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From the Presidentôs Pen 
by Maria Mines 

Congratulations! We have just completed our first quar-

ter of the year.  We have accomplished a great amount 

since ñturning a new leaf.ò  The Board has been very 

busy re-establishing our position in the Administrative 

Professional community within the Emory campus as 

well as the community. 

 

The Clifton Corridor Chapter has been successful with 

lectures since June, which all have been approved for 

recertification points. We have had lectures on the 

CPS/CAP certification examination, polishing your pro-

fessional approach, letting go of stressors and moving 

on, basic Microsoft office tutorial as well as redesigning 

your reality. Our upcoming lecture for November is on 

the basics of finance. Through our lectures offered, our 

goals are to inspire and empower administrative pro-

fessionals. 

 

We understand that our economy is struggling but we 

would like to reach out to ALL administrative profes-

sionals to lend a helping hand. The Clifton Corridor 

Chapter offers lectures to non-Clifton Corridor Chapters 

for a small admission fee. The Board encourages you 

to attend these meetings because it gives everyone an 

opportunity to network with one another as well as up-

lift one another. 

 

For our members who have not been able to attend our 

meetings, please feel free to contact the Board for any 

questions or concerns. We have had two new member 

installations, installing seven new members, since 

ñturning a new leaf,ò and the Board encourages you to 

attend the chapter meetings to introduce yourselves to 

our new members and to reacquaint yourselves.  

 

We are working to get you, our members, involved in 

the chapter. We would love to hear from you. Please 

feel free to share any ideas you may have or any ac-

complishments, professionally and personally, with us.  

We would love to have a spotlight on your accomplish-

ments. 

 

Please stay tuned for our upcoming events and lec-

tures by visiting our website at www.iaap-ccc.org. 

 

On behalf of the Board, we would like to wish you all a 

Happy Thanksgiving and Happy Holidays! 

 
 
 
 
ñThe way you perceive a specific situation is determined by 

your frame of mind. If your mind and thoughts are positive, 

you will always be in a position to seize the opportunities that 

are before you.ò  ~ Author Unknown 
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Polishing Your Ski l ls  
by Rhonda Scharf 

Minute taking doesnôt have to be hard 

Chapter  
Meetings 

 

3rd Thursday of each month 

from 5:30-7:30pm.  

 

Goizueta Business School 

1300 Clifton Rd NE Rm 500 

Atlanta, GA 30322-1059 

 

See website for directions, 

guest speakers and special 

events! 

 

 

Basic Jewelry 
Making Class 

 

November 14, 2009 

10am-Noon 

$30 

Emory University Orthope-

dics and Spine Hospital 

1455 Montreal Rd Fl 3 

Tucker, GA 30141 

 

See website to register! 

 

 
 
 
 

 
 
 
 
 
 
 
 
 

 
IAAPôs mission is to be the 
acknowledged, recognized 
leader of administrative 
professionals and to 
enhance their individual and 
collective value, image, 
competence and influence. 

Remember the game ñtelephoneò we played as kids? 

One person would whisper a message to the person 

beside them, and they in turn would whisper to the per-

son beside them. The game was fun when the mes-

sage reached the end of the line and the last person 

would share aloud what the message was. It was 

NEVER the original message, and everyone could 

laugh at the outcome. That was fun. The same thing 

has happened with your minute taking, only it isnôt fun 

anymore. It doesnôt have to be that way. 

 

What minute taking isnôt 

 

Minutes are not meant to be a transcript of what hap-

pened at your meeting, but that is exactly what has 

happened for many of 

us. Minutes does not equal 

transcript.  

 

Most of us have been following 

the example of the person who 

did the job before us, who is 

doing the job the person before 

them did. That is not fun. It is 

probably wrong, too (much like 

the game of telephone). 

 

The rules for taking minutes have changed over the 

years, and if you are following a garbled version of 

what someone did years ago, no wonder you find it 

difficult to take minutes. 

 

What minute taking is  

 

The purpose of minutes is to provide a corporate his-

toryðto record the discussions, the decisions, and the 

rationale of what happened during the meeting. 

 

Keep in mind your document needs to be a sum-

mary. That means you donôt need to capture every-

thing that is said, nor everything that is discussed. 

 

Ask yourself ñWhat will the company need from this 

document in the future?ò Hereôs what the company 

does not need: 

 

Å Social updates (such as births, marriages, etc.). Itôs 

fine for these subjects to come up, but the company 

doesnôt need them to be recorded. 

Å Details of the discussions. Summarize them instead, 

focusing on the rationale for decisions that are made. 

Å Who contributed what to the discussion. The company 

doesnôt care whether it was Bob or Mary; it cares about 

the upshot. 

 

 

Use these 4 critical techniques when taking min-

utes  

 

1. Employ Keywords.  

Try not to write down entire sentencesðyou will very 

quickly lose your place and concentration. 

 

For example, instead of writing down "Mr. Jones would 

like you to return his phone call sometime today," the 

keywords are ñcall,ò "Jones,ò and ñtoday." After the 

meeting (or later when you are transcribing the min-

utes) you can put more detail into it. 

 

If you were listening to this tip at a meeting, what key-

word would you use to write down the meaning of this 

conversation? "Keywords." 

 

2. Keep Focused.  

Itôs quite easy to allow your mind 

to wander a bit in a boring meet-

ing. 

 

Whenever that happens, bring 

your focus back to the meeting. 

Repeat the words you just heard 

(the keywords), and paraphrase 

the points to get your own under-

standing of them in your mind. 

 

Many times we hear the meeting but listen to what is 

going on in our minds. We need to reverse that. 

 

3. Listen to Understand.  

Before you start recording what is being discussed, try 

to grasp the main ideas (keywords). If we understand 

the entire conversation, then keywords are easy. If we 

are trying to write down before we understand, we 

won't have easy recall. 

 

4. Listen with a Goal.  

One of the goals of minutes is to let the people who 

could not attend be brought up to speed. So your goal 

is to be able to re-teach what you heard to someone 

else. 

 

Minute taking can be easy!  

 

Always remember: Keep it simple. Keep it brief. Keep it 

in a summary format. 

 

Just ask yourself what will be needed in the future from 

this document, and put that inðand only that. 
 

 

Reprinted from http://www.theofficeprofessional.com/Article.php?art_num=5736  
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