  When you have a difficult  

grammar question, I recommend rewriting the sentence 

to avoid conflict!  
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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. 

A Tip You’ll Love – Drag & Drop 

Time and again Outlook’s Drag and Drop comes up as one of the top crowd pleasers in my in-house training. 

You know you can drag an email and drop it into an email folder. You might not know that you can drag and drop it into 

the: Contacts, Tasks, Calendar folder icons too. 
 

Your original email will remain in your Inbox, but the new (Contact,  

Appointment, Task) you created will have the email content  

automatically copied in the items text box. It’s tremendously handy for 

creating new contacts. Their name and email address are automatically 

placed into the correct fields. You can then simply continue dragging 

and dropping their contact details from their signature (from the content 

in the text box) into the respective contact fields. 

 

Nifty Word Document Formatting Trick 

If you are having trouble lining up your content; or you are tab, tab, tabbing – forget about it! As the Italians would say. 

Instead, insert a table and use that to line up your text and images beautifully. Each cell (the intersection of a row and 

column) can individually hold content.  

The most important fact – you don’t have to show borders so no one will ever know you have a table there. 

Columns and rows can be merged into each other. 

A single row or column can be split into more of each. 

Content (including images) can be aligned top, centre or bottom as well as left,  

centre and right in each cell. 

By the way, enquire here about the new Microsoft mastery in-house training. 

 

Does Your Smartphone Email App Waste Your Time? 

Are you one of the people simply using the built-in email program on your 

phone?  These apps are not the best. They lack timesaving features. 

The Outlook email app has a setting that separates your email into two folders – 

Focused and Other. You enable it in the settings. 

Gmail, when you enable categorised email on your desktop, follows through to the 

phone app; sorting your email into the labels you’ve ticked: Priority. Promotions. 

Social. Updates and Forums. 

This is exceedingly useful for helping you focus on reading only the most important 

emails. Priority will have all the emails showing. The others will show you the number 

of new and unread emails which you can click into – as seen in the image. 

https://www.debbiespeaks.com/
mailto:debbie@debbiespeaks.com?subject=Microsoft%20Mastery
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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 capital of Iceland? 

2. The first Indianapolis 500 was held in 1911, 1945,  

or 1958? 

3. One who studies/collects butterflies and moths is  

called what? 

4. Ergophobia is the fear of what? 

5. Who discovered penicillin in 1928? 

 

See Answers elsewhere in the Newsletter 

Beginning today, treat everyone 

you meet as if they were going 

to be dead by midnight. Extend 

to them all the care, kindness 

and understanding you can  

muster, and do it with no thought 

of any reward. Your life will 

never be the same again.  

Og Mandino 


