
For those who are going to the 2019 
NAEOP conference, it will be held in 
Boise, ID this year.  I am so excited to 
see all of our NAEOP professionals and 
friends.  This year, our very own Jill 
Averyhart, CEOE will be installed as the 
NAEOP President, and we are proud of 
her.  CONGRATULATIONS Jill!

In closing, I just want you all to enjoy  
your summer and family.

Eronda L . Jackson

Denise Washington, Editor
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Mission Statement 
Our mission is to raise the standards of educational office professionals through education, recognition and networking. 
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As the dust settles from the hustle 
and bustle of the school year, 
many of us begin to find some 
normalcy in our offices and it feels 
good.  I will say that SCAEOP is 
off to a GREAT start.  The 
Executive Board had their first 
meeting and retreat.  The meeting 
was informative and productive.  
We took the time to discuss some 
association business followed by a 
fun and interactive team building 
exercise. It was also nice to be 
with fellow office professionals and 
enjoy some good weather.  

Since the conference, I have had 
the opportunity to visit with 
Anderson AEOP, Berkeley County 
AEOP and Richland County 
AEOP.  Thank you for the invite to 
your meetings, banquets and 
professional development.  Shout 
out to Fairfield County!  They had 
their 2019-2020 installation 
banquet.  Congratulations to the 
new board as well!  I am looking 
forward to my upcoming visits.  
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As you all know the 2019 NAEOP 
Conference is fast approaching.  Below 
is some important information.

1.  The attire for the NAEOP conference 
is a blue blazer, jacket or sweater, blue 
bottoms, and a white shirt.  We will wear 
this attire on Wednesday, July 17 during 
the Opening General Session.

2.  The SC basket will be made up of gift 
cards.  There isn't a maximum or 
minimum amount to purchase.  I will 
provide a meeting place at the hotel to 
get them.  I'm thinking we can meet in 
the lobby area on Monday, July 15 prior 
to the First Timer's Reception at 5pm. 

3.  I will bring the US flags.  We use 
these during the Opening General 
Session as the affiliates march in.

4.  This year we will not have a trading 
pin but business cards and a business 
card holder.  I will hand out those items 
on Monday, July 15 prior to the First 
Timer's Reception and throughout the 
conference.

Stay cool and enjoy your summer!

Eronda Jackson, CEOE
2019-2020 SCAEOP President

Get ready to “Flamingle” in 
Boise at the 

NAEOP Conference and 
Summit 

 Monday Night Meet & 
Greet!

 Goodie bags are provided by the 
NAEOP Past Presidents, fun and 
laughter provided by YOU! You 
are welcome to dress in your 
favorite pink or not ….there 
really are no rules! We just want 
to have a fun time to meet 
everyone and visit the 
marketplace. Come join us, greet 
old friends and meet new ones! 
Remember, friends are strangers 
you just haven’t met yet!
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Be a Mentor….Be the Difference

    SCAEOP Mentoring participants!
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 mo·men·tum   /mōˈmen(t)əm,məˈmen(t)əm/    
noun: momentum; plural noun: momenta
The quantity of motion of a moving body, measured as a product of its mass and velocity
The impetus gained by a moving object.
 The impetus and driving force gained by the development of a process or course of events.

   Five Ways to Maintain Positive Momentum 
   (How to Keep Positive through the Stressors of Life)

 1.  Reset, Recharge and Recalibrate
❖ Take a quick breath, assess the previous month, review insights and feedback and utilize that 

knowledge to set new goals/outcomes and align new strategies accordingly.
  
2.  Work With Passion
❖ Live your purpose. Remember WHY you do what you do best and keep in mind that anything 

worthwhile takes time to build.
  
 3.  Check your circle
❖ Surround yourself with people of high quality - positive, affirming, that you can learn from 

and who will push you towards reaching your goals and dreams.
  
4. Focus on Long Term Goals
❖ Focus on long term goals for yourself and the team - specifically objectives and opportunities 

- that would be beneficial. Is there something or a system that can be improved? Can I react 
differently in this situation? Is this really what I want to be doing? Then WRITE out the goals 
and the steps to get there, then ACT.

  
 5. Insert Something Fun into Your Routine
❖ Do life, don't allow life to do you! Read that again. Insert opportunities to laugh, do 

something fun, dig your toes into the warm sand, plant a flower, reignite a hobby! Have fun!
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Professional Standards Program (PSP)

The Professional Standards Program is a voluntary program established by the 
National Association of Educational Office Professionals (NAEOP) to encourage 
office professionals to grow professionally.  Each certificate is based on 
requirements in three areas:  education, experience, and professional activity.  
There are two options in the PSP.  Option I is for those members who do not 
have a college degree.  Option II is for those members who have a college 
degree or are very close to obtaining a degree.  The Professional Standards 
Program is the only national certification program for educational office 
professionals.

Each option has different levels you can enter the PSP at whatever level you are 
currently and work towards Certified Educational Office Employee (CEOE).  All 
the current information on the PSP can be found at naeop.org under the 
programs tab.

The next filing date for PSP applications is:  September 15

South Carolina Association of Educational Office Professionals had seven new 
CEOE’s in the month of May and three members recertified.

NAEOP recognizes anyone in the PSP at the NAEOP Annual Conference and 
Institute each year with a very special banquet in honor of all recipients in the 
Professional Standards Program.

If you have questions after reading the PSP Book please don’t hesitate to reach 
out to me, I will be happy to assist you.

Nona Montoya, CEOE
SCAEOP Area 5 Director
PSP/Membership Scholarship Committee
scaeoparea5director@gmail.com
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Affiliate News

The Fairfield County AEOP would 
like to send best wishes and 
congratulations to faithful and 
committed member of the Fairfield 
County AEOP and SC Association 
of Educational Office 
Professionals to Ms. Linda 
Squirewell on her retirement from 
Kelly Miller Elementary School.  
We pray that you enjoy many 
more years of health and 
prosperity, and that you enjoy your 
retirement!

Linda Squirewell

The Fairfield County AEOP elections are 
complete and the results are in! 
Congratulations to the following ladies as 
the 2019-2020 Fairfield County AEOP 
Officers:
 
President:  Linda Alexander
Vice President:  Denise McCoy
Secretary:  Precious Evans
Treasurer:  Yetta Burns
Standing Committees 
Fundraisers:  Erica White-Mack
Public Relations:  Alecia Ashe
Past President:  Gervonder Brown  
Area 6 Director:  Kimmetta Tidwell, CEOE
District Liaison:  Gervonder Brown 
 
The Installation Ceremony for the 
2019-2020 Officers was held on Monday, 
June 10th at the District Office Auditorium.
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From left to right:

Robbie Lastinger, Past President; Judith Hite, Treasurer; Pam Walker, Secretary; 
Carol Brown, Vice President; and Tracy Halliday, President

Affiliate News

It was a busy May for Lexington County District One Educational Office 
Professionals (LDOEOP).  Installation of our new Board took place and the Office 
Professional of the Year and Administrator of the Year were both recognized during 
our End-of-the-Year Celebration. 

Two Lexington County School District One seniors were also awarded scholarships. 
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Affiliate News

The Berkeley County Association of Educational Office Professionals (BCAEOP) 
completed a special, successful year. We are sharing highlights of our year with our 
SCAEOP members.

Professional development emphasis during the year sparkled with several diverse 
speaking engagements with topics including the New Tax Reform and You by Tiffany 
Green, “HeArt of the Community” by Mr. Willis Sanders www.realabstractart.com, “Best 
Version of Yourself, Part I” with Dr. Amy Edwards, and lively interactive topics of “Aging 
Successfully” and “Goal Crashers” with our President, Ms. Christina Baumis, CEOE.

Members, Jaqueline Alston, CEOE and Trishell Edwards, CEOE, completed the PSP 
Program, obtained their CEOE distinction, and were joyfully acknowledged during the 
SCAEOP conference. Ms. Alston, CEOE and Ms. Edwards, CEOE, have plans to attend 
the July NAEOP conference in Boise, Idaho. The SCAEOP conference also brought much 
more excitement to BCAEOP when both our BCAEOP Educational Office Professional of 
the Year, Ms. Kim Glaze, CEOE and our BCAEOP Administrator of the Year, Mr. Deon 
Jackson, were the recipients of the SCAEOP Educational Office Professional of the Year 
and Administrator of the Year, respectfully. To further showcase our involvement locally 
and at the state level, Ms. Michelle Scott, CEOE was selected the Ways and Means Chair 
and Ms. Decotia Adams is the new Area 9 Director after winning the nomination during the 
election. BCAEOP savors our affiliation with SCAEOP and NAEOP.

Ms. Eronda Jackson, CEOE and her son, Miles, honored us by attending our annual 
Banquet. Garden Party themed, it represented our growth and blooming season.  Our 
second BCAEOP scholarship recipient was announced, Ms. Ashtyn McFadden from Cane 
Bay High School.  Ms. McFadden will be attending Claflin University in the autumn with an 
extra $250.00 to assist in furthering her educational goals.

http://www.realabstractart.com/
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Area News

 I represent Orangeburg County, 
Calhoun County and Dorchester 
County.  The affiliates in my area 
are Orangeburg County AEOP 
(Follow them on Facebook at 
Orangeburg Association of 
Educational Office Professionals) 
and Calhoun County AEOP.  As 
Area 1 Director, I am the 
Committee Chairperson for the 
public relations committee.  If you 
have any events that you would like 
to invite SCAEOP members to 
attend, please do not hesitate to 
send that information to me or if 
you are interested in being on this 
committee, please do not hesitate 
to contact me at 
scaeoparea1@gmail.com.

 
C. LaToya Felder
Area 1 Director

Administrative Assistant/
Board Clerk

Dorchester School District Four

I am a member of Literary Ladies 
Book Club and a member of Sigma 

Gamma Rho Sorority, Inc. My 
hobbies/interests are listening to 

music, watching/attending sporting 
events, reading, shopping, dancing 
and spending time with my family.

AREA 
1
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Here's how to shop AmazonSmile:

1. Visit smile.amazon.com

2. Sign in with your Amazon.com credentials

3. Choose a charitable organization to receive donations, or search for the charity  
SCAEOP is listed as:  South Carolina Association of Educational Office Professionals

4. Select your charity

5. Start shopping!

6. Add a bookmark for smile.amazon.com to make it even easier to return and start 
your shopping at AmazonSmile

https://smile.amazon.com/?ref=dayone_us_smilehowto_1
https://smile.amazon.com/?ref=dayone_us_smilehowto_2
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iGive members have the opportunity to donate their rebate to their chosen cause.  When iGive 
members shop via our special links, an "iGive Cookie" is assigned to your browser. This tells the 
store, "Here is an iGive Member" using a meaningless member ID number. The store reports back 
with this number and the purchase amounts so we can calculate the donation to your cause. 
iGive.com never has access to any payment information.

 Ways to Use iGive:

● Clicking on a store link directly from iGive.com or iGive.com/mobile sites. (You must be 
logged in)

● Installing the iGive Button and shopping online as you normally would (for more info: iGive 
Button - How It Works)

● Shopping via the iGive App for iPhone, iPad or Android (visit the App Store and search 
"iGive" - free)

● For faster shopping, create your own list of favorite stores on your iGive member home 
page under My Stores. 

By using an iGive link to the store's website, you shop as you normally would. There are no extra 
steps, no iGive notifications when making payments.  The donations happen behind the scenes, 
and often the store's support teams are unaware of the iGive Program.    

When you successfully link to an iGive store, a record of it is posted on your Store Visits page.

http://www.igive.com/
http://www.igive.com/mobile
http://support.igive.com/KB/a136/button-how-it-works.aspx
http://support.igive.com/kb/a136/igive-button-how-it-works.aspx
http://support.igive.com/kb/a136/igive-button-how-it-works.aspx
https://itunes.apple.com/us/app/igive.com/id732235465?ls=1&mt=8
https://play.google.com/store/apps/details?id=com.igive.button&hl=en
http://www.igive.com/html/mystores.cfm
http://www.igive.com/html/storevisits.cfm
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1.   Don’t coast; instead, be more 
intentional. Don’t allow yourself to go on 
autopilot. Instead, choose to be 
intentional about making these last days 
count. Set one or two end-of-the-year 
goals and make it a priority to do all you 
can to influence your students during 
these last few days. 
  

2.   Keep first things first. When you’re 
overwhelmed and there are a million 
things to do, remember to keep first things 
first. Focus on what really matters and 
realize that the rest will get done 
eventually.
  

3.  Draw on relationships you’ve built. 
You’ve spent a whole year building 
relationships with students and their 
parents, and as a result, you likely have 
more influence now than you ever did 
before. You may never get another 
chance to inspire them, believe in them, 
guide them, or counsel them. So take 
advantage of every opportunity you get to 
speak the truth and impact their lives.

4.   Strategically prioritize your daily 
to-do list. If you’ve got way more tasks to 
cover than you have time to complete 
them, don’t just keep plodding along. 
Instead, sit down and decide what is  
most important to accomplish that day. 
Then focus on that. 

5.   Communicate with parents.  The time to 
have one last communication with the parents of 
kids who have struggled this year. Give them 
suggestions of things they can do over the 
summer to help prepare their student for the 
next year. Even if you don’t think they’ll heed 
your advice, taking a few moments to talk with 
them shows them how much you care about 
their student.                                                                                                
  
6.   Try to leave things as organized as 
possible. Notice I said try. Yes, there’s a 
bazillion things to do, but the more organized 
you can leave things now, the smoother things 
will go next fall. So take a few moments to jot 
down notes for yourself of what worked and 
what didn’t. And maybe even to tackle those 
disastrous desk drawers.    

7.   Decide to enjoy these last days. Simple but 
profound. Instead of counting every moment till 
you’re done, choose to enjoy these last days 
you have with this group of students. Soon 
school will be over and you’ll be relaxing. But 
this opportunity – your time with these students, 
parents and staff – will be done. So choose to 
enjoy these days while you have them and to 
view them as a gift. This one mental decision 
will impact everything else you do.

So office professionals, this is your chance. This 
is your moment.

Take a breath, pray for strength, and make each 
day count.
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Skills Survival Kit:
How to survive the day

Surviving the day as an executive assistant 
requires a specific set of skills. Fortunately for 
most, it isn’t anything like what you see in The 
Devil Wears Prada, but it can be a bit 
overwhelming without knowing what is 
required. Here, in no particular order, are the 
top 5 skills/qualities required to survive the day 
as an executive assistant.
 
Mind your own business.
Okay, this sounds a tad harsh, but it’s easy to 
remember. You will be privy to sensitive 
information, and you need to be able to keep it 
private. You may know about upcoming layoffs, 
co-worker disagreements, or other sensitive 
internal management information. Treat this 
information as if you didn’t hear it, and don’t 
share it unless your executive tells you it is 
okay.
 
Problem solve.
You will manage everyday issues that arise due 
to the independent nature of your position. 
Because of this, you need to be able to take 
initiative to fix issues that arise. Learning and 
knowing your company’s policies can help you 
to determine the best ways to solve the 
problems.

 Communicate, and do it clearly.
As an executive assistant, your ability to 
communicate effectively is crucial to making it 
through the day. Your ability to communicate 
clearly will ensure that company tasks are 
properly taken care of, parties will be well 
planned, and travel arrangements will be 
correct. Clear written, verbal, and non-verbal 
skills can be developed, so if you don’t quite 
have them yet, continue working at them to be 
successful.

Be dependable.
This is very important to making it through the 
day, and it’s very simple. Be on time, be willing 
to adjust your schedule to make sure your team 
is attended to, and when you’re at work focus 
on your work.
 
Manage your time.
Because you are often working on your own as 
an executive assistant, your ability to manage 
time will help you survive your day. Whether 
you keep an app on your phone, a calendar on 
your computer, or a physical planner, plan each 
day and try sticking to your plan as closely as 
possible. If you’re managing your time, you’ll be 
able to get everything done that you need to 
do.
 
~From Career Step - Online training solutions
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NAEOP Annual Conference
Boise, Idaho

Newsletter

Board Meeting

Professional Standards 
Program filing deadline

Mid-Atlantic Professional 
Development Days
Norfolk, Virginia
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July 15-20, 2019

August 1, 2019

September 7, 2019

September 15, 2019

October 24-25, 2019
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As your new newsletter chairman I want to say thank you for a fabulous 
year with SCAEOP. It takes all of us to make The Voice newsletter a 
success. Please do not hesitate to submit articles, events, photos, and 
just plain old good news.  

We appreciate the support you give us and love to hear about ways we 
can improve. The Voice is published six times a year (June, August, 
October, December, February, and April).  

Contributing materials are welcome and should be sent to the editor via 
email: dwashington@dd4.k12.sc.us or scaeopnewsletter@gmail.com
 
We reserve the right to accept, edit, or reject any material submitted.  
The deadline for contributing materials for the next issue is the 10th of 
July.

SCAEOP is affiliated with NAEOP - National Association of Educational 
Office Professionals.

Your 2019-2020 Newsletter Staff

Denise Washington, CEOE - Editor
Sandra Baker, CEOE - Contributing Staff
Sydney Rice - Contributing Staff
Valerie Williamson - Contributing Staff

Next Article
Deadline
July 10th
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