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Bring Success to Your New Year with CAEOP!

“
Budding Ideas, Blossoming Networks, and Flowering Goals
... Plant Dreams and Bloom with CAEOP”

PRESIDENT’S MESSAGE
We are so pleased to every person who has joined and supported
CAEOP throughout the years. Your generous contributions of time,
ideas, and friendship benefit the association and members greatly.
You are the leaders making a difference all year long with CAEOP,
your local affiliate, and in your job and personal life. I want to
express my appreciation for your hard work, efforts, and assistance throughout this
year.
Whether you have been an educational office professional for just a few days or a
few decades, there is always something new to learn. Our conference committee
has been planning a fantastic cutting-edge program especially for you. We
understand the daily challenges you face and have speakers who will share their
vigorous wealth of information that you need and want. This conference is actionpacked to enhance your growth and success as an educational office professional.
Kathy Ramos, our 2015 Conference Chairman, has engaging activities and
surprises planned for you, so be prepared for a fun and lively conference
experience.
After reading the conference brochure, take action and send in your registration
form. The brochure is later in this newsletter and also on our website. You
definitely want to attend March 13 and 14, 2015, in the gorgeous historical Old
Town Pasadena.
As you go through the holiday season, take time to celebrate your personal and
professional 2014 accomplishments. Be proud of all the positive steps you have
taken and new information you absorbed and applied in your life. Doesn’t it feel
good to acknowledge your growth? How are you going to celebrate?
I wish you warm memories, good health, and a New Year filled
with excitement for the future!
Rosemary Culleeney-Duff, CEOE
and CAEOP PIP Certified
CAEOP President, 2014-2015
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AFFILIATES REPORTING IN
AEOE-LOS ANGELES UNIFIED SCHOOL DISTRICT (AEOELAUSD)

WINTER 2014

LA-MESA SPRING VALLEY ASSOCIATION OF EDUCATIONAL
OFFICE PROFESSIONALS (LA-MESA-SPRING VALLEY
AEOP)

Wendy Rochester, President

Maria Gonzalez, President

AEOE-LAUSD hosted a
Holiday Party on
Saturday, December 13,
2014 at the San Antonio
Winery. This busy
affiliate is anticipating
the receipt of responses
(Left to Right) Sue Beasley,
to their annual K-5th
Rosemary Culleeney-Duff, Sonia
Grade Poster Contest
Silva, Maria Gonzalez, Maria
Moroyogui, and Susie Martinez
with the theme “What I
Like Best About My
School Office” and the 6th—12th grade writing contest
with the theme of “Things I Do That Make Me
Successful.” January will bring the distribution of the
nomination forms for their annual awarding of the
Classified Office Personnel, Classified Administrator/
Supervisor, and Certificate Administrator of the year
awards.
The LAUSD district headquarters is also planning an
open house event on February 11, 2015 from 11:00
a.m. to 2:00 p.m. The flyer for this special event is
included on page 20 of this newsletter.
KERN ASSOCIATION OF EDUCATIONAL OFFICE
PROFESSIONALS (KAEOP)

Lorri Kilby, President

KAEOP recently hosted a two-class program on Outlook
on October 22 and 29, 2014 at the Bakersfield Adult
School. Attendance was awesome and the Board will be
looking to expand options in the future. The annual
Bosses Luncheon is scheduled for Thursday, April 30,
2015 at 11:30 a.m. Plans are underway for the annual
Poster Contest involving children in grades K-6 and
scholarship applications for high school seniors will be
sent out soon. The KAEOP Executive Board is also
currently conducting a review of their Bylaws to remain
consistent with current practice.
KAEOP members enjoyed
the sounds and goodies of
the Christmas season.
Many thanks to Sarah
Tierce for opening her
home for a special
evening. What excellent
cooks in our midst!
(Left to Right) Kenton Miller, Sarah Kenton’s meatballs, Patty’s
Tierce, Lorri Kilby, Becky Shipley, rice and lots of other
Kathy Ramos, Patty Shultz and
wonderful items added a
Kathryn Miller
special touch to the
evening.

(Left to Right) Kenton Miller,
Diane Hyatt and Rosemary
Culleeney-Duff

“Memories of Christmas”, La
-Mesa Spring Valley AEOP’s
annual Christmas brunch,
was held on Saturday,
December 6, 2014. The
event was held at the Steele
Canyon Golf Club. CAEOP
was represented by
President Rosemary Duff
and President Elect Kenton
Miller. A special welcome to
new member, Diane Hyatt
(pictured), from La Mesa.

ONTARIO-MONTCLAIR ASSOCIATION OF
EDUCATIONAL OFFICE PROFESSIONALS
(OMAEOP)

Olivia Ramos, President

OMAEOP recently held their annual installation ceremony.
PAST PRESIDENTS OF CAEOP

Kathryn Miller, President

Elections are currently underway to elect a new president
for the Past Presidents affiliate—more information will be
shared in the Spring 2015 issue.
RIVERSIDE COUNTY ASSOCIATION OF EDUCATIONAL
OFFICE PROFESSIONALS (RCAEOP)

Cyndee Amezcua, President

A professional development workshop was held on
Thursday, December 11, 2014 at the Riverside County
Office of Education in Riverside. “Finding Balance
Between Work & Home” was presented by Kathy
Espinosa of Keenan & Associates.
RCAEOP members are collecting coats and jackets for
their December workshop to be donated to Grandparents
Raising Grandkids and Operation School Bell. Any size
good condition coats and jackets should be delivered to
Cyndee Amezcua or any RCAEOP Board members.
On February 5, 2015, a professional development
workshop will be presented on Google Sheets at Hemet
Unified School District. More information to follow.
May 14, 2015 is the date for the Annual Bosses’ Night at
Monteleone Meadows in Murrieta. For additional
information on any of the RCAEOP events, contact
Cyndee Amezcua at: camezcua@hemetusd.k12.ca.us.
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LEARNING FROM CRITICISM
Learning from criticism can be challenging to
say the least. However, it can also be one of
the most beneficial things we will ever hear.
There are four key elements to assist us in
making criticism a “positive” rather than a “negative”
experience. Those key elements are:
 Listening
 Considering
 Discussing
 Measuring
“He has a right to criticize,
who has a heart to help.”
Abraham Lincoln

Listening:
What are you actually hearing? Sometimes we have a
tendency to stop “listening” after the first few words are
spoken and begin to formulate a response without
hearing what is actually being conveyed to us. Take time
to hear the entire message without interrupting and take
notes while the conversation is taking place. Stay
positive and realize the messenger is trying to help you,
not personally attack you.
Considering:
Can you do what they are asking? Most of the time we
can. It is normal human behavior to resist change, but in
today’s world of work it is a constant occurrence. We
must be able to embrace the change and genuinely be
interested in improving our skill set. When we do that, it
shows that we are willing to work as a team with our coworkers and supervisors, and it sets a good precedent.
Have you ever thought about what the “messenger” of
the criticism was thinking or feeling? It surely did not
occur to me until I was the one having to deliver the
message!

I knew what I had to say would be helpful and I
knew I would convey my thoughts in a positive
manner, but worried and wondered if they
would receive the message as I intended it.
How would they react to me? Would they now
dislike me?
The good news is none of those things happened. It was
a positive experience for both of us. I had to push
through an uncomfortable situation that helped me
become a better communicator, and I was able to help
someone else learn something they did not know before.
Discussing:
Review with the messenger what is expected and have
open dialog to clarify any issues or miscommunications.
Ask good questions such as:
 What are the merits of the change?
 What challenges will you face or not face?
 Who will be responsible for the outcome?
 What is your input?
Measuring:
“The trouble with most of us is that we would
rather be ruined by praise than saved by
criticism.”
—Norman Vincent Peale

Track your progress and continue to clarify what is
wanted. Be a part of the change and set a good
example.
Accepting criticism with style and grace will be noticed
by those around you, as well as by your supervisor.
Remember you are not perfect, take things in stride, and
most importantly find the humor.
Lori Ortell
Executive Assistant to the Superintendent & Board of Education
Perris Union High School District
Finance/Budget Chairman, CAEOP

ANNUAL POSTER CONTEST

The deadline has passed and the 2014-2015 CAEOP Poster Contest Chairman, Maria Gonzalez, reports that many
creative artists throughout California have submitted posters. The next step is judging and students will be notified
through their teacher. Awards will be presented at the annual Awards Luncheon on Friday, March 13, 2015 during
the Annual Conference at the Hilton Pasadena Hotel. Maria’s contact information is on page 27 of this newsletter
for answers to any questions about the Poster Contest.
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CHANGES RECOMMENDED FOR CAEOP BYLAWS
Don’t Miss This Important Information!
CAEOP’s Immediate Past President also serves as Chairman of the Bylaws Committee.
The Committee has been very busy this year reviewing the current CAEOP Bylaws and
numerous changes have been recommended for presentation to the membership. Changes are
numerous and have been quite an undertaking by the Bylaws Committee. The proposed revisions are included in many
areas, and provide a general clean-up to match current practice as well as more concise language in the identification
of certain guidelines.
Amendments to the CAEOP Bylaws require that proposed amendments shall be submitted in writing to the Executive
Board not less than 60 days prior to submission to the membership. The proposed amendments were reviewed at the
October 17, 2014 Executive Board meeting with unanimous approval of the changes. The proposed changes are now
available on CAEOP’s website. The membership will be asked to adopt these changes at the March 14, 2015 Annual
Business meeting held during the 65th Annual Conference in Pasadena.
Should any CAEOP member desire a full written copy of the proposed amendments, you may request to have one
mailed to you by contacting the Chairman, Linda Rush, by sending a note to her email: lrush13@roadrunner.com, or
call Linda at 951.652.2404.

Submitted by Linda Rush, Immediate Past President

Did you know CAEOP has a QR Code?
Ok….what’s a QR Code? It is a “Quick Response Code,” used originally to track and store car
parts data, but now you can store absolutely everything in a small little code: texts, images,
photos, urls...you name it!
This 2D or matrix barcode can store significantly more information than your traditional 1D
barcode that you see in the supermarket. Today, smartphones carry a QR code reader that can easily read the
information contained by snapping a photo of it. Can you imagine the marketing possibilities available to CAEOP?
In many advertisements, you now see a small square box with squares and shapes that looks a little like a crossword
puzzle. The square is encoded with information about a website. You use a code reader app on your phone to read
the code and it will take you to that site.

But wait…. We’re not done with technology yet!
This past year our President Rosemary Duff recommended, and the Executive Board approved, the acquisition of a
Square Reader. A square reader (provided at no cost through CAEOP’s PayPal account) allows CAEOP representatives
to accept payments on their smartphone or tablet. The reader plugs into the standard headset jack of the smartphone
or iPad. Card information is encrypted at the moment of swipe and is not stored on the device after the payment is
processed. Clear pricing, fast deposits are available for a very minimal percentage fee of the purchase, often priced at
2.55 to 3.0%.
The accessibility of the Square Reader will give attendees at annual
conferences and professional development days the opportunity to use
their credit card for purchases of promotional items, opportunity drawing
tickets, donations, registration fees, etc.
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PRESIDENT ELECT REPORT
On September 20, 2014, the AEOE-LAUSD
affiliate held their 86th annual Business Meeting
and Installation of their 2014-2015 Board of
Directors at the Quiet Cannon Restaurant in Montebello.
Maria Gonzalez was installed as president. Installing Officer
was Jose Gonzalez, Maria’s husband. Maria chose as her
installation program theme, “The White Rose Ceremony” and
her theme for the Executive Board this coming year will be
“Working Together is a Beginning; Keeping Together is
Progress; Working Together is Success”.
The newly installed officers for the 2014-2015 are: President
– Maria S. Gonzalez, Immediate Past President – Susie
Martinez, CEOE, 1st Vice President – Stella Miyashiro, 2nd
Vice President – Rosemary Culleeney-Duff, CEOE, Secretary –
Janet Davis-Sylvester, CEOE, Treasurer – Maria E.
Moroyoqui, Member at Large – Vicky De Leon,
Member at Large – Jill Everett and Member at Large
– Yolanda Pujol.

(Left Photo) Incoming AEOE-LAUSD President, Maria
Gonzalez, accepts the Oath of Office as presented by
her husband and daughter.
(Right Photo) AEOE-LAUSD Immediate Past President
Susie Martinez accepts her Oath of Office.

##########
On December 6th the La Mesa-Spring Valley AEOE
held its Annual Christmas Brunch at the Steele
Canyon Golf Club in Jamul. This year’s theme was
“Memories of Christmas.” It was a fantastic event
with a great brunch, opportunity drawings, and a
performance by the La Mesa Middle School and Arts
Academy Boys Ensemble. The boys put on a great
show with both Christmas and popular songs, and
chorography, including giving roses to some in the crowd,
which prompted a standing ovation in the end.

Kenton Miller, President Elect

2014-2015 AEOE—LAUSD Executive Board
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THE SILENT INTERVIEW
“Every day you are interviewing
for your next job, whether
you know it or not.”

If you are unclear as to what is appropriate, look around
at your coworkers. How do they dress? Model the
behavior of those that you see in higher positions that

This was often said by Leslie

you might want to strive for. The first thing people will

Ventuleth, who was honored as the

notice about you is your appearance. You need to always

2010 CAEOP Administrator of the Year.

leave a good and confident impression. We don’t have to

In all that you do, others will see you (some every day),
so when you go to an interview for that next job, who
do they see? Do the interviewers see the person who
walks in the interview room or the person they see

break the bank to look professional. Wear clothes that
are your size, not wrinkled or torn, and show that you
care how you look. Anything revealing should be kept for
outside of work.

daily? If they see you daily, they see both at that

For all jobs, your appearance should always be neat and

interview.

clean. A wrinkled outfit looks no better than a ripped pair

Our professional image is portrayed on a daily basis.
Below are some aspects of our professional image that
we should strive to be aware of:

Attitude – Staying Positive
Listen more – speak less
Own Our Mistakes – It’s kay to ask for help
Show appreciation/gratitude for getting help
Watch your language – Don’t gossip
And one of my favorites: Casual Fridays: How
Casual is TOO Casual?
Do you often wonder “How Casual is TOO Casual?”
Casual Friday is designated as a day when office
professionals may dress “down” in business casual

of jeans. Generally speaking, revealing clothing is a nono. Flip flops, shorts and tank tops should be saved for
the weekends.
As you can see in the following pictures, some people
(men and women) can take the “casual” in Casual Friday
a little too far.
Torn jeans are definitely NOT
appropriate for the office—
not even at a school site.
Undershirts,
cami’s and
revealing or
tight tank tops
are not professional attire.

attire. Often this means employees may wear nice
jeans, casual slacks, Capri pants, casual sandals
(women), and nice polo shirts for men. Bottom line:
appropriate Casual Friday office attire is part of good
business etiquette. Jeans, sweatshirts or t-shirts and
tennis shoes are generally not for the office (unless you

Don’t make your co-workers
wonder if they missed
Halloween. Or wonder if you’re
coming/going to the workout
facility during work hours.

are having a special Field Day). The goal is to still
present a professional image while enjoying a day of
business casual attire.
We are educational office professionals and we need to
be sure we present ourselves as such. Therefore, always
dress professionally – find out your District’s policy on
dressing if you don’t already know. Wear the type of
clothing your employer requires or that is the norm for
your place of employment.

Continued on next column

Keep in mind that the only holes in
your jeans should be buttonholes—not
the thread bared ones that show your
tan lines or undergarments.
Submitted by
Christine Harris
Administrative Assistant, Educational Services
Perris Union High School District
Recording Secretary, CAEOP
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AWARD NOMINATION TIME
Each year, the CAEOP Awards Chairman receives nominations for two annual prestigious
awards.
The CAEOP Educational Office Professional of the Year award is presented to an
outstanding classified person who is a member of CAEOP and is working in a school or
educational office. The nominee should be someone who has made a significant contribution
to the advancement of education through his or her personal and professional achievements as an educational office
professional.
The CAEOP Administrator of the Year award is given to an individual administrator who has made a significant
contribution to the advancement of education through his/her personal and professional achievements working in a
school or educational office.
The CAEOP Connie Wilson Community Service Award is given to recognize those members who have provided
exemplary service and have imparted a positive image to the educational office professional in their community. This
award recognizes the service of our members in either their own educational community or within another non-profit
group.

Don’t forget to nominate a co-worker or your boss!
It’s recognition of achievement(s) often left without attention.
All nominations must be submitted by February 13, 2015.
Applications and further information on the above mentioned awards are available on the CAEOP website
(www.caeop.org) or by contacting CAEOP’s Scholarship and Awards Chairman, Debbie Blodgett, at the following
address:
Debbie Blodgett
Hemet Unified School District, Professional Development,
1791 West Acacia Avenue, Hemet, CA 92545
Questions? Contact Debbie by calling (951) 765-5100 x 3601

Don’t forget to “LIKE”
CAEOP’s
Facebook page!
www.facebook.com/California Association

of Educational Office Professionals

Don’t miss out on the announcements, learning,
news and networking available to you as an
educational office professional!

“Be careful the environment you choose for it
will shape you.
Be careful the friends you choose
for you will become like them.”
— W. Clement Stone —
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PROFESSIONAL
DEVELOPMENT
CONFERENCE
For Educational Office Professionals
“Budding Ideas, Blossoming Networks and Flowering Goals…
...Plant Dreams and Bloom with CAEOP”

Hosted By
California Association of Educational Office Professionals (CAEOP)
March 13-14, 2015 ** Pasadena Hilton Hotel
Hilton Pasadena Hotel ** Pasadena, CA
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California Association of
Educational Office Professionals

SATURDAY, MARCH 14, 2015

th

65 ANNUAL CONFERENCE
March 13-14, 2015 ** Hilton Pasadena Hotel

CONFERENCE SCHEDULE
FRIDAY, MARCH 13, 2015
CONFERENCE WELCOME AND GENERAL SESSION
8:30 a.m. - 9:45 a.m.
All General Sessions in San Gabriel Room on Friday.
“SCHOOL SAFETY FOR STAFF AND STUDENTS”

Detective Rudy Perez, Los Angeles School Police Department,
will provide information about safety in our schools.

MORNING WORKSHOPS (Choose One)
10:00 a.m. - 11:15 a.m.

See next page for workshop descriptions.

Workshop 1A: SCHOOL OFFICE SPANISH

Martha Valenzuela, School Translator
Perris Union High School District

Workshop 1B: HANGING OUT WITH GOOGLE

Julie Shah ,Technology Coach
Perris Union High School District

AWARDS LUNCHEON
12:00 Noon - 1:30 p.m.

Recognition of Poster Contest and Scholarship Award winners,
PIP/PSP (Professional Incentive/Standards Programs) Awards,
Affiliate Newsletter Award winners, announcement of the Connie
Wilson Community Service Award winner, and the Administrator
and Educational Office Professional of the Year award recipients.

AFTERNOON GENERAL SESSION
2:00 p.m. - 5:00 p.m.
“HOW DO THEY DO THAT: SECRET TECHNOLOGY
WEAPONS FOR EDUCATIONAL OFFICE
PROFESSIONALS”

Beth Ziesenis, Your Nerdy Best Friend

High energy technology expert, author and speaker will present
secret technology weapons for office professionals from the
learner to the nerdy tech-type. Discover how to use free and
bargain technology tools to create professional quality graphics,
make your office run smoother and wow the administrators.

“HUMAN TRAFFICKING AND SOCIAL MEDIA”

Opal Singleton, Director of Development
Million Kids Organization
A $32 billion annual industry, the California Department of
Justice reports human trafficking is a modern form of slavery
involving controlling a person through force, fraud or coercion to
exploit the victim for forced labor, sexual exploitation, or both.
Learn about efforts within the Riverside and San Bernardino
counties to educate teenagers about Teen Trafficking.

GENERAL SESSION
8:30 a.m. - 9:45 a.m.

All Sessions in California Ballroom on Saturday

“PROFESSIONAL DEVELOPMENT AND SELF IMPROVEMENT”

Adrian Ober, CEOE
Office Manager, Orange Unified School District

Self-improvement is a common topic, but many do not
understand its practical meaning. Recognize your qualities, both
good and bad, to understand where improvement is needed.

“VISIONS OF THE FUTURE—TECHNOLOGY,
SOCIAL MEDIA AND YOU”

Rosemary Culleeney-Duff, CEOE
Director of Administration, Board District 6
Los Angeles Unified School District

The amount of technology flooding into classrooms may vary
widely, but there’s no denying that it’s a red-hot trend in
education. Are you up-to-date with all of the trends and
changes, whether it be Facebook, Twitter, or other programs?

CAEOP BUSINESS MEETING

10:00 a.m. - 10:30 a.m.
SPIRIT LUNCHEON

11:30 a.m. - 1:00 p.m.
Reports from CAEOP affiliates and recognition of new members/
first timers. Service year, Honorary Memberships, and Life
Membership awards will also be presented. The program will also
include the Association’s annual Celebration of Life Ceremony.

GENERAL SESSION
1:30 p.m. - 4:30 p.m.
“NICE GIRLS STILL DON’T GET
THE CORNER OFFICE”

Lois P. Frankel, Ph.D.
Nationally Recognized Author and Speaker

Unconscious mistakes can sabotage your career. Learn to
identify your self-assessment inventory, ways to get ahead,
tactics for handling people who try to hold you back and success
strategies to replace self-defeating behaviors.

INSTALLATION CEREMONY
Installation of the 2015-2016 Executive Board

Reception Following Close of Conference
Pasadena Ballroom (Adjacent to Meeting Room)
2015 CONFERENCE CLOSING
Call to 2016 Conference
Opportunity Drawings
Other Surprises
Attention Conference Attendees
A photo session has been scheduled following the
Awards Luncheon to take photos of award winners.
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CAEOP’s 65th Annual Conference Information, Continued
WORKSHOP PRESENTERS

WHY SHOULD I ATTEND? Unlock your potential
by attending! Whether new to the office, or with years of
experience, the speakers and programs at the 2015 Annual
Conference will inspire and provide training and inspiration
for the continued success of today’s educational office
professional. You don’t have to be a member to join us, but
we’d sure be glad if you did!

WHY SHOULD I SEND A STAFF MEMBER?
California Association of Educational Office Professionals
(CAEOP) is a nonprofit organization that focuses on
providing professional growth training programs for noncertificated school/district office personnel. We encourage
our members to grow professionally to better understand our
role in service to public and private educational institutions.

HOTEL RESERVATIONS
HILTON PASADENA HOTEL

168 South Los Robles Ave.; Pasadena, CA 91101
Phone: (626) 577-1000
Reservation deadline is Monday, February 16, 2015 to
receive negotiated conference room rate. Rates are
$129.00++ for single or double occupancy.
 Self-parking fee is $18.00/night ($21.00 for valet);
or daily rate of $11.00/day with no in/out privileges
or $18.00/day with in/out privileges.
 Conference rate is available three days prior and
three days post conference.
 Complimentary internet in all guestrooms.
Special rate rooms are limited. Please call as soon as
possible to make your room reservation. If additional rooms
are needed, CAEOP will work with the hotel to secure
additional rooms at the negotiated conference rate.
Important: In the event that you need or desire an early
departure from your original reservation, please note that the
hotel will charge a $100.00 early departure fee. Additionally,
Pasadena Hilton is a non-smoking hotel. A $250.00 charge
will be assessed for any smoking within the hotel or on hotel
grounds.
This year’s service project will
include donations of schools
supplies and backpacks for the
Rainbow Pack, a 501(C)(3) non-profit organization dedicated
to providing elementary school students with the supplies
they need to be successful learners regardless of economic
circumstance.
Bring your donations to conference with you! Cash and gift
cards are always welcome. Walmart, Target or any office
supply gift cards are preferred. Bring your donations when
you register at conference. Checks should be made payable
to: Rainbow Pack.

WORKSHOP 1A: SCHOOL OFFICE SPANISH
Communication with our non-English-speaking parents
and students is an important factor to success for our
schools. This 90-minute workshop will give you some of
the basic words and responses for the Spanish caller or
visitor to our schools. This workshop will be presented
by Martha Valenzuela, Translator for the Perris Union
High School District.
WORKSHOP 1B: HANGING OUT WITH GOOGLE
Have you hung out with Google lately? You don’t know
what your missing if you haven’t! Did you know you
can turn any Google Hangout into a live video call with
up to ten friends, send photos or files, and connect with
everyone on computers, Android and Apple devices.
Whether it’s training to learn a new program for work or
re-connecting with the kids/grandkids, Google Hangout
is the place to be! This “hangout” will be presented by
Julie Shah, Technology Coach, Perris Union High School
District.

IMPORTANT NOTES


The popular themed baskets are back! It’s always fun to
see what different ideas our affiliates come up with for
their baskets. Tickets will be drawn at the last general
session on Saturday afternoon. You must be present
to win.



Opportunity drawing tickets will be sold for $1.00 each, or
6 tickets for $5.00. Weekender drawing tickets will be
$5.00 each.



Should you need/desire special consideration with meal
service, be sure to mark that on your registration form.



Professional attire is recommended for both Friday and
Saturday sessions (No jeans or casual tee-shirts please).



A conference confirmation letter will be emailed to all
recipients once your paid registration is received.



Remember if you register through PayPal, don’t forget to
submit your completed registration form.



Pre-conference tours have been arranged for Thursday,
March 12, 2015. The description of both tours is listed on
page 11 of this newsletter. Please remember to complete
and submit your tour registration form with the
conference registration form

Conference Registration Questions?
Contact Sarah Tierce, Conference Registrar, by email:
satierce@yahoo.com

General Conference Questions? Contact CAEOP’s
Conference Chairman, Kathy Ramos, by email at:
kgranny2013@att.net, or by phone: (661) 332.1217.
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PRE-CONFERENCE TOURS

Two tours have been scheduled for conference attendees/guests on Thursday, March 12, 2015.

All tours have a minimum registration. Subject to cancellation if minimum registrations not received.

TOUR #1: HUNTINGTON LIBRARY TOUR WITH AFTERNOON TEA
Thursday, March 12, 2014
9:00 a.m. to 3:00 p.m.
Enjoy a private morning tour followed by English tea in the Huntington’s Rose Garden
Tea Room. The Library is one of the largest and most complete research libraries in the
United States in its fields of specialization. The collection of rare books, manuscripts,
prints, photographs, maps and other materials total more than nine million items. The
docent-led walking tour lasts approximately 90 minutes and ends at the Rose Garden Tea
Room. Check out their website for more detailed information on the buffet menu. The
price of this tour is $85.00, which includes transportation to/from the Library, the docent-led tour and tea.

TOUR #2: MELTING POT TOUR OF OLD PASADENA
5:00 p.m. - 6:45 p.m., Meet in Hotel Lobby at 4:15 p.m.

Thursday, March 12, 2014

Colorful alleys and secret thru-ways spice up your walk as you seek out spectacular ethnic eateries
and sweet-stuff havens in historic Old Pasadena. Enjoy all the fascinating stories behind the foods
when you explore this historic district, once just a sunny haven of colorful orange groves. You can
expect to enjoy cafes and restaurants specializing in world cuisine (Middle Eastern, Asia, Peruvian,
Oaxacan), an authentic Italian gelato counter, a tranquil tea bar and shop filled with teas from
around the world, an exquisite chocolatier, a mini-food emporium featuring fine cheeses and other
delicacies, and a handmade soap kitchen. This tour includes transportation and all food samples
along the way, and concludes back at the original starting point. Cost is $60.00 per person.
Questions about the Tours? Contact the Tour Chairman, Anna Fetzner, by calling (951) 943-6369, Ext. 80202
or email: anna.fetzner@puhsd.org

FLOWERS THAT LOOK LIKE SOMETHING ELSE

Did you see this recently?

A very dear friend shared an email with me recently called “17 Flowers That Look Like Something Else.” I was intrigued
with these flowers which have two things in common: they’re beautiful, and they remind the human eye of something
else entirely. They are stunning works of art by nature.
The top left photo is called “The Darth Vader.” The next photo is called “Flying Duck Orchid.”
Check out the ruby red lips in the center photo, called “Hooker’s Lips”, right next to “White
Egret Orchid.” The top right photo is called “Moth Orchid.” The bottom left orchid is called
“Laughing Bumble Bee Orchid.” We can walk by a particular flower garden many times a day
and not see the beauty that surrounds us. This particular email had been forwarded many
times, so I do not know its origin.

Becky Shipley, CEOE
Vice President of Publications
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CONFERENCE REGISTRATION FORM
California Association of Educational Office Professionals (CAEOP)
65th Annual Conference * March 13-14, 2015 * Hilton Pasadena Hotel

“Budding Ideas, Blossoming Networks, & Flowering Goals .. Plant Dreams and Bloom with CAEOP”
Late Fee Required for all Registrations Received After February 16, 2015

Name:
School District:
Mailing Address:
Email Address (print clearly):

Daytime Telephone #: (
)
Retired: [ ] Yes
[ ] No
City/State/Zip:
Local Affiliate Name:

___
___
___

FULL CONFERENCE REGISTRATION: Full registration includes all sessions/workshops on Friday and Saturday, all
conference materials, Friday Awards Luncheon, Saturday Spirit Luncheon and Installation Ceremony Reception.
[ ] A. CAEOP Member Registration (CURRENT CAEOP Member)
$ 250.00 $__________
[ ] B. CAEOP Retiree Member Registration
$ 250.00 $__________
[ ] C. Employed by CAEOP Institutional Member School District
$ 270.00 $__________
[ ] D. Non-CAEOP Member Registration (Actively Employed or Retired)
$ 300.00 $__________
[ ] E. LATE Registration Fee (for all registrations received after 02/16/2015) $ 25.00 $__________

ONE-DAY CONFERENCE REGISTRATION: One-Day Conference Registration includes all general sessions/workshops on
selected day. For Friday, it includes the Awards Luncheon. For Saturday, it includes the Spirit Luncheon and Installation
Ceremony Reception
[ ] Friday Only—$175.00
[ ] Saturday Only—$200.00
$__________

PRE-CONFERENCE TOURS: Please refer to tour information in conference brochure.
[ ] Tour #1: Huntington Library Tea and Tour
$ 85.00
Reservation Names for Tour #1:

[ ] Tour #2: Melting Pot Food Tour of Old Pasadena
Reservation Names for Tour #2:

$ 60.00

$__________
$__________

ADDITIONAL GUESTS MEALS/FUNCTIONS: Separate registration may be purchased for each event during conference for
spouses/guests and includes the meal indicated but not conference materials. Ticket prices are listed below:
[ ] Friday Opening Ceremonies and Awards Luncheon Adult $ 50.00, Child $30.00
$__________
[ ] Saturday General Sessions and Spirit Luncheon
Adult $ 65.00
$__________

MEMBERSHIP, NEW OR RENEWAL:

[

[ ] RENEWAL of Active Membership (April 1, 2015 to March 31, 2016)
$ 40.00
[ ] RENEWAL of Retired Membership (April 1, 2015 to March 31, 2016)
$ 20.00
[ ] SPECIAL NEW MEMBER OFFER: Save $70 now! Join CAEOP with your paid
Conference registration, register as a member (See #A above) and receive credit
for TWO membership years (2014-2015 and 2015-2016)
$ 60.00

$__________
$__________

TOTAL DUE Make check payable to: CAEOP or pay through PayPal

$__________

$__________

] I have registered online and paid my fees through PayPal.

A completed registration form is required to be submitted to Conference Registrar for all PayPal registrations .

Is this your first CAEOP Conference? [ ] YES [ ] NO
Are you a current CAEOP member? [ ] YES [ ] NO
Are you a NAEOP Member?
[ ] YES [ ] NO
Signature:

Special dietary needs? Please explain: ______________
_________________________________________________

__ ___________________
Completed registration form with payment should be mailed to:
Sarah Tierce, Conference Registrar, 7208 Bandolero Way, Bakersfield, CA 93308

Cancellation Policy: There will be a $35.00 fee for bank-returned checks for any reason. Cancellations for conference registration(s) must
be in writing. A $100.00 administrative fee will be charged for any registration cancellation with refund. No refunds for cancellations
received after February 1, 2015 or “no shows.” CAEOP reserves the right to make reasonable substitutions in the event of insufficient
attendees for tour(s), speaker cancellation, or conference room adjustments. CAEOP and its officers assume no responsibility for any
personal injury or damage to property incurred by a member or guest of said Association while engaged in any association-sponsored
activity.
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SAVE NOW FOR CONFERENCE!
Looking for a way to financially be able to attend the CAEOP
65th Annual Conference?
We have a solution for CAEOP Members!
THE CAEOP CONFERENCE LAYAWAY PROGRAM!
In tough economic times and many school districts are unable to support professional development

activities. This program is an innovative way to provide CAEOP members with options to assist them
with continuing their education by saving for registration costs in advance. It is also a great
opportunity for our retired members to put funds aside monthly towards conference registration
and hotel costs.
By enrolling in the CAEOP Conference Lay-A-Way Program, members can make deposits with the
California Association of Educational Office Professional (CAEOP) for use in payment of conference
registration and tour costs. CAEOP will credit funds received in the name of the member, which will
be automatically applied to the member's conference registration and/or tour costs for the 2015
Annual Conference.

What a great way to put money away monthly or weekly so that your payment for
conference registration is easier on the checkbook!
Any funds received over the amount due for conference registration and tour costs will be returned
to the member via a CAEOP check by March 1st to apply towards hotel or other meal costs with
conference. Deposits will be accepted by check or money order only; no cash or credit cards.
Participation dates: November 1, 2014 — February 15, 2015
Maximum deposit per member: $ 500.00
CAEOP will provide this service at no cost to our members.

Complete the bottom of this form and mail it to CAEOP’s Treasurer with your first check. Once you
are enrolled in the program, just send additional checks to the Treasurer with a notation “Layaway
Program”.
Member Name:
Address:
Daytime Telephone No.:

City:
Evening Telephone No. or Cell:

Email Address:

Make check payable to CAEOP and send with your completed form to:
Kathy Ramos, Treasurer
CAEOP
5413 Walton Drive
Bakersfield, CA 93304

Zip:
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CAEOP's Professional Incentive Program (PIP)
Sets You Apart!
HAVE YOU TAKEN THE NECESSARY STEPS

PS P
TO RECEIVE

RECOGNITION FOR YOUR PROFESSIONAL DEVELOPMENT?

Earning your Professional Incentive Certificate identifies you with a distinguished group who
have demonstrated the experience and the determination to be at the top of their field.
Why should you participate?
If you are like most educational office professionals, you are already doing the things that will
qualify you to participate in this exciting recognition program! It's time to start documenting all
your accomplishments. You'll be pleasantly surprised to see all that you have achieved during your professional life,
and its documentation will be a tangible record that can assist you in promoting yourself in the workplace. You
constantly give of yourself to others and forget to recognize yourself.
It's time to embark on a journey of self-awareness and peer recognition! We want to recognize your excellence
with an official Professional Incentive Program (PIP) certificate and pin at the conference or meeting of your
choice.

So what are you waiting for? Invest in yourself today!
CAEOP’s Professional Incentive Program is endorsed by:
 Chancellor, The California State University
 Chancellor, California Community Colleges
 Association of California School Administrators (ACSA)
 California Association of School Business Officials (CASBO)
 California School Boards Association (CSBA)
Get more information at www.caeop.org/pip.htm<http://www.caeop.org/pip.htm>
or contact the PIP Coordinator, Adrian Ober, CEOE and CAEOP PIP Certified
at aober@orangeusd.k12.ca.us or at 714-628-4325

NOMINATE NOW FOR MEMBERSHIP RECOGNITION
A CAEOP Life Membership is awarded only to a regular or associate member of the Association. The
nominee must have maintained membership in the state association (CAEOP) for not less than ten years
and must have provided outstanding service on a statewide basis. This service must clearly set the
nominee apart from other members.
A CAEOP Honorary Membership is awarded only to a non-member of the Association (CAEOP) who has rendered
meritorious service to the Association on a statewide basis which sets the nominee apart from other persons
performing a like, similar or other service for the membership.
All nominations must be submitted and received by Friday, February 13, 2015. The 2014-2015 awards will be
presented at CAEOP’s Annual Conference scheduled for March 13-14, 2015 at the Hilton Pasadena Hotel. Applications
and further information on the above mentioned awards is available on the CAEOP website (www.caeop.org) or by
contacting CAEOP’s Immediate Past President, Linda Rush, at the information listed below:
Linda Rush, Immediate Past President
615 S. Palm Ave., Unit B; Hemet, CA 92543
Email: lrush13@roadrunner.com
Questions? Call Linda at: 951.652.2404
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NINE SKILLS NEEDED TO BECOME A SUCCESSFUL
ADMINISTRATIVE ASSISTANT
Administrative assistants must be able to handle many
details and challenging situations at once. They keep
an office running while supporting the efforts of an
executive, manager, business owner or professional
group. People who become very skilled in this field can
advance to higher positions, supporting high-ranking
officials in government, higher education, nonprofits
and private corporations, and they can also move on to
other jobs in their organization or industry.

1. Technology Skills
An administrative assistant works with office software
programs, including spreadsheets, databases, word
processing and graphic presentation software. He
sends emails and uses the Web for research and
employer-specific applications. He might assist with
typing and formatting his boss' presentations, reports,
manuals, newsletters, website content and other
administrative publications.

2. Communication Skills
In a busy office, an assistant uses friendly
communication to interact with a wide range of people,
frequently exchanging information about office
operations. For example, he might explain procedures
for routing mail and requesting supplies in the office.
He also delegates tasks to efficiently manage
administrative operations, giving appropriate clerical
tasks and instructions to filing clerks, typists or
receptionists in the same office.

3. Organizational Ability
As a multitasker, an administrative assistant keeps
himself organized so he can give his attention to
keeping his boss organized. He knows how to manage
a filing system, track incoming and outgoing
correspondence and coordinate the flow of paperwork
around the office.

4. Written Expression
An administrative assistant needs skills in standard
written English and, in some organizations, business
English. He can access a course in business
communication or writing through a community college,
vocational-technical school or e-learning provider. Good
writing skills will improve the quality of his

correspondence, emails and memos and enable him to
assist his boss with proofreading important documents.

5. Time Management
An administrative assistant must manage his own time
and the time of his boss well. He uses an electronic
calendar in an email program to set meetings for his
boss, to request others to attend and to coordinate
their responses. He responds to requests for his boss'
attendance at meetings.

6. Technical Oversight
An office environment has many kinds of equipment
and property that an assistant uses or manages. He
orders office supplies and repairs to equipment to keep
the office well-equipped and stocked for the staff.

7. Management
Some administrative assistants need management skills
because they direct the actions of others and
recommend corrections for better performance. An
example is a busy executive's office in which an
assistant manages all clerical personnel and handles
requests from other staff members, such as time-off
requests. He can develop management skills through
courses offered by employers, professional
associations, local colleges or e-learning providers.

8. Problem-Solving Skills
A busy assistant solves problems such as how to
change the boss' schedule when unexpected
obligations turn up. He also troubleshoots conflicts
among office personnel and works with vendors to
ensure that orders are fulfilled as requested, invoices
are paid and refunds or exchanges are processed.

9. Planning Skills
An administrative assistant uses planning skills to
create administrative and office procedures, such as
establishing a procedure for employees to call in sick.
He ensures the boss has sufficient resources at his
disposal to complete projects on time.
Written by Audra Bianca, Demand Media
Www.work.chron.com
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Technology News

Other free apps:
OurGroceries: Make grocery lists

Free Apps for Our Daily Use

that will sync up with other devices
so you and your family can see the
same grocery lists (or any list for
that matter).

Who doesn’t have a busy schedule? We now live in a busy
world that uses technology on an everyday basis. We use
it at home, work and everywhere we go. The good news is
that there are several free apps we can use to help us with
our daily schedules. Now that most of us have moved over
to Google Drive, let’s take advantage of their mobile apps:

ShopSavvy: Used for scanning

items and seeing if you can get it
cheaper online or in other stores.

Google Drive—Access all files on Google Drive
Google + - You can explore your interests, connect
with people

Checkbook+: Checkbook

register to keep track of your
accounts.

Google Maps — Maps and Directions

HopStop: This app is handy when you need to check
Google Hangouts - Communicate with others via
SMS, Video-Chat, etc.

Google Keep - Keep notes about anything

service changes or find quicker routes to get to work on
time. HopStop has travel information available for 62 cities
and counting.

UrbanSpoon: This app lets you search for eateries based
on location or cuisine, and the “shake” feature randomly
finds you a new place to eat. You can even make
reservations.

One very helpful website is http://
mashable.com/2012/02/10/free-iphone-apps-every-day/.
This link will take you to Mashable.com to the top 10 free Relax Melodies: This app creates white noise to help you
rest up for another day.
apps for i-phones. If you have an Android you can go to
http://mashable.com/2012/02/22/free-android-apps-everySecureSafe: Password Keeper
day/.

Yelp: Company reviews (Restaurant, stores, etc..)

[Examples]

Alarm Clock HD: This app wakes

Uber: Taxi service

you up to your favorite music and
has built-in weather information.

Sigalert: Traffic Information

Map My Run: This app can be

Remind101: Anonymous Group Text Messaging

used for your daily run. It maps
your route, offers nutrition
information, and tracks your time,
distance and speed.

Submitted by Xochitl Trujillo
Professional Development Technician
Perris Union High School District
Technology Coordinator, CAEOP

“I am committed to providing the highest standards of
professionalism and client service at all times.
Efficiency, integrity and dependability are attributes

that I strive to achieve in every assignment.”
Gloria Adams (LLB)
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PLANTING INTENTIONS THAT COME
TO FRUITFULNESS
Any moment is an exciting time – a new beginning to
set intentions. We are great at setting new goals but
sometimes seeing them through, well, that could be
another story. You are not alone if you forget and fall
back into old habits. It is the following up part that is
the hard but the most rewarding when you reach your
goals.
Here are eight easy steps to get you started:

Being You: Make your goals attainable and worth
achieving for you, not for someone else. It’s all about
You, You, You! Now is the time to be selfish. Be
stubborn about your goals. Focus and what makes you
happy.

Detailing about Goals: You want to know exactly
what your goal is and when you want to have
accomplished it. To help you focus, be as specific with
details and dates. Clarity to power.

Using Positive Words: When setting up your new
intentions, use words that make you feel positive. Your
intentions will feel less like another burden or
something to check off your to-do list and more like an
exciting and hopeful path to living a life you love.

Living your Goal Now: Use words like “I am
____ing.” Using present tense of language puts you in
the already living your intention. The use of “I will . . .”
is always in the future and not in the now. Live your life
as if your goal is already accomplished.

Sharing your Plans: Share
your intentions with people who
have been and will be
supportive. You can even set
up check-ins with them for
more accountability. Invite
others to join you in the
process of creating intentions
that stick. Supporting each other makes achievement so
much easier, faster, and a much smoother ride.

Dreaming and Achieving: You have heard the quote,
“If you can dream it, you can achieve it.” Really go for it.
Don’t settle for less. Challenge yourself and you will fly.
Give intention setting a try! Enjoy the exciting New Year
realizing your goals. Hard work in the beginning will turn
into reality. Setting and living your inspired intentions will
absolutely get you there. Feeling the natural high of
accomplishment from achieving your hopes and dreams is
awesome for you and inspiring to others. Live your life
proactively – set intentions that stick. You will be
surprised how fast you can achieve your goals.
I conclude with a few words from Tony Robbins, “Setting
goals is the first step in turning the invisible into the
visible.”
Rosemary Culleeney-Duff, CEOE
and CAEOP PIP Certified
CAEOP President, 2014-2015
Director of Administration
Board District 6
Los Angeles Unified School District

Tweaking your Steps: As yourself if what you are
doing today is getting you closer to where you want to
be. If not, take a look to see where you need to change
or may be tweaking your steps a little will get you
closer to your plans. Being flexible will speed up the
process. What’s not to like about that?

Keeping your Dreams Alive: Keep your plans at the
top of your mind so that you can remember to focus on
them. Write your dreams on Post-It notes and stick
them on your desk or at home on the refrigerator.
Move the notes around when you no longer notice
them to keep them alive and fresh in your mind.
— Continued on next column

Did you see this?
“Leadership is unlocking
people’s potential to
become better.”
—Bill Bradley, Alame Leadership

Have you unlocked your potential?

Page 18

WINTER 2014

ATTENTION HIGH
SCHOOL SENIORS!!
Do you know a high school
student who is excelling in their
senior year? Don’t miss this
opportunity to win a scholarship from CAEOP!
The CAEOP Student Scholarship is a $1,000
award available for a graduating high school
student who plans to pursue his/her education
at an institution of higher education for the
purpose of advancement in a career in business
administration or education.

The National Association of Educational Office
Professionals (NAEOP) has announced that the ballots
have been counted and the results of the 2014
election for the 2015-2016 NAEOP Executive Board
are as follows:

All nominations/applications must be submitted
in full by January 9, 2015.
The application is available online at
www.caeop.org—or you can contact CAEOP’s
Scholarship/Awards Chairman to have a copy
mailed/emailed to you.

President-Elect
Wendy L. Heslink, CEOE (New York)
Vice President
Lisa Morehouse, CEOE (Nebraska)
Secretary-Treasurer
Katherine Reichley, CEOE (Ohio)
Mid-Atlantic Director
Jill Averyhart, CEOE (South Carolina)

Debbie Blodgett
Scholarship/Awards Chairman, CAEOP
Hemet Unified School District
Professional Development
1791 West Acacia Avenue
Hemet, CA 92545

South Central Director
Deborah McFadden, CEOE (Texas)

Phone: 951.765.5100, Ext. 3601
Email: dblodgett@hemetusd.org

Southeast Director
Malinda Larey, CEOE (Arkansas)

North Central Director
Mary M. Guest, CEOE (Kansas)

Southwest Director
Mary Meyers (Utah)
CAEOP wishes to extend a huge welcome to our newest members! We are so
glad you have joined us and be sure to contact us if you have any questions or
ideas. We’d love to hear from you. Each board member’s email address is listed
on page 27 of this newsletter, or you can contact our Vice President of
Membership, Kathryn Miller, at 661.636.4225.
Adelina Aguilar

Kern AEOP (Bakersfield)

Lorena Bond

Riverside County AEOP

Carla Dupuis

Orange County AEOP

Jill Everett

Association of Educational Office Employees, LAUSD (Los Angeles)

Diane Hyatt

La Mesa Spring Valley AEOP (La Mesa)

Sonia Rezkalah

Riverside County AEOP

Martha Valenzuela

Riverside County AEOP
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PROFESSIONAL DEVELOPMENT FOR THE EDUCATIONAL OFFICE PROFESSIONAL

SOMETHING FOR EVERYONE!
Presented by the California Association of Educational
Office Professionals (CAEOP)

Join us for a learning seminar:

“HOW BEST TO SUPPORT YOUR

ADMINISTRATOR”








Make them look good
Produce quality work
Be Proactive
Anticipate their needs
Create a partnership

Presented by: Lori Ortell, Executive Assistant to the Superintendent
and Board of Trustees, Perris Union High School District

“GENERATION GAP AND WORKING

INTERGENERATIONALLY”

Presented by: Brice Yocum, Esq., Executive Director of Regional
Services, Fresno Pacific University

Friday, January 23, 2015

1:30—4:00 pm

nd

Studio 3, 2 Floor
Kern County Superintendent of Schools
1300—17th Street, Bakersfield

Registration Cost: $18.00 (CAEOP Members); $20.00 (Non-Members)
Please detach and return the registration form below along with your check made payable to CAEOP to:
Connie Vargas, 1300—17th Street, Bakersfield, CA 93301
Questions?? Contact Connie at covargas@kern.org; or call 661-636-4558

REGISTRATION FORM
Name:

Daytime Phone:

School or District:

Email:
Amount Enclosed: $ _________

CAEOP Member: Yes ____

No ____

___
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Association of Educational Office Employees
Los Angeles Unified School District
AEOE—LAUSD

Invites you to Join Them at Their

O PEN H OUSE
February 11, 2015
11:00 a.m. – 2:00 p.m.
Cafeteria, Beaudry Building
333 South Beaudry Avenue, Los Angeles, CA 90017
We proudly support all LAUSD office professionals.
Please call our AEOE - LAUSD Office if you have any questions.
323-725-7266

Association of Educational Office Employees (AEOE)
5710 E. Beverly Blvd.
Los Angeles, CA 90022
Email: office.manager@aeoe-lausd.org
Website: AEOE-LAUSD.ORG
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The CAEOP Budget
Committee met on
October 16th at the
Beaumont Unified School
District Office in Beaumont
in order to build the
CAEOP Proposed Budget
for the 2015-16 year. The
2014-2015 Budget
Committee included Lori Ortell, Chairman, and the
following members: Rosemary Culleeney-Duff, CEOE,
President; Kenton Miller, President-Elect; Linda Rush,
Immediate Past President; Rebecca Shipley, CEOE,
Presidential Advisor; Kathleen Ramos, CEOE, Treasurer;
and Xochitl Trujillo, Member-at-Large.
CAEOP Treasurer,
Kathy Ramos, CEOE
and CAEOP Technology
Coordinator, Xochitl
Trujillo, reviewing
documentation

As was our goal, we demonstrated a Google Hangout.
And, as with most school districts their internet filter
gave us a bit of a challenge, but the Budget Committee
members pushed through and were able to see the
benefits of these types of connections.
With the assistance of
Ian Grady, IT Specialist
for the Perris Union
High School District,
Rosemary CulleeneyDuff, CEOE and Lori
Ortell are reviewing
financial reports
through Google
Hangout.

It was felt that a solid budget was developed that will
best fit the needs of CAEOP in the upcoming year.
There was good dialog and much was accomplished.
The 2015-16 Budget will be presented to the general
membership for approval at the annual CAEOP
conference in March of 2015.
Hope to see everyone at Conference!

Lori Ortell
Finance Budget Chairman, CAEOP

2015 ELECTION
OF OFFICERS
Once again, its time to
learn about the slate of
nominees for the 2015 election of officers for CAEOP.
This year’s election includes the following positions:





President Elect
Recording Secretary
Vice President Membership
Vice President Publications

The President Elect represents the Association all
sponsored/hosted events and events hosted by the
National Association of Educational Office Professionals,
and succeeds to the office of President at the conclusion
of the year. The President Elect is the main liaison
between the CAEOP Executive Board and our affiliate
associations. The President Elect is knowledgeable about
forming affiliate chapters and assists as needed.
The Recording Secretary is responsible for keeping an
accurate record of the proceedings of the Association, the
Executive Committee and the Executive Board. In addition
to completing minutes of all meetings, the Recording
Secretary safely keeps in his/her possession hard copies
of minutes, bylaws, amendments, standing orders, articles
of incorporation, etc.
The Vice President of Membership is responsible for
actively pursuing the promotion of membership,
increasing membership through seeking new members
and retaining the current members. The Vice President of
Membership maintains a current membership list for the
Executive Board which is presented at each Board
meeting, as well as mailing labels for publications. In
addition, this individual is responsible for providing the
area directors with information on members from each of
their respective areas, and works with each area director
to actively promote membership at all area activities and
affiliate events.
The Vice President of Publications serves as the
Editor of the Association’s newsletter, The CALLIE. The
Vice President of Pubications also serves as Chairman of
the Publications and Public Relations Committee. As Vice
President of Publications and Chairman of the Publications
and Public Relations Committee, this individual works
closely with the Executive Board to publicize and promote
the Association statewide in all educational institutions
and local affiliate newsletters.
Information on each of the nominees for the open elected
positions is included on pages 22 - 23 of this newsletter.
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MEET THE NOMINEES
PRESIDENT ELECT
Christine Harris (Perris) is the nominee for
President Elect. As the current
Administrative Assistant for the Perris
Union High School District, she has also
held various secretarial positions working
at both the school sites and district office
in a career spanning over 29 years. She
has served her local affiliate, Riverside
County Association of Educational Office Professionals
(RCAEOP) since 1996 and has held many board positions
including President, Vice President of Programs, Vice
President of Membership, Secretary, Historian, Hospitality
Chairman, Newsletter Chairman, Promotions Chairman and
Parliamentarian. Christine has been a member of CAEOP
for 16 years and has served on the Executive Board for the
past three years as Recording Secretary and the 2013
Conference Chairman.

WINTER 2014

and caring, honest and trustworthy. I have learned a lot
over the past three years, especially in my year as
Conference Chairman when I really gained a special insight
into CAEOP. I’ve participated on various outside
committees and have had a variety of duties that have
given me the experience of working with groups of people
as a team.”

RECORDING SECRETARY
Sarah Tierce (Bakersfield) has placed her
name on the ballot for Recording Secretary,
a two-year position. Sarah has worked as a
secretary for almost 40 years, the last 36
with the Kern County Superintendent of
Schools. She currently serves CAEOP as the
Historian Co-Chairman, working with Linda
Rush, Immediate Past President. Her goals,
if elected as Recording Secretary, would be to attend all
meetings and accurately report all discussions and
decisions made by the Executive Board, and to distribute
minutes as required.

When asked why she was interested in serving CAEOP as
President Elect and President, Christine reported, “I want
to represent CAEOP in a much larger capacity outside of
my own district and county and share about the
opportunity that CAEOP offers to those who have not yet
heard of our organization. This is an opportunity for both
professional and personal growth.”

Sarah is an extremely organized individual, with the ability
to listen to several conversations at once and glean the
information needed to accurately report what is being said
at meetings. She has good problem analysis techniques
and understands the importance of maintaining
confidentiality at all times. She is flexible and able to
multitask as needed.

Christine offered the following goals:
 To help CAEOP grow in geological areas that do not
have any representation, like many areas in the
northern part of the state. I know our President for
2015-2016 shares this focus as well, and I believe we
will make a good team in our efforts to bring CAEOP to
new districts as we share what CAEOP is all about and
help them understand the value of being part of such
an organization.
 To focus on getting younger members to not only join
CAEOP, but to get them more involved and step up to
be part of the Executive Board. Our current roster
consists of many baby boomers, and without the
support of the younger generations, it could mean the
eventual demise of CAEOP. I want to do all I can to
help push CAEOP in the direction of growth as there
are so few organizations that offer such support to
educational office professionals.
 To continue with the vision my immediate
predecessors have had regarding being on the
forefront of today’s world where it concerns the
educational office professional and their needs is of
great importance to me.

Sarah’s abilities are many as evidenced in her career,
including her current position as Administration Secretary I
for the Maintenance, Operations and Transportation
Assistant Superintendent. She completes correspondence
concerning a wide ranges of subjects; reviews outgoing
correspondence and other materials for consistency with
policies and regulations, operational procedures,
formatting, grammatical construction, and punctuation.
Sarah is able to maintain complex and confidential files and
records, as well as organize and follow through on a
calendar of activities and events, and scheduled
appointments, conferences and meetings for
administrators.

Christine further reports, “Getting along well with others
and working cooperatively as a team are just two of my
strengths; along with that I am a woman who is passionate

Her service has included holding many elected and
appointed offices for her local affiliate, Kern AEOP, where
she currently serves as Recording Secretary.

“Plant seeds of expectation in your mind;
cultivate thoughts that anticipate achievement.
Believe in yourself as being capable of
overcoming all obstacles and weaknesses.”
Norman Vincent Peale
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NOMINEES, CONTINUED
VICE PRESIDENT OF MEMBERSHIP
Kathryn Miller (Bakersfield has submitted
her name in nomination for Vice President
of Membership (a two-year position), while
serving as Interim Vice President of
Membership with the recent resignation of
Allison Isambert, CEOE. Kathryn states she
feels the Association’s members are the
lifeblood of CAEOP. “Increasing the membership is
extremely important, but so is retaining our members and
affiliates. Since I’ve increased our local affiliate’s
membership base, I feel I can do the same for CAEOP. It’s
vital to keep our members informed.”
Kathryn’s goals will include increasing and retention of our
current members as well as affiliates. “Communication and
services with them is key in achieving this goal - we want
them to know this is THEIR affiliate. Improve the delivery
system for our service in a timely and more efficient
manner.” She reports that her main strengths are
organizational skills, communication and detail awareness.
“I’ve proved to be able to work well with a variety of
current board positions. I’ve been a CAEOP board member
for over 10 years and served in several positions including
the 2009-2011 President. I would be able to bring years of
experience and knowledge to this important and vital
position.

VICE PRESIDENT OF PUBLICATIONS
Becky Shipley (Orr), CEOE (Bakersfield) has
placed her name on the ballot for the
position of Vice President of Publications, a
two year position. Becky has been a
member of CAEOP since 1993 and has held
many elected positions including Central
District Director, President Elect, President
(2003-2004) and Immediate Past President. She has also
accepted numerous appointments to the position of
Presidential Advisor Executive Contracts Coordinator, and
Conference Chairman. Becky has also served CAEOP as
Chairman of the Bylaws Committee and first presented the
idea of having promotional items for CAEOP back in 2002,
which led to the formation of a Promotions Committee.
Currently Becky serves the CAEOP Executive Board in three
areas—Presidential Advisor, Executive Contracts Consultant
and currently serves the Board as Interim Vice President of
Publications with the resignation this past year of Mary
Quirino.
Following the retirement of Connie Wilson, CEOE from the
CAEOP Executive Board, Becky accepted the appointment
as Executive Contracts Consultant. She has worked for
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many years negotiating successful hotel contracts for area
professional development events and CAEOP’s annual
conference. In an era of tight economic times, the
negotiated contracts presented for approval included
features that have served CAEOP and its members well.
Becky’s expertise in the area of hotel contract negotiations
and her years of service to CAEOP have earned her the
reputation of being the “go-to” person for historical
questions and parliamentary procedures.
Currently Becky is serving as Interim Vice President of
Publications, a position she has held since June 2014. In
this positon she has successfully created, edited and
published three large issues of The CALLIE, CAEOP’s
quarterly newsletter. In addition, she has led the
Publications Committee to updated many forms and
publications for the Association, including the Newsletter
Awards Application and Guidelines, the Advertising Rates
Guidelines, among other forms used annually. In addition,
she is chairing the annual Newsletter Competition.
Becky is also very involved for both her local affiliate, Kern
AEOP, where she is currently serving as Poster Contest
Chairman. She has served KAEOP previously in many
elected and appointed positions, including President.
In July 2015, Becky will be installed as President of the
National Association of Retired Educational Office
Professionals (NAREOP). In her current role as President
Elect, Becky also chairs the Guidelines Committee and is
the Editor of The BEAM, NAREOP’s quarterly newsletter.
Service to CAEOP is a passion for Becky and she believes
strongly in the Association’s ability, right and need to
provide professional development for educational office
professionals in California. Becky reported, “It has been
sad to watch the State budget continue to provide funding
for administrators, board members and teachers, while at
the same time cutting funds available to educational office
professionals who desperately need to keep themselves
trained and up-to-date on technology and other programs
facing the school office staff in today’s world. I believe in
CAEOP’s mission to keep abreast of changing technology,
as well as the issues facing our students. By further
advancing our knowledge, we become more efficient in the
job we perform each day for our students and our schools.
I look forward to continued service with CAEOP.”
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California Association of Educational Office Professionals
MEMBERSHIP APPLICATION

YEAR: April 1, 2014 - March 31, 2015
Date:

___________________________

Last Name:

First Name:

Home Address:

M.I.______

City:

Home Phone #: (

)

Zip:

Personal Cell #: (

Home Email Address:

)

Birthday (Month/Day):

[ ] Employed Fulltime in Education?

[

Position:

] Retired?
School Site/Department Name:

District Name:

# Years in Education:

District/School Address: ____________________________________________________________________________
Street & #
City
Zip
Work Email:
Type of Membership:

[
[
[

]
]
]

Active, New, $40,00
Retired, New, $20.00
Associate, $ 50.00

Are you a member of a local affiliate?

[ ] Yes

Are you a member of NAEOP (National)? [ ] Yes

[
[

] Active, Renewal $ 40.00
] Retired, Renewal, $20.00

[ ] No If Yes, which one? _____

____

[ ] No NAEOP Member #:

If not a member of a local affiliate or NAEOP, were you a member in the past?______
Would you be interested in serving on a committee or helping with a CAEOP event? [ ] Yes [ ] No
If yes, your name will be referred to the Board member responsible for that area.
Referred by: _________________________________________________
Please make your check payable to CAEOP and mail to:

Questions about CAEOP Membership?

Kathryn Miller
Vice President of Membership, CAEOP
2733 Hempstead Lane
Bakersfield, CA 93309

Contact the Vice President of Membership, Kathryn Miller, through email: kamiller@kern.org, or call 661.636.4729
--------------------------------------------------------

Office Use Only

Membership Payment Received: _____________ Funds Submitted to CAEOP Treasurer: _____________
Membership Roster Updated _________________
Form Revised and Board Approved; October 2014
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A LETTER FROM OUR 2015 CONFERENCE SPEAKERS
Dear Friends:
You are receiving this email because you are an educational professional or support educational professions that I
have worked with over the passed year. Today I woke up to this headline from the LA Times:
San Diego Region Has Become Hub of Gang-Controlled Prostitution rings - LA Times
Here is an excerpt. I am sure you will want to read the entire article.
“….It began with teachers and counselors becoming suspicious. The same teenage girls were often
absent from their classes on Fridays and Mondays. When they came to school, they
wore flashy jewelry and provocative clothing and often carried more than one
cellphone. Sometimes they had visible bruises.”
These headlines make you stop in your tracks. For me, these are life changing moments as we strengthen our resolve
to make sure this does not happen to yet another teenager. All it takes is one bad decision and their lives and the
lives of their families are changed forever. Sometimes after a long day I lay down and say, "Could be this be real”
And then we work with RCAHT (Riverside County Anti-Trafficking Task Force) and see headlines like these, and it
makes us more determined than ever to make sure this does not have to happen to our kids.
This year Million Kids has had the privilege of educating nearly 20,000 school administrators, teachers, parents and
students about how to recognize signs of grooming and recruitment and how to report suspected exploitation. We
THANK YOU for partnering with us and making this happen. As you all know me, I believe with all my heart
that child sex trafficking is not inevitable, education is the key. It is my experience that when you share this with
young people, they will listen. And YOU made that possible with our collaboration.
Thank you for all your support. It has been an amazing year. For those of you that supported this work financially so
we can keep buying gas and printing materials. I personally thank you. Without this partnership it would not be
possible. We look forward to 2015. Working together, educating school administrators, teachers, support staff,
parents and students is critical to ensure we keep our kids safe from child sex trafficking in our communities. Thank
you for partnering with Million Kids. Have a blessed New Year.
Opal Opal Singleton
President & CEO
MILLION KIDS
951-323-0298 Osingle405@aol.com

A note from your 2015 Conference Chairman, Kathy Ramos:
“Learn more about Human Trafficking at CAEOP’s 2015 annual conference scheduled
for March 13-14, 2015 at the Hilton Pasadena. Detective Rudy Perez and Sergeant
James Ream from the Los Angeles School Police Department will be featured keynote
speakers on Friday morning’s General Session on Friday, March 13. On Friday
afternoon, we will have the distinct pleasure to welcome Opal Singleton (the author of the above
letter) to our midst to tell us more about Human Trafficking among our teens. You won’t want to
miss these sessions! Both of these timely presentations will keep you on the edge of your seat as
you learn what critical things need to be done to keep our students and staff safe in our
communities”
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NAEOP 81st Annual Conference and Institute * July 22-25, 2015

“Gathering
Information for
Tomorrow”
Buffalo Hyatt Hotel and Buffalo Niagara Convention Center * Buffalo, New York
The Northeast Area is proud to be sponsoring the NAEOP Conference and Institute for the year 2015. Mark your
calendar and plan to attend a national conference that promises to inspire you, introduce you to new ideas and give
you promising ideas for working smarter.


Room rate for hotel $144 per night.



Yes—this conference begins on a Wednesday! Institute classes will begin on Wednesday, July 22 nd and
the conference will conclude with the final general sessions and installation ceremony on Saturday, July
25th.



There are many things to see and do in the Buffalo-Niagara Falls area. You are encouraged to bring your
passport in order to travel into Canada.

The 2015 Service Project will be Haven House, which provides safe housing, a crisis hotline, supportive counseling,
advocacy and support for victims of domestic violence in Buffalo and Erie County, NY. They also seek to build
awareness of and educate the community about domestic violence.
Have Questions about workshops and training seminars? Contact Wendy Heslink, CEOE, Conference Chairman:
Email: wheslink@fcsd.wnyric.org.

CAEOP CALENDAR OF EVENTS 2014-2015
Date

Friday,
January 23, 2015

And
Saturday,
January 24, 2015
Wed—Sat
March 11-14,
2015
CAEOP ANNUAL
CONFERENCE
Pasadena

Event

Location and Event Information

PROFESSIONAL DEVELOPMENT EVENT
WITH KERN AEOP

Professional Development Event
and Board Meeting

Friday, January 23, 2015
8:30 a.m. to 3:00 p.m.

CAEOP EXECUTIVE BOARD MEETING

8:00 a.m. — 4:00 p.m.
Executive Board Meeting will begin with 2015
Conference Committee Meeting under leadership of
Conference Chairman

Wednesday March 11, 2015

3:00 p.m. — 5:00 p.m.
2014-2015 Executive Board Meeting
and Parliamentarian Meeting

Thursday, March 12, 2015
Pre-Conference Tour(s)

Friday, March 13, 2015 and
Saturday, March 14 2015
2015 Annual CAEOP Conference

Conference Room 1B, First Floor
Kern County Superintendent
of Schools; 1300—17th Street;
Bakersfield, CA 93301

Hotel Accommodations

Board Members responsible for their own
accommodations.
Pasadena Hilton Hotel
168 South Los Robles Avenue
Pasadena, CA 91101
Rooms: $125.00++ 1 King or
2 double beds
Overnight parking $21.00 (Valet)
Or $18.00 (Adjacent Parking Garage)

Note: The 2015-2016 Executive Board will meet
after conference (possibly early Sunday morning).
Date/Time to be announced at a future date.
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2014-2015 CAEOP EXECUTIVE BOARD

California Association of Educational Office Professionals (CAEOP)
Rosemary Culleeney-Duff, CEOE, President
Rosemary.duff1@gmail.com
Kenton Miller, President Elect
kmiller@csub.edu
Linda Rush, Immediate Past President
Chairman, Bylaws Committee
Chairman, Life & Honorary Membership
CAEOP Historian
lrush13@roadrunner.com
Christine Harris, Recording Secretary
Christine.harris@puhsd.org

Debby Moore
Southern District Director
Debby.Moore@lmsvsd.org
Debbie Blodgett, Scholarship and Awards Chairman
dblodgett@hemetusd.k12.ca.us
Lori Ortell
Finance/Budget Chairman
lori.ortell@puhsd.org
Sarah Tierce
Historian Committee Co-Chairman
satierce@kern.org

Kathy Ramos, CEOE
Treasurer
2015 Conference Chairman
kgranny2013@att.net
Kathryn Miller
Vice President of Membership
kamiller@kern.org
Patty Shultz
Vice President of In-service
patty1967@bak.rr.com
Becky Shipley, CEOE
Vice President of Publications
Executive Contracts Consultant
Presidential Advisor
beckyorr2013@gmail.com
Connie Vargas, Central District Director
Nominations/Elections Chairman
covargas@kern.org

Gita Halderman
Legislation Chairman
gitaha@scusd.edu
Maria Sarah Gonzalez
Poster Contest Chairman
Gonzalezmariasara3@gmail.com
Adrian Ober, CEOE
Professional Incentive Program Coordinator
aober@orangeusd.k12.ca.us
Lorri Kilby
Promotions Committee Chairman
lokilby@kern.org
Xochitl Trujillo and Juno Fernandez
Technology Coordinators
xochitil.trujillo@puhsd.org
Juno.fernandez@puhsd.org

BE

SURE TO VISIT OUR WEBSITE:

www.caeop.org

THE IMPORTANCE OF FRIENDS
A friend is like a flower, a rose to be exact,
Or maybe like a brand new gate that never comes unlatched.
A friend is like an owl, both beautiful and wise.
Or perhaps a friend is like a ghost, whose spirit never dies.
A friend is like a heart that goes strong until the end.
Where would we be in this world if we didn’t have a friend.
— Author Unknown

Becky Shipley, CEOE
Vice President of Publications
CAEOP
16001 Sammie Avenue
Bakersfield, CA 93314

For additional information,
visit our webpage:
www.caeop.org

