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Welcome from Acting President

Welcome to UQSOPA for 2011. As you may be aware, | offered to cover the
period to the AGM in July 2011 as Acting President. At that time, we will call for
any additional nominations for the role of President. Please keep that in mind in
case you are toying with the idea of taking on this exciting, challenging and
rewarding job. Feel free to ring me at any time to discuss the prospect.

After such a disastrous start to the year for so many unfortunate people, | hope
that those affected by the flood have managed to get their lives back in

order. Our thoughts go out to everyone who has suffered serious property or
financial loss. I’'m sure that everyone has been deeply moved by the wonderful
community spirit that flowed from so many people during the flood disaster.

We were able to lighten up and have some laughs at our first function for the
year on 10" March - ‘Comedy and Capers: Not the Christmas Party’. Although
our numbers were not as high as expected, all members of the audience were
treated to a feast of stand-up comediennes (and one comedian) who had us
rolling in the aisles. The evening was organised by the hilarious Steve Whitely.

Last year the 2010 Conference ‘UQ: Yesterday, Today & Tomorrow’ was a great
success. We had some interesting speakers who spoke on a variety of subjects —
UQ Advancement, Sustainability at UQ, Technology 101, Office Ergonomics,
Business Etiquette and Stories from the Fryer Library. Lots of great prizes were
won and we all enjoyed catching up in the breaks.

In this newsletter you will find the UQSOPA Program of Events. | look forward to
seeing you at a UQSOPA event soon.

Lesley

Lesley Forest
UQSOPA Acting President
ugsopa@ugq.edu.au
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UQSOPA Program of Events 2011

Thursday 10" March Comedy and Capers: Not the Christmas Party

Tuesday 12" April UQSOPA Basic Office Administration Skills

Tuesday 10" May ‘2011 Office Professionals Day’ Breakfast

Wednesday 18" May Minute Writing & the Role of the Committee Secretary
Tuesday 12" July Records and Archives — What You Need to Know
Tuesday 19" July 2011 Email and Letter Writing Etiquette

Thursday 28™ July UQSOPA AGM

Tuesday 16" August UQSOPA Lunch

Wednesday 21* September Minute Writing & the Role of the Committee Secretary
Thursday 20" October Records and Archives — What You Need to Know
Monday 24™ October UQSOPA Conference

Thursday 24" November UQSOPA Christmas Party

Courses at Ipswich and Gatton

Arrangements are underway to present as many of our courses at Ipswich and Gatton as possible
so watch this space for future course dates.

Miracle Worker Awards

Some members are enquiring about ‘The Miracle Worker Awards’. From now on
they will be organised by the HR department at UQ. | have spoken to a represen-
tative of HR regarding the primary contact and as soon they develop a webpage
for the awards, more information will follow.
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UQ Secretaries & Office Professionals

The new 2011 | 2012 Entertainment- Books are

coming, so pre-order a copy today!

We are pleased to announce that we'll be selling the new 2011 | 2012 Brisbane, Sunshine
Coast and Surrounds Entertainment™ Books as a fund-raiser.

The new Book is only $65, and you'll receive $15,000 worth of valuable offers, valid until 1
June 2012.

Plus, the good news is that $13 of your Book purchase goes towards our community fund-
raising!

Contact us today to pre-order your copy and receive extra value!

Check out what's in the new Entertainment™ Book!
Entertainment™ Books feature valuable offers from many popular local businesses. The 2011 |
2012 edition has great new inclusions like Zenbar, Ciao Baby, Jo Jo's, Eatons Hill Hotel and
Function Centre, Michael's Oriental Restaurant and Function Centre, Shaftson Hotel...

And plenty of your favourites such as Moo Moo Wine Bar & Grill, Restaurant I, Era Bistro,
Deery's Restaurant, Baguette, The Caxton Hotel, Pizza Capers, Hungry Jacks, Subway, Bris-
bane Lions, plus many more!

Pre-order now and receive extra value...
Pay for your new Brisbane, Sunshine Coast and Surrounds Entertainment™ Book before 30
March 2011 and you'll receive additional offers, valued at over $175, which you can use

immediately!

Contact us today to pre-order your copy!

Order your copy of the new 2011 |

Elizabeth Eng on 3346 8122
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Australian Institute of Office Professionals (AIOP)

Here is a link to AIOP’s calendar of events, including the Office Professionals Day
Breakfast Friday 6™ May 2011:

http://www.aiop.com.au/qgld/events.php

AIOP 2011 Office Professional of the Year Awards:

Dear Members

Nominations are now open for the 2011 AIOP Office Professional of the Year
Awards.

Download the nomination form from http://www.aiop.com.au

The Office Professional of the Year award has been presented annually for many
years across Queensland and the rest of Australia.

Award winners are selected for their outstanding achievement as an Office Profes-
sional and their ongoing commitment to the profession.

The prestige of these titles is accompanied with fantastic prizes from the many
highly valued sponsors of the AIOP Brisbane Office Professionals’ Day Breakfast.

Nominations close Friday, 1st April so get nominating!


http://www.aiop.com.au/qld/events.php

Karen Hendrickson, our past president recalls her experience:
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In 2008 | self-nominated, supported by Professor Terry for the Australian
Institute of Office Professionals'h FFA OS t NPFSaaArz2yl f

The process, which involved completing a nomination form, addressing the
selection criteria, supplying a copy of my CV and obtaining a letter of support
from my employer was painless. In fact reading the letter of support which
Professor Terry wrote was quite a nice experience! The selection criteria | had to
address was basically an outline of my major achievements/professional
highlights, personal attributes, the contribution | has made to my employer and
what | would do as an AIOP ambassador. My response was less than two pages.

A couple of weeks out from the AIOP Office Professionals Days Breakfast, | was
contacted by the selection committee, congratulating me on being one of three
finalist and inviting me to meet with the judges. | was provided with a list of
guestions | might be (and was) asked at the interview. The interview itself again
wasn’t painful, the three panel members were very kind and having the
guestions in advance really helped.

No announcements were made prior to the breakfast so | had to prepare an
‘acceptance speech’ and to be honest, was extremely relieved when | didn’t have
to get up in front of 1000 attendees to speak. The 2008 winner, Belinda Waters
did an amazing job and I’'m not sure | would have pulled it off! | did however get
to meet the (then) Governor of Queensland, Ms Quentin Bryce. | received some
wonderful prizes and beautiful flowers and of course, being a finalist looks great
on my CV and the award sits proudly on my desk.

| would encourage UQSOPA members to
self nominate, or encourage others to
nominate, it's a very worthwhile
experience.
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Executive Committee

Patron: Linda Bird

Acting President: Lesley Forest

Past Presidents: Tara Kitch & Karen Hendrickson
Vice-President: Sue Edwards

Executive Treasurer: Renee de Simone
Executive Secretary: Sue-Ellen Hogan
Committee Member: Raewyn Petti

Committee Member: Liz Simmonds

Committee Member: Claire Fuller

Committee Member: Elizabeth Eng

Newsletter Items

To submit items for the next newsletter, please email the details to me at ugsopa@ug.edu.au
These can include baby, engagement, wedding or anniversary announcements, holiday snaps,
promotions or new jobs for you, positions vacant, tips and tricks, house-sitting opportunities,
sporting activities you are involved in that others can participate in, awards our members could
nominate or apply for etc. It is also important to celebrate our successes and to support each
other as office professionals. Please do let me know of know of any promotions, secondments,
awards so that we can share the good news!
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