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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” 

FEBRUARY 2021 

Dates To Diarise 

 

GROUP MEETINGS 
 

Tuesday, 16 March 2021 
Steve Smith 
Microsoft Office 2019 vs Office 365? 
 

Wednesday, 21 April 2021 
Administrative Professional’s Day Luncheon 
 

Tuesday, 18 May 2021 

EEO/AGM - Cancer Society 

 

MANAGEMENT TEAM MEETING 

Tuesday, 2 March 2021 5.30pm 

Robin Whalley’s Office, Nelson 
 

OTHER EVENTS  

Administrative Professionals Day 

Wednesday, 21 April 2021 

12noon-1.30pm Trailways Hotel, Nelson  

Guest Speaker Annette Milligan NZOM 
 

AAPNZ AGM 

17 July, by Zoom 
 

AAPNZ National Conference 

30/31 July 2021, Tauranga 

 

NEWSLETTER 
Deadline for articles to be included in the  

March newsletter is Friday,  

12 February 2021. 

Please e-mail Margaret Bartlett at 

bushrunner@xtra.co.nz 

TUESDAY, 16 FEBRUARY 

 

TIME MANAGEMENT, TRAINING AND GROWING 
Training people and growing businesses is  

what Chalkbox does best. Managing Director, 

Chantell Bramley, will introduce us to the  

training courses Chalkbox offer. What are the 

most popular and what keeps clients coming 

back? 

Then, experience a little taste of training when Louise shares 

practical skills and strategies to help you manage your time  

effectively. Louise Crowe is an experienced trainer with over  

20 years of experience across various industries and global 

regions. She enjoys helping people achieve their personal goals 

through learning. Her courses provide an opportunity to learn 

practical, thought-provoking and meaningful practices, which 

you can integrate into your day-to-day life. With content taken 

straight out of the Personal Productivity course, Louise will help 

you feel more in control of your time and improve your  

productivity. 

Her other areas of interest and training are in 

‘Resilience and Wellbeing’, ‘Mindfulness’,  

‘Coping with Change’, and ‘Working from 

Home Productively’. 

When: Tuesday, 16 February 2021 

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 February 



 

 

AAPNZ Nelson Notes — February 2021 Page 2 

President’s Report 

 
Greetings Fellow Members 
 

I hope you all managed to have a good break or,  

at least, some rest and recreation over the Christmas/ 

New Year period.  You are all probably back in the 

swing of 2021, and I wish you all a happy and 

healthy year.  Of course, the holiday wasn’t long 

enough, and we certainly are back into the thick of  

it at work. 

The Chinese auction held in December was well 

attended, and we had a great catchup session 

beforehand.  I was loath to stop everyone talking and 

start the main event of the evening!  Thanks to Patti 

for her innovative report later in the newsletter, which 

shows what fun we had.   

By the time you read this, we will have had our 

annual dinner in Havelock with members of the 

Marlborough Group.  It’s always an enjoyable 

evening catching up with some of our members and 

our friends from over the hill.  See the photo in this 

newsletter. 

Our first meeting of the year, Time Management, 

should be interesting as well as instructive, and I am 

sure we will all come away with some useful tips to 

use in our daily lives.  I am looking forward to finding 

out what will help me!  
 

APD will be held Wednesday, 21 April, noon, at 

Trailways.  Annette Milligan NZOM will be our guest 

speaker. 
 

Nelson Group’s 30th Anniversary will be held in 

September.  Margaret Black and her team are 

working on the details now.  

Enjoy the two long weekends at the beginning of 

February, and I look forward to seeing you on 

Tuesday, 16 February. 

Take care 

  

Kathy Webb 
President 

    Inside This Issue 
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February Newsletter Contributors  

Thank you to this month’s contributors  

Margaret Bartlett Kathy Webb 

Patti Rizer Margaret Black 

  

 MEETING FEES 

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, but if you have cash you can  
pay at the meeting. 
 
Bank account: 12-3193-0013054-00  
Reference: Your name. 
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DECEMBER 2020 REPORT—CHINESE AUCTION by Patti Rizer 

Nelson Group Meeting—2 December 2020 

Broadgreen House Meeting Room 
 

Patron Cathy Knight and 14 Nelson Group members attended the December meeting at Broadgreen House  

on Wednesday, 2 December.  It was particularly special to see Maryanne Little at the meeting.  And a warm 

welcome to Wendy Knight, who now lives in Amberley.   

We started with food (more than we could consume) and drink and lots of conversation.  President Kathy 

Webb called the meeting to order and presented Wendy Knight with her 20-year Membership Bar. Then Patti 

Rizer kicked off the event of the evening . . . The Chinese Auction. 

Before we began the auction, Patti passed out Christmas Crackers to each attendee.  Inside the handle of the 

cracker was a number.  The numbers were the order in which attendees picked a gift from the gift table or 

‘stole’ a gift from someone else who had already opened a gift. 

Here is a report of the meeting in photos. 
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DECEMBER 2020 REPORT Cont’d 
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DECEMBER 2020 REPORT Cont’d 
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AAPNZ NELSON GROUP 30TH ANNIVERSARY 

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 

MEMBER OF THE YEAR—NELSON GROUP 

• 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. 

FEBRUARY BIRTHDAYS 

W arm birthday wishes to the following birthday 

girls: 

Irene Buchan 7 February 

Diane Bennett 19 February 
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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 to-

ward 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:   

 

 

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 

 

Fellow Designation –3 members  

Members may apply for their Fellow Designation after 10 years’ membership in AAPNZ (or 5 years as an As-

sociate), must be currently employed, be an active member of Nelson Group and hold Certification.  Three of 

our current members have their Fellow Designations. 

 
 

Deadline to apply for Fellow Designation:  28 February 2021 
 

Associate/ANZSES Designation – 8 members 

Members may apply for their Associate Designation after 5 years’ membership in AAPNZ, employed 10 years as a 

senior office professional OR 5 years’ work experience as a senior office professional and 20 credits at Level 3 or 

above, and be an active member of Nelson Group.  Nelson Group has 11 current members who hold the Associ-

ate/ANZSES designation: 

 

 
 

Deadline to apply for Associate Designation:  28 February 2021 

Katrina Aldridge Diane Bennett Terri Johnson Fran Martin Kathy Webb 

Patti Rizer Kathy Tatlock Kathy Webb 

Margaret Bartlett Diane Bennett Margaret Black Irene Buchan 

Wendy Knight Pam Meadows Kathy Tatlock Kathy Webb 

EDUCATION REPORT by Patti Rizer 
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Competency Certificates 

Professional development is recognised through achieving three Competency Certificates.  Module One is  

participation in Nelson Group, Module Two asks you to describe and discuss your workplace, and Module 

Three requires you to choose and discuss three tasks you do in your workplace. 

Module One Recipients – 13 current members 

 

 

 

 

Deadline to apply for Competency Certificates:  30 June 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. 

EDUCATION REPORT CONT’D 

Margaret Bartlett Margaret Black Irene Buchan Dulcie Carson 

Megan Clark Carol Foote Julie Houston Terri Johnson 

Alma Kelleher Pam Meadows Patti Rizer Rossana Rogers 

Kathy Webb    

F our Nelson members went to Havelock on Friday, 29 January, 

to join five members from Marlborough Group for a meal at 

the Captain’s Daughter restaurant.  We had a very pleasant 

evening with lots of laughter and chatting. It was a great  

opportunity to reconnect with out colleagues ‘from the other side 

of the hill’.  

 

 

 

 

  

 

 

 

 

L to R: Michelle Simpson, Kathy Webb, Patti Rizer, Bron 

Mogridge, Dulcie Carson, Sandy Inwood, Margaret Bartlett, Kay 

Jenkinson, and Jane Ingram. 

JANUARY 2021 MEETING 

http://www.aapnz.org.nz/content/doreen-smart-scholarship-0
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How to Use Commonly Misused Words  

GRAMMAR TIP by Patti Rizer 

"Affect" and "Effect" 

Effect 

"Effect" is a noun referring to something that happens 

as a result of something else, e.g., "The antibiotic 

had little effect on the illness."  

"Effect" is also a verb meaning to bring something 

about, e.g., "I have decided to effect a change in 

the scope of this article."  

Affect 

The verb "affect" means to change something in some 

way, e.g., "His steady gaze affected my ability 

to breathe."  

The noun "affect" is used fairly rarely. It refers to a  

display of an inner state of mind, e.g., "Her affect 

is subdued this evening."  

"Anxious" and "Eager" 

"Anxious" should refer to anxiety and not pleasant  

feelings, such as enthusiasm or excitement. It should be 

followed by a gerund (the "–ing" verb form), not an  

infinitive ("to" and the verb). Use "eager" with the  

infinitive. 

• "He was anxious about becoming the President."  

 (He had an uncomfortable feeling about it.) 

• "He was anxious to become the President." 

• "He was eager/ready to become the President."  

 (He was happy about it.) 

• “He was waiting to become the President." 

" Convince" and "Persuade" 

You convince a person of the truth or validity of an idea; 

you persuade a person to take action. "Convince" is  

usually followed by "that" or "of" whereas "persuade" is 

followed by an infinitive. 

• "The teacher convinced her students that good  

 grammar could aid in communication." 

• “The teacher persuaded her students to use good  

 grammar." 

"Could of" and "Could have" 

Modals ("could," "would," "should," "may," "might," "must") 

use the auxiliary verb "have," not the preposition "of." The 

auxiliary can be contracted as "'ve" (as in "could've" and 

"couldn't've"). 

 

• Incorrect: "She must of done it." 

• Correct : "She must have (or "must've") done it." 

“Decimate" and "Devastate" 

"Decimate", a great word from ancient Rome, means "kill 

one of every ten soldiers." Using creative license, you 

would be correct in saying that the flu decimated Larry's 

sixth grade class, if ten percent of the class were home 

sick. Remember that "decimate" is similar to "decimal," 

which refers to counting by tens. 

Oftentimes, "decimate" is misused to mean "devastate," 

which means "overwhelm or lay waste to." Hurricane 

Katrina devastated New Orleans, but did not decimate its 

population. 

"Each other" and "One another" 

"Each other" is used for two; "one another" is used for 

more than two. 

• "The two brothers helped each other study." 

• “These five businesses compete with one another." 
 

"E.g." and "I.e." 

These Latin abbreviations can add formality to your  

writing. Use "e.g." (exempli gratia) to mean "for example" 

or "such as" and "i.e." (id est) to mean "that is" or "in other 

words." Remember the "i" in "in other words" and the "e" 

in "for example." The comma after "e.g." or "i.e." is  

optional. 

"Good" and "Well" 

"Good" is an adjective or noun; "well" is usually an  

adverb. Say "I am doing good" only if "good" is a noun. 

For instance, charities can do good. Otherwise, use "well" 

with all verbs other than linking and be verbs. "I am doing 

good today" is incorrect (unless you are doing good 

things, like Superman) but you can say "I am good  

today." 

• Incorrect: "She cannot see good." (Use "well.") 

• Incorrect: "This car runs good." (Use "well.") 

• Incorrect: "This plan works real good." (Use "very 

 well.") 

• Correct: "This plan sounds good." ("Good" follows the 

 linking verb "sounds.") 

• Correct: "I am well today." ("Well" is an adjective  

 showing my well-being and health.) 
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SKILLS BASE by Debbie Mayo-Smith 

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. 

Word - Getting Your Headline to Fit 

Do you ever have a title or headline that spreads just a wee over one line – but 

you’d love it to be on one? Well never fear. There’s an easy way to do it instead 

of making the font smaller. You can squeeze (condense) the letters together a bit 

more. You’ll find it in the Home Ribbon > Font Menu > hit the corner square. The 

font dialogue box opens > Click the Advanced Tab> Select Spacing >Condensed 

and have a play with the amount you want the squeeze to be.  

 

Outlook Tip - Unsubscribe Rule 

You probably know about rules by now - it’s an inbox function that looks for things 

you specify in received/sent emails; then preforms the action you tell it to – put in 

folders, delete, respond. 

I don’t know about you, but every day I handle 60 - 80 promotional type emails.  

This tip will automatically move all those promotional emails into a folder allowing you to give the priority ones attention. 

This has saved me 10 -15 minutes minimum daily. 

1. First create a generic folder for incoming promotional email. 

2. Next create a Rule: 

1. For incoming emails 

2. Have the word 'unsubscribe' or ‘manage your preferences’ (etc) in the body of the email 

3. Move it to the promotional folder you created. 

Gmail automatically categorises emails into five Tabs – Primary, Social, Promotional, Updates & Forums.  

 

Secret Diamond of Google/ MS365 

A little known cloud software program with multiple uses is FORMS; available both on Microsoft and Google. 

Microsoft 365 you’ll see the app icon on the left navigation bar (the nav. has just been refigured). Forms is a 

green square with a capital F. In OneDrive, Click the Plus > Forms Survey 

Google Drive Click New > More > Forms 

Forms enables you to create any “Fill In” easily. It creates a hyperlink you email. When someone clicks the form opens. 

They fill it out; and beautifully all responses are added to an online Excel or Google Sheet. Which of course you can 

download. Even better it graphically tabulates responses for you in pie and bar charts. 

With all the uses for work, home, school, community – it’s only limited by your imagination. 

Surveys, sign up forms, reservations, registrations. 

Order, health and safety, quotes 

Repair and maintenance, timesheets, log books 

Open home registrations, attendance, party invite  

https://www.debbiespeaks.com/
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NELSON GROUP MANAGEMENT TEAM 2020/2021  

Group President 

Kathy Webb 

545 1755 h 

021 134 3736 m 

skwebb@xtra.co.nz 

 

  
Financial Officer 

Kathy Tatlock 
 

021 409 631 m 

Kathytatlock@gmail.com 

  Administration Officer  

Historian 

Margaret Black 
 

027 615 5141 

nzmaggieb@gmail.com  

  

Newsletter Editor 

Margaret Bartlett 

547 7759 h 

027 3099 655 m 

bushrunner@xtra.co.nz 

  Education Officer 

Membership Officer 

Patti Rizer 
548 7232 h 

021 053 2953 m 

patti@ts.co.nz 

  
Social Media Officer 

Rossana Rogers 

542 2100 h 

027 372 5087 m 

rossanarogers@xtra.co.nz 

  

Events Co-ordinator  

Susan Sparrow 

546 9535 

027 473 3567 m 

robinwhalleyoffice@gmail.com   

  
Photographer 

Irene Buchan 

021 122 5312 m 

 

Irene.buchan@outlook.com 

    

 

 

Is 'The Wind in the Willows' 

a children's book? Is 'Alice 

in Wonderland?' Is 

'Treasure Island?' These 

are masterpieces which  

we read with pleasure as  

children, but with how much 

more pleasure when we are 

grown-up. 
 

   A. A. Milne 

mailto:Kathytatlock@gmail.com
https://www.brainyquote.com/authors/a-a-milne-quotes

