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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” 

SEPTEMBER 2019 

Dates To Diarise 

 

GROUP MEETINGS 
 

Wednesday, 16 October 
Health and Safety in the Workplace 
Richmond 
 
Tuesday, 19 November 
Tips and Tricks for e-newsletters etc. 
 

Wednesday, 4 December End of Year Social 
 

 
 

MANAGEMENT TEAM MEETINGS 

Wednesday, 4 September 5.30pm  

WSP Opus Meeting Room, Nelson  

Wednesday, 2 October 5.30pm 

WSP Opus Meeting Room, Nelson  

Planning Meeting 

Wednesday, 6 November 5.30pm  

WSP Opus Meeting Room, Nelson  

 

 
 

OTHER EVENTS  

AAPNZ Professional Development Forum 

Saturday, 14 September, Dunedin  

Look out for the President’s Newsletter 

 
 

NEWSLETTER 
Deadline for articles to be included in the  

October newsletter is Friday,  

14 September 2019. 

Please e-mail Margaret Bartlett at 

bushrunner@xtra.co.nz 

TUESDAY, 17 SEPTEMBER 

SYMPLICITY FUNERALS NELSON 
Andrea Babington (Dip. FD, Reg. FD 

(FDANZ) is a Funeral Director and is going 

to be talking to us at their beautifully  

refurbished building on Haven Road, that 

has been open since February 2015. 
 

Simply Respectful. Simply Affordable 

Simple really – the experienced, caring 

staff at Simplicity Funerals Nelson believe things should be  

simple for you at what can be a difficult time. Traditional or  

contemporary – a funeral should be affordable and it should be 

respectful. 

We aim to provide funeral services that are dignified and, in  

today’s value conscious world, affordable. Simplicity Funerals Nelson 

also offer burial and cremation services.  They are nationwide and 

are able to cater to all price ranges and offer individual pricing 

plans to suit everyone. 

Being a member of the FDANZ (Funeral Directors Association of New 

Zealand) we truly understand the value of a funeral service and 

acknowledging the loss of a loved one.  

Do take the opportunity to come along and hear about what a  

funeral home has to offer. 

(Please advise any dietary requirements you may have when  

advising attendance, Andrea is providing our food and drink) 

When: Tuesday, 17 September 2019 

Where: Simplicity Funeral Home, 69 Haven Road., Nelson  

(Just before Big Save Furniture) 

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

 6.00pm - 7.00pm Presentation 

Cost: FREE MEETING 
 

RSVP:  Susan Sparrow robinwhalleyoffice@gmail.com by Friday, 

13 September 
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Management Team Report  

 

Greetings  

 

Welcome to the September edition of the Nelson 

AAPNZ newsletter.  

Daffodils are in bloom and spring is on its way!  

Though you wouldn’t think so with the cold weather, 

wind and heavy frosts still occurring.  

At our August meeting, we had a very creative time 

making two Christmas cards and some gift tags. 

Marloes showed us two card templates she had prepared 

for us and Diane showed us the gift tags she had made.  

See pages 3-4 for photos of the cards and gift tags made 

by everyone. 

Unfortunately everyone is time-poor and no-one is 

available to attend the PD Forum and AGM on  

14 September in Dunedin.  

Look out for the National President’s newsletter, which 

contains information from the PD Forum.  From this we 

will learn who has been elected National President for 

the coming year.  

Don’t forget to log into the AAPNZ website for some 

interesting tips, workshops and the Executive Secretary 

Magazine. 

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.  

This is your group, and we want to bring you sessions 

that you want, that will further your professional and 

personal development.  

At our September meeting is with Andrea Babington 

from Simplicity Funeral Home, Nelson, who will show us 

through the home and tell us what to expect from their 

services. 

Please come along to hear about what the funeral 

home has to offer.  

 

Inside This Issue 
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Management Team Report 2 

August Group Meeting Report 3-4 
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6 
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September Newsletter Contributors  

Thank you to this month’s contributors  

Margaret Bartlett Patti Rizer 

Kathy Webb Irene Buchan 

Katrina Aldridge  

       WENDY BEE 

It is with sadness Nelson Group  

announces that Wendy Anne 

Bee passed away peacefully at  

Nelson Tasman Hospice on  

9 August, aged 67. Much loved wife of 

Roger for 47 years. 

Wendy became a member of AAPNZ  

Nelson Group on 12 April 2001 until 2010. 

She was an active member and MT  

member as well as a past President. 
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AUGUST GROUP MEETING - CARD MAKING 

 

 

 
MARLOES AYNSLEY AND DIANE BENNETT 

Margaret Black welcomed 10 members and one guest as well as Diane’s daughter 

Kristal and son Ty. 

Margaret presented Terri Johnson with her Professional Development Certificate from 

last year.   

Diane then introduced her friend Marloes, and 

explained how they met through scrapbooking, 

card and gift tag making.  

 

Marloes showed us the two card templates she 

had prepared for us and Diane showed us the 

gift tags she had made. 

 

It was a really creative evening. Marloes runs  

creative sessions at her home, and would welcome enquiries from anyone who was either 

at the evening or was not. 

Please contact  Margaret Bartlett for Marloes’ email address to enquire about an evening 

of scrapbooking and card making. Diane recommends these sessions run by Marloes. 

 

 

Margaret Black present Terri Johnston with 

her Professional Development Certificate. 

Diane Bennett introducing Marloes Aynsley, 

and Kristal Bennett. 

Marloes Aynsley telling us about 

what cards we are going to make. 

Marloes Aynsley telling us about some of the  

different stamps we could use.  

Choose 6-8 different colours to stick on the front 

of a card. Whatever you like. 

Everyone sticking their chosen colours on to the front of their card. 
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AUGUST GROUP MEETING REPORT Cont’d 

Concentration as members stamp a card, heat seal it and then sprinkle it with glitter. See the finished products below. 

Some of the cards and gift tags we made. 

Katrina thanked Marloes for the wonderful precuts for the cards and 

information she imparted to help everyone during the evening. 

Kathy thanked Diane for her help with gift tags, Kristal for helping too. 
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SEPTEMBER BIRTHDAY 

U nfortunately there are no birthday girls this month. 

  

  

MANAGEMENT TEAM MEMBER PROFILE  

Katrina Aldridge - Finance Officer and NMIT Representative 
 

1. Where were you born? 

Christchurch, New Zealand 

 

2. What different industries have you worked in? 

Finance, Office Management, Property Management, Property Consultancy, Hospitality, Domestic  

Goddess!!. 

 

3. What is your current employment? 

I’m in my 22nd year at WSP- Opus.  My current role is Office Manager/Project Financial Advisor for the Top 

of the South.  

 

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

I’ve been a Member for 12 years and been on the Management team twice.  I joined for the networking and 

development aspects.  It gave me an opportunity to connect with others in similar roles. 

 

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

The variety of tasks and connections with so many different people.  

 

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, travel when I can and cooking 

different types of Cuisines.  

I’ve recently taken up photography as a hobby.  I decided last year I wanted some lovely artwork for my 

home but also found it was very expensive! So, I started taking my own landscape photos.  I’m proud of the 

work I’ve done and am now sharing them with friends and family as gifts.  

Trivia Answers: 
1. Alan Shepard Jr, 2 The bat,  
3. Diplodocus, 4. Stew, 5. Dakar 
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Below is a listing of the more commonly used shortcut keys in Microsoft Word. Be aware that some of these shortcuts may not work in all versions of 
Microsoft Word. If the device you are using does not have the function keys (F1-F12) on its keyboard, like Chromebook, certain shortcuts will be 
unavailable. See last newsletter re Function keys. Some really simple everyday shortcuts have been removed. 

MICROSOFT SHORTCUT KEYS—PROFESSIONAL DEVELOPMENT 

Shortcut Description 

Ctrl+0 Toggles 6pts of spacing before a paragraph. 

Ctrl+D Open the font preferences window. 

Ctrl+E Aligns the line or selected text to the centre of the screen. 

Ctrl+F Open find box. 

Ctrl+J Aligns the selected text or line to justify the screen. 

Ctrl+K Insert a hyperlink. 

Ctrl+L Aligns the line or selected text to the left of the screen. 

Ctrl+M Indent the paragraph. 

Ctrl+R Aligns the line or selected text to the right of the screen. 

Alt, F, A Save the document under a different file name. 

Ctrl+T Create a hanging indent. 

Ctrl+W Close the currently open document. 

Ctrl+X Cut selected text. 

Ctrl+Y Redo the last action performed. 

Ctrl+Z Undo last action. 

Ctrl+Shift+L Quickly create a bullet point. 

Ctrl+Shift+F Change the font. 

Ctrl+Shift+> Increase selected font +1pts up to 12pt and then increase font +2pts. 

Ctrl+] Increase selected font +1pts. 

Ctrl+Shift+< Decrease selected font -1pts if 12pt or lower; if above 12, decreases font by +2pt. 

Ctrl+[ Decrease selected font -1pts. 

Ctrl+/+c Insert a cent sign (¢). 

Ctrl+'+<char> Insert a character with an accent (grave) mark, where <char> is the character you want. For example, if 
you wanted an accented è you would use Ctrl+'+e as your shortcut key. To reverse the accent mark use 

the opposite accent mark, often on the tilde key. 

Ctrl+Shift+* View or hide non printing characters. 

Ctrl+<left arrow> Moves one word to the left. 

Ctrl+<right arrow> Moves one word to the right. 

Ctrl+<up arrow> Moves to the beginning of the line or paragraph. 

Ctrl+<down arrow> Moves to the end of the paragraph. 

Ctrl+Del Deletes word to right of cursor. 

Ctrl+Backspace Deletes word to left of cursor. 

Ctrl+End Moves the cursor to the end of the document. 

Ctrl+Home Moves the cursor to the beginning of the document. 

Ctrl+Spacebar Reset highlighted text to the default font. 

Ctrl+1 Single-space lines. 

Ctrl+2 Double-space lines. 

Ctrl+5 1.5-line spacing. 

Ctrl+Alt+1 Changes text to heading 1. 

Ctrl+Alt+2 Changes text to heading 2. 

Ctrl+Alt+3 Changes text to heading 3. 

Alt+Ctrl+F2 Open new document. 

Ctrl+F1 Open the Task Pane. 

Ctrl+F2 Display the print preview. 

Ctrl+Shift+> Increases the selected text size by one font size. 

Ctrl+Shift+< Decreases the selected text size by one font size. 

Ctrl+Shift+F12 Prints the document. 

Shift+Enter Create a soft break instead of a new paragraph. 

Shift+Insert Paste. 

Shift+Alt+D Insert the current date. 

Shift+Alt+T Insert the current time. 

https://www.computerhope.com/jargon/k/keyboard-shortcut.htm
https://www.computerhope.com/software/msword.htm
https://www.computerhope.com/jargon/f/font.htm
https://www.computerhope.com/jargon/h/hyperlink.htm
https://www.computerhope.com/jargon/c/cut.htm
https://www.computerhope.com/jargon/b/bullet.htm
https://www.computerhope.com/jargon/t/tilde.htm
https://www.computerhope.com/jargon/t/taskpane.htm
https://www.computerhope.com/jargon/p/prinprev.htm
https://www.computerhope.com/jargon/s/softretu.htm
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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. 

Effective Communication - Stop Your Justs 

Eliminate the word ‘just’ and be more definitive, Example  
 

 ‘I was just going to ask you . . .’, 

 ‘I just wanted to say . . . 

 ’and ‘If I could just have a word . . .’ 

This is one tip from my 101 Quick Tips Effective Communication eBook 

 
Work Faster Turn On Gmail Preview Pane (desktop) 

You waste so much of your time having to click open every Gmail 
email to read it. Outlook has a preview window; so why doesn’t 
Gmail? 
 
Well it does!!! Turn it on by going to Settings > Advanced >  
Preview Pane. Simply tick it on. 

 

A Simple Excel Gem – Double Click 

Instead of dragging your formula down rows and rows of data to activate 

the formula you’re using in a column, simply hover your mouse over the cell 

until it comes a plus on the bottom right hand side. Then double-click. The 

formula will autofill all the way down until it comes to a blank cell on its left 

or right. 

 

Two Simple Steps to Ease Your Work Life Imbalance 
 

Work life balance is a choice an individual makes. If you choose to improve it. You will.  
If you really want to make a change, you’ll start taking action. One of the small steps is to set Boundaries and 
Disconnect when you get home. 
 
Two quick ways to do so:  
1. When you walk in, put your phone / laptop / tablet in a drawer. In other words hide it from view. If it’s 

out of sight. It will help keep it out of mind. 
 

2. Turn on your smartphone Do Not Disturb. You can set the timing and also make exceptions for certain 
people with calls, and notifications will not sound. 
 
iPhone > Settings > Do Not Disturb. 

Samsung > Notifications > Do Not Disturb 

 

If you like this newsletter please help by telling your colleagues about it. 

https://www.debbiespeaks.com/
https://debbiespeaks.us16.list-manage.com/track/click?u=ec989befec3e145efbe08da95&id=afb31d9300&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   

 
 
 

  

 

 

 

From the President’s Newsletter: 

 Laughter has been shown to increase our pain 

threshold, reduce blood-sugar levels, boost 

glucose tolerance and increase blood flow to 

vital organs. 

 More than 108 billion people have ever been 

born on this planet. The number of people 

alive right now represents roughly 7% of the 

total number of humans who have ever lived. 

 According to the UN, over half of all people 

around the globe live in just seven countries 

(China, India, the U.S., Indonesia, Brazil,  

Pakistan, and Nigeria). 

Trivia:  (from Coffee News) 

1. Which astronaut made the first golf shot on the moon? 

2. What mammal can often be found in a belfry? 

3. Which dinosaur had the longest tail? 

4. Gumbo or goulash is classified as what? 

5. What is the capital of Senegal? 

 

See Answers elsewhere in the Newsletter 

https://www.aapnz.org.nz/EmailTracker/LinkTracker.ashx?linkAndRecipientCode=n%2bOkcXN%2foQFySbPwhWYZDB2OGq6U%2bAjIai8szZg83graOXaNQlhLu7C09nMA9B9%2bWA3nkk8ZVRn1ENyt0plgIL0vq%2bIRgBZmdzsIvwZPC%2bI%3d

