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“PRESIDENT’S MESSAGE”
Welcome to the new school year. Where did the summer go!
I am pleased to be serving a second term as KAEOP president.
Thank you for your support by electing me to serve again.
We have some fun activities in the works for the 2016-17 year.
Watch for social events and fund raising opportunities. The
first opportunity will be a cash prize drawing. It will be held at
our December meeting. More information will be coming, but
save the date December 1, 2016. This will be a dinner and
social evening.
KAEOP will once again offer Microsoft classes this fall. Information will be coming
soon.
January 20, 2017 KAEOP will host the CAEOP State Board Meeting at Kern County
Superintendent of Schools office on 17th Street. There will be a class on Safety in
the Workplace and Community. Professional Incentive Program (PIP) points will
be awarded for attending the Microsoft class and/or the Safety workshop.
The CAEOP State Conference will be held at the beautiful Lake Arrowhead Resort
on March 9-11, 2017. This is a wonderful opportunity to network with peers,
develop friendships with other educational office professionals throughout the
state and attend some fabulous workshops to earn even more (PIP) points.
We will have our Bosses Luncheon in the spring. If you know of a budding artist
in elementary school, or a high school senior who will be majoring in business, let
them know about the Poster Contest and scholarship opportunities.
We are keeping our focus on the Stars once again. KAEOP selected the Kern
River Blue Star Moms to support as our 2016-2017 Community Service Project.
This organization supports the moms of our troupes as they support their enlisted
children.





October 27 - KAEOP Board
Meeting. See page 12 for
additional information.
KAEOP Excel Computer
Workshops - coming in the Fall
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WAYS TO BRING DOWN STRESS
NOW THAT SCHOOL HAS
STARTED
It’s that time of the year when everyone is running
around preparing for the new school year. This
time of year can be very stressful for many of us
so I wanted to share some tips on how to destress your work day!
#1. Get a head start - Leave home 30 minutes
earlier than normal. Studies find that the less
rushed you feel in the morning, the less stressed
you'll be for the rest of the day.
#2 Bring snacks - Bring a spill-proof coffee cup
filled with your favorite brew to the office, and
have a bag of nonperishable snacks on hand (try
protein bars, dried fruit and nuts, juice boxes, or
pretzels). Going for more than a few hours without
a snack can cause your blood sugar levels to drop,
and you'll end up exacerbating stress.
#3 Give Yourself Some Credit - Most of us
don’t take enough time to praise ourselves for
doing things well. So when you’ve completed an
interim or long-term goal, tell yourself—out loud—
what a good job you’ve done! You’ll get a burst of
confidence that will go a long way towards helping
you maintain your cool amid the workplace
madness.
#4. Schedule 10 Minutes of “Worry Time” Close your office door or go sit in an empty
conference room and think about what's stressing
you out. Bring a sheet of paper and divide it into
three columns: My Worry; Why It Worries Me;
Worst Thing That Could Happen. Once you
confront the worst-case scenario, and realize that
it probably won't ever happen, you can get back to
work.
#5. Manage Your Email - To keep from
stressing out, cut down the amount of time you
spend reading and sending emails. Don't waste a
message acknowledging receipt of an email, and
put responses in the subject when possible so you
don't have to compose a new message. Finally,
use the “rule of three”: if you’ve gone back and
forth on a topic three times and you’re still
confused or have questions, pick up the phone.
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#6. Stretch - This is especially important if you
have a sedentary job. Try lifting your legs up and
stretching them for 30 seconds. This movement
reduces the risk of blood clots that can result from
sitting too long in one position.
Another useful exercise is to put one arm behind
your neck and stretch it by holding on to the elbow
with the opposite arm. Switch sides and repeat.
#7. Have a “Perspective Reminder” - Stress
can overpower you at times, but your troubles are
smaller than they seem. To remind yourself of that,
keep a picture in your office— a starry night or the
ocean—and look at it whenever you feel overwhelmed.
#8. Plan Ahead - When work is challenging, devote some of your down time, like weekends and
evenings, to making a to-do list for the next week.
Make a list, place boxes next to each item, and
check off the boxes as you get things done. You’ll
avoid forgetting anything, you’ll stay focused on the
job, and it’s very satisfying to tick off those boxes.
#9. Socialize With Colleagues - Suggest a once
-a-week gathering with your co-workers where you
can talk about a particular work issue. Use your
collective brain to figure out how to do something
better, enhance productivity, or improve relationships.
#10. Remind Yourself Why - Make a display in
your office to remind you of your personal life. Include pictures of your spouse, children, pet, a photograph of yourself doing something fun, plus a
memento that reminds you of a special occasion.
When you feel yourself getting overwhelmed and
stressed out, take five minutes and simply enjoy
the display. Recall the day each picture was taken.
Hold your memento and return in your memory to
the day you got it. Now you’re ready to return to
work.
Submitted by Anna Fetzner
Vice President of Membership, CAEOP
Perris Union High School District
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BOARD MEMBER REPORTS
Bosses Luncheon
The KAEOP Board set plans in motion at
the board meeting of September 29th for the 2017 Bosses
Luncheon. Stay tuned for date and theme to be announced
by the next newsletter.
Community Involvement
See right side of page for exciting news from the
Community Involvement Committee.
Ways and Means Committee
Elena Perez, Ways & Means Chairman, is busy
developing plans to raise funds and have fun at the same
time. Potential plans include a Fall Fundraiser with Tahoe
Joe’s restaurant and other fun events such as an art class,
card making class and a floral arrangement class. Stay
tuned for more information.
Elena is also the Bosses Luncheon Chairman. More on
that annual Spring event in a future newsletter.
Scholarship Committee
Scholarship Chairman, Sarah Tierce, has provided a great
report on last year’s scholarship recipients. See page five
for her report.

WORKING SMARTER
The term, “work smart, not hard”
has been around for many years.
While it seems easier to say than
do, there are four simple
techniques that you can use to
save steps:
1. Prioritize by assessing everything that needs to be done.
Remember that enthusiasm needs to be tempered with
wisdom. Allow yourself some “pondering time” so you
can be sure that every detail is accomplished on time
and accurately.
2. Make an outline, whether in your head or typed on
paper, a checklist will help so you don’t miss steps or
make a mistake.
3. Learn to say no. This will avoid over-scheduling and
give you realistic expectations on what can be
accomplished within the time you have.
4. Limit your goals. So many times we multi-task, but that
leads to getting less done because our brain switches
between tasks so much. Pick one thing to work on and
put your best effort into working on that one item until
it is accomplished.
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COMMUNITY INVOLVEMENT A
SUCCESS IN 2015-2016
The KAEOP Community Involvement Committee was
busy in 2016-2017 raising funds to support two
projects.
The first project was Second
Star to the Right, a nonprofit
organization which begin in
2010. The purpose of their
organization is to provide direct
support for families affected by
the many guises of childhood cancer. Parents/
guardians who are faced with their child being
diagnosed with the unspeakable. Cancer. They are
often faced with travelling out-of-town for treatment.
Medical bills, travel expenses and stacks of
paperwork build up. A form of pediatric cancer turns
their world upside down.
During the 2016 Bosses Luncheon, KAEOP designated
the Disneyland raffle to be the designated fundraiser
for contributions. The Board voted to donate $500 in
gift cards to Second Star to the Right at the annual
business meeting and installation dinner this past
June.
The second project assisted this
past year was the Dream Center/
Foster Youth program. Throughout
the year, members of the KAEOP
Board collected toiletry items from
co-workers, friends and family and
delivered them in June to the
Dream Center. The Dream Center strives to improve
the transitional success of foster youth by creating a
system of informal and formal support services. The
Center assists current and former foster youth to
transition to independence and self-sufficiency. The
toiletries are distributed to the youth to help them.
Chairman Lorri Kilby stated, “I am very proud of the
efforts and generosity that KAEOP puts forth every
year to help our community.” We are too! And we
are very grateful for the support of our members and
co-workers for supporting these two worthy projects.
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KAEOP ANNOUNCES…..
HOLIDAY FLORAL CLASSES

Celebrate your creative side and
join us for holiday floral classes.
Dates and Times
Thursday, October 27th
6:30 p.m. - 8:00 p.m.
Halloween Arrangement
Sunday, November 20th
3:00 p.m. - 4:30 p.m.
Thanksgiving
Centerpiece
Sunday, December 18th
3:00 p.m. - 4:30 p.m.
Christmas Centerpiece

Cost
All classes are $50.00 which includes all
supplies to finish your project.

To RSVP
Call 661.588.7997 to reserve your spot.
Spaces are limited.

Location of Classes
Uniquely Chic
9500 Brimhall Road
Bakersfield, 93312
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DATE ANNOUNCED FOR
ANNUAL BOSSES
LUNCHEON

“Spring Into
Action”
Tuesday, May 2,2017
11:30 a.m.
Kern Agricultural Pavilion
No, your newsletter editor didn’t get the seasons
confused. We’re giving you the date for our annual
Bosses Luncheon ahead of time so everyone can mark
their calendars (and their boss’s calendar also) in
plenty of time.

See you there!
IS YOUR DAILY TO-DO
LIST GETTING YOU
DOWN?
We all have those to-do lists and one
size (or one list) does not fit all. It’s important to write
your list at the end of each day before you go home at
night. Have your desk ready to go before you leave so
you can hit the ground running in the morning. The
reality is that many of us will have something happen
after hours that may rearrange our priorities. If you wait
until the next morning, you’ll find yourself responding to
everyone’s emergencies before you even get a chance to
think about your own priorities.
Keep control of your to-do list and learn to say no when
you can. Top professional speaker, Brian Tracy, has said
that every minute of planning saves you 10 minutes in
execution. Schedule pieces, not entire projects. So how
do you eat that elephant? One piece at a time of course.
You don’t have to write a to-do list to get things done.
But if you want to save time, decrease your stress and
make sure you get everything you need to be done each
day, you should really be using to-do lists effectively.

Shared with permission from Rhonda Scharf,
Professional Speaker, Trainer, Consultant and Author
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BOARD MEETING REPORT
KAEOP Secretary, Margaret Cross, has
submitted a report from the Board Meeting
of September 29, 2016. In that meeting,
the Board:


Received an inspiration from Patty
Shultz, “Nothing is impossible, the

word itself says, ‘I’m possible’!


Distributed Certificates of Service to
those who served on the KAEOP
Bylaws Committee last year.



Received and approved the budget for
2016-2017.



Received the Audit Report for financial
records from 2015-2016 with no
findings.



Began planning for Excel workshops
(Beginning and Intermediate) in either
November or January depending upon
availability of the classroom.



Received, with regrets, the resignation
from Kathryn Miller as Co-Chairman of
the Scholarship Committee. Sarah
Tierce agreed to assist and was
appointed as Co-Chairman to work
with Patty Shultz on the committee.



Approved the 2016-2017 community
service project, Kern River Blue Star
Moms. See page 7 for additional
information.



Approved a pre-holiday fundraiser.

Next Board Meeting
Thursday, October 27, 2016
5:15 p.m. * Room 318, 3rd Floor
KCSOS, 1300 - 17th Street, Bakersfield

Come Join Us!
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THE IMPORTANCE OF
BELONGING
I have been employed by the Kern County
Superintendent of Schools Office for
twenty-two years. Some of my co-workers
were members of various Association of
Educational Office Professional (AEOP)
associations at the local, state and national level. I heard them talk
about all the events they attended and opportunities awarded to
them as members. Although I thought it was wonderful for them, I
was too busy raising my children, working, volunteering in the
community and attending college myself to become involved.
When I graduated CSUB and my children grew-up, I had time on
my hands. When a co-worker asked me to co-chair a committee for
our local affiliate, Kern Association of Educational Professionals
(KAEOP), I accepted. I had attended the KAEOP Bosses Luncheon
almost every year so I thought I had a pretty good idea what it was
all about.
I joined KAEOP because someone asked; I thought I was helping a
friend and co-worker fill a position. It was much more than I
expected. KAEOP and CAEOP offer members a variety of
opportunities for growth and lasting friendships with educational
office professionals. Contact with other district staff creates
opportunities to see how someone does the same job, differently.
Professional growth comes from networking, attending various
trainings, and workshops. Members can take advantage of
philanthropic opportunities by volunteering time or monetary
donations. Each year KAEOP supports local charities, awards
monetary gifts and art supplies to elementary school students and
awards scholarships to local high school seniors. These are made
possible through membership fees and fundraising events
throughout the school year.
KAEOP’s biggest fundraiser event, Bosses Luncheon, is held in the
spring. Educational employees can treat “the boss” to lunch. This
event is a great opportunity to spend time with co-workers and
friends while supporting our local community. All forty-seven
districts in Kern County are invited to nominate co-workers and
administrators to receive the KAEOP Educational Office Professional
and KAEOP Administrator of the Year award. Elementary students
participate in a county-wide poster contest. Their art-work is
displayed, winners are announced and cash prizes are awarded.
High school seniors in Kern County who are majoring in Business
can apply for scholarships. The winners are invited to attend the
luncheon where they are recognized and scholarships awarded.
The proceeds for the lunch and opportunity drawings allow KAEOP
to support these and various charities.
I have been on the KAEOP board since that day I was asked to
serve. My one regret is that I did not get involved earlier in my
career. Don’t wait to be asked, I encourage ALL educational office
professionals to join, you will be glad you did. I know I am!

Article submitted by Mary Alice Means
KAEOP President, 2015-2017
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SCHOLARSHIP COMMITTEE REPORT FROM 2015-2016
Serving as the 2015-16 Scholarships Chairman was both rewarding and surprising.
In September 2015, I sent out the scholarship application packets to all high school
senior counselors in Kern County announcing KAEOP was accepting applications for
two (2) $1,000 scholarships. The packet consisted of a cover letter to the school
counselors, the application and instructions and a financial information summary. Those
high school seniors wanting to apply for the scholarships must plan to attend college
and major in business or a business related field. Students submitting an application
packet had to include an official transcript, two (2) letters of reference and a short biography highlighting their extracurricular activities and future plans.
In January 2016, I assembled the judges for the scholarship committee. They were:
Russell Shipley, Principal, Shafter High School, Kern High School District
Gary Hayden, Rafer Johnson School, Bakersfield City School District
Kathy Ramos, CEOE, Retired, KCSOS, Member At Large
I was excited to receive 16 scholarship applications. Copies of the applications and supporting documentation were
given to the judges, along with a scoring sheet for each application. The applications were judged in grade point
average, ACT/SAT scores, curriculum, financial need, extra-curricular activities and work activities.
After the score sheets were tabulated, I personally contacted the top two applicants, David Pacheco and David Hull
to let them know they were chosen as this year’s scholarship recipients! These two young men were outstanding in
all areas of judging, and not only did they both attend West High School, they were also friends! It was so much fun
to meet these amazing guys and their fathers at the Bosses’ Luncheon where I presented them with their
scholarship certificates. I was contacted later by their counselor at West High School and requested to present
them again with the certificates at their senior awards ceremony in front of their peers and families. It was truly an
honor.
What was surprising about chairing this committee was how close I became to David P. and David H. They are
truly special young men and promised to keep in touch with me during their first year as college freshmen.
I’d like to thank KAEOP and President Mary Alice Means for allowing me to serve in this exciting and rewarding
position. What an honor and privilege to serve the association in this very important position.
Respectfully submitted,
Sarah Tierce
Scholarship Chairman, 2015-2016

SCARECROW FUN FACTS
Did you know….hungry birds have always been a problem for farmers. Sometimes the birds ate so
much corn or wheat that a farmer would not have enough food to last through the winter. So, for
more than 3,000 years, farmers have been making scarecrows.

Did you know...the first scarecrows in recorded history were made along the Nile River to protect

wheat fields from flocks of quail. Egyptian farmers put wooden frames in their fields and covered
them with nets. The farmers hid in the fields and scared the quail into the nets, then took them home to eat for dinner.

Did you now...Japanese farmers also began making scarecrows to protect their rice fields about the same time the

Greeks and Romans made their wooden statues. At first they hung old rags, meat or fish bones from bamboo poles in
their fields, but the smell was so bad that birds and other animals stayed away from the rice.

Did you know...Farmers still use scarecrows all over the world. In countries like India and some Arab nations, old men
sit in chairs and throw stones at the birds who try to eat their crops.
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COMMUNITY SERVICE PROJECT SELECTED
FOR 2016-2017
The KAEOP Executive Board recently selected
the Kern River Blue Star Moms as one of our
2017-2018 service projects. Although she is
proud of her son’s military service, seven years
of advanced warning was not enough to prepare
Candice Macias for the emotional roller coaster ride of being a
soldier’s mother. Realizing this need, Mrs. Macias together with
Shonda Abercrombie, formed the Kern County Chapter in 2012 to
bring military moms together. Mrs. Abercrombie’s twin daughters
both serve in the Army.
Blue Star Moms is a national organization. Founded in 1942, the
group is open to mothers, grandmothers and female legal guardians
of soldiers serving in or honorably discharged from any branch of the
armed forces. The organization’s mission statement calls on
members “...to assist in veterans’ ceremonies, to attend patriotic
rallies and meetings; to foster true democracy; to care for the
unsupported mothers who gave their sons to the service of the
Nation.”

“Every soldier is someone’s kid!”
Taking the mandate to heart, Kern River Blue Star Moms have placed
wreaths on veteran’s graves, marched in the Veteran’s Day parade,
taken part in blood drives, and sent care packages to troops
deployed overseas. And that’s where KAEOP gets involved. During
this year we will be collecting toiletries, snacks and treats that bring

FALL 2016

KAEOP ANNOUNCES ...

Pre-Holiday
Fund Raiser
This is your opportunity
to win Christmas cash!

$300.00
Tickets for this opportunity
drawing will be sold for $5.00 each
or five tickets for $20.00.

HALLOWEEN SAFETY TIPS

Trick or Treat!
H

Hold a flashlight while trick-or-treating to help you see and
others see you. Always WALK and don’t run from house to
house.

A

Always test make-up in a small area first. Remove it before
bedtime to prevent possible skin and eye irritation.

L

Look both ways before crossing the street. Use established
crosswalks wherever possible.

L
O

Lower risk for serious eye injury by not wearing decorative lens.

W

Wear well-fitting masks, costumes and shoes to avoid blocked
vision, trips and falls.

E

Eat only factory wrapped treats. Avoid eating homemade treats
made by strangers.

E

Enter homes only if you’re with a trusted adult. Only visit well-lit
houses. Never accept rides from strangers.

N

Never walk near lit candles or luminaries. Be sure to wear flameresistant costumes.

Only walk on sidewalks whenever possible, or on the far edge of
the road facing traffic to stay safe.

To purchase a ticket, contact Lorri
Kilby at the Kern County
Superintendent of Schools office,
1300 - 17th Street, email Lorri at
lokilby@kern.org or call Lorri at (661)
636.4629. Tickets are also available
through anyone of the KAEOP Board
member.
The winning ticket will be drawn on
December 1, 2016 at the KAEOP
Annual Holiday Luncheon. More
details about the luncheon will be
announced at a later date, but mark

your calendar now!
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ANNUAL CONFERENCE PROMISES
LEARNING ABOVE & BEYOND

YOU ARE GOING TO
LOVE THIS !
Y

You are invited to recharge your Educational
Office Professional skills in the refreshing
mountain air, pamper yourself in the spa, and
shop in outlet stores and boutiques in one of the
top ten most charming small towns in Southern
California.

The 67th Annual CAEOP Conference will be
held at the Lake Arrowhead Resort and
Spa, in Lake Arrowhead, from March 9 to
11, 2017.
The steps you take towards achieving your
professional goals will help you realize your
success. Together we will help guide you closer
to those goals and having fun at the same time.
The CAEOP Executive Board will receive the
proposed program and timeline at the September
24, 2016 meeting in Santa Maria, CA. After the
board meeting, the final program will be posted
online and available for review.
Susan Smyth, 2017 Conference Chairman will be
sharing updates throughout the coming year and
is happy to answer questions
you have.

Susan can be reached via:
Susan.smyth@puhsd.org
Work Phone:
(951) 943-6369, Ext. 81109
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We are preparing for a great Conference
this year at the Lake Arrowhead Resort &
Spa in Lake Arrowhead, CA on March 9 11, 2017. Lake Arrowhead is one of the
top ten most charming small towns in
Southern California and will offer an
experience like no other. The gorgeous
lake to the beautiful mountain tops, Lake
Arrowhead will provide a fantastic venue
for the Annual Conference. We have assembled a great
Conference Committee to make this experience truly
memorable. Some of the speakers will be:
KEYNOTE - Lanelle Gordin, Ed. D. - “Time
Management”
Time Management solutions continue to evolve; bringing
those tools will help anyone in their daily work
tasks. Some workshop topics include: Recognizing the
impact of wasted opportunities and act to seize them,
maintaining a high level of focus on personal
development, understanding the dynamics of effective
use of time, keeping commitments, and efficient planning,
listening more effectively, asking for help, support team
members, and considering alternative courses of action.
Nick Newkirk - “The 5 Languages of Appreciation
in the Workplace”
This is an eye opening workshop which will include topics
such as: Ways to increase your understanding of other’s
differences; How to create a more enjoyable work
environment; building more positive relationships within
your office and discovering not only what your own
language of appreciation is but others as well which will
become beneficial as you return to your workplace.
Wendy Heslink, CEOE - “The Effective Educational
Office Professional”
As an educational office professional, you are much more
that “just” a secretary. The roles you play, the positions
you hold and the work you do isn’t the same as they were
30, 20, or even 10 years ago. Your image, your attitude,
your skills, and how you handle time and change are
watched, noticed and scrutinized every day. This
workshop will discuss many ways to keep effective and
professional in your changing and challenging role as an
educational office professional.

Continued on Page 8

begins with CAEOP
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Conference Learning
Continued from Page 6.
Martha Chapa & Tania McLean-Nicholas - “The
Healing Power of Art”
Coloring used to be reserved for children and the
occasional adult who got to babysit them. But recently,
the activity has found a different demographic. In this
workshop you will learn how to recognize when you are
stressed and/or dealing with difficult circumstances and
implement coloring to help relieve some of that stress
from those situations. Information on the the trending
use of coloring and its therapeutic properties will be
discussed along with hands-on activities.
Kathy Espinoza - “iHurt, uHurt, wii all Hurt...The
Toll of Technology”
Mobile technology is an ever more common feature in
America’s homes and office. In our modern world, the
quest for interconnectedness through mobile technology
is at an all time high, but at what cost? This session will
discuss the ergonomics around the use of modern
technology to avoid the personal toll that technology
takes on our body. Some of the topics will include:
iPosture, text neck, cell phone issues, earbud issues, and
others.
Deirdre Edwards - “Step Into Your Greatness”
Join us as we explore how knowing your purpose,
growing to your maximum potential and using it to sow
seeds that benefit you and others, leads to a life of
significance. Areas that will be explored include: learning
your purpose, embracing your passion, declaring your
conviction for action that adds value to the lives of
others.
Saneliso Muringani - “Dress for Success”
Dress for Success is more than just picking the right
outfit. In addition to physically equipping yourself with
apparel and accessories, you need the confidence that
carries forever and the knowledge that you can actively
define your life. Recognizing the significant role of
women in economic development is the smart thing to
do, as well as being socially and morally right.
Sanie Muringani, Executive Director for the Dress for
Success, Riverside Chapter, will be one of our workshop
presenters at the upcoming 2017 CAEOP
Conference. Sanie’s presentation will include topics on
interview skills, image coaching and professionalism in
the workplace.
Please join us in March for this wonderful Conference and
enjoy the beautiful scenery at the same time. Looking
forward to see you there!

Article submitted by Susan Smyth
2017 CAEOP Conference Chairman

BE THANKFUL
Be thankful that you don’t already have

everything you desire.
If you did, what would there be
to look forward to?
Be thankful when you don’t know something,
for it gives you the opportunity to learn.
Be thankful for the difficult times.
During those times you grow.
Be thankful for your limitations,

because they give you opportunities
for improvement.
Be thankful for each new challenge,
because it will build your strength and character.
Be thankful for your mistakes.
They will teach you valuable lessons.
Be thankful when you’re tired and weary,
because it means you’ve made a difference.

It’s easy to be thankful for the good things.
A life of rich fulfillment comes to those who
are also thankful for the setbacks.
Gratitude can turn a negative into a positive.
Find a way to be thankful for your troubles,
and they can become your blessings.

— Author Unknown —
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KAEOP AWARDS … SOMETHING FOR EVERYONE
We are certain you have someone in mind that would qualify for one of
KAEOP’s annual awards. What a wonderful opportunity to acknowledge
that certain hard working educational office professional and administrator
with county-wide recognition. If you take a moment to think about your
co-workers, either current or previous, we’re sure there is someone
deserving of the Educational Administrator of the Year or the Educational
Office Professional of the Year.
The KAEOP 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.
The KAEOP 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 award nomination forms are available through KAEOP’s Awards Chairman, Sarah Tierce. Sarah’s
contact information is listed below. The forms are also available on KAEOP’s website,
www.kernaeop.org.
Sarah Tierce, Awards Chairman
satierce@yahoo.com
Phone: (661) 805-1509
Don’t let this wonderful opportunity pass you by! The deadline for nomination forms to be submitted is
March 24, 2017. Nominate someone today!

SCHOLARSHIP OPPORTUNITY
Are you the parent/guardian or grandparent of a high school senior?
Now is the time for scholarship applications!
KAEOP annually awards scholarships to qualifying high school seniors for
the 2017-2018 year. To qualify, applicant must submit a completed
application packet. The completed application must also include an official
high school transcript, two letters of reference from high school teachers/
counselors, and a short biography (100 word minimum) highlighting extra-curricular activities and the
student’s future plans.
The scholarship application is available to download on KAEOP’s website (www.kernaeop.org). Additional
information and forms are available from the Scholarship Co-Chairmen for KAEOP:
Patty Shultz
patty1967@bak.rr.com
Phone: (661) 703-1404

Sarah Tierce
satierce@yahoo.com
Phone: (661) 805-1509
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ELECTRONIC RESUMES
Electronic resumes are now playing an important role in the application process
for new jobs. They are slightly different than the traditional resume because it is
stored electronically, uses plain text (ASCII, PDF or HTML), and are often
formatted in plain or basic style. Often the document is free from artwork,
photos, special characters and graphics to ensure that it is a searchable
document. Finding the best candidate for the job at a time when human
resources departments can literally receive hundreds of applications a day, is
often a search through an electronic resume to find key words.
Those key words can be a description of the applicants expertise or the level of
education. Or it can include words that describe the personal characteristics of
an individual’s work habits and ethics. If you decide to apply for a job which prefers an electronic resume, remember
the following guidelines as suggested by www.money-zine.com:


Restrict the use of fonts to Times New Roman, Tahoma, Arial, Calibri or Helvetica.



Use only one font size, preferably between 10 and 14 points.



Remove all underlining, bolding and italics.



Remove any graphics or artwork appearing on the resume including shading, vertical and horizontal lines.



Make sure “name” is the only item appearing on the first line of the document.



Move all text to the left margin.



Bulleted items can confuse scanners; convert them to simple hyphens or asterisks.

Several websites on electronic resumes recommend sending two copies. One can be the simple format the human
resources department can efficiently and accurately scan into the electronic resume database. The second can be your
elegantly designed resume that uses bolding and italics to highlight important words.
Whether completing an electronic resume or a traditional resume, remember that “hobbies” don’t belong on a resume.
Other suggestions include not including an ethnic or religious affiliation unless it supports your job objective.
Employers do not like parchment paper and pretentious brochure-folded resume “presentations.” Sometimes applicants
worry about gaps in their work experience, a worry most often from women who took time off to raise children. Look
at it differently. If you were anything significant or valuable during that period, insert that into your work history.
No matter your process, if you are looking for a new job, put your best foot forward and be willing to sell yourself and
your talents.

Submitted by Becky Shipley
Editor, K-NEWS

Kern AEOP Objectives
The Kern Association of Educational Office Professionals (KAEOP) is affiliated with the National (NAEOP) and California Association of Educational Office Professionals (CAEOP). KAEOP is an organization designed to bring together
the school office professionals of Kern County.


To exalt our profession on all occasions



To observe a define code of ethics



To be loyal to individual schools systems, and to educate in general



To become a recognized professional organization



To sincerely strive for finer and more efficient service to schools and community



To have active representation from as many schools and districts as possible within Kern County
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2016-2017 Schedule of
KAEOP Board Meetings:
*Now meeting on Thursdays*
October 27, 2016
November 17, 2016
December 1, 2016
January 26, 2017
February 23, 2017
March 23, 2017

FALL 2016

2016-2017 KAEOP EXECUTIVE BOARD
President

Mary Alice Means
mameans@kern.org

President Elect/Vice Pres. Inservice
Kenton Miller
kentonmiller56@gmail.com
Vice President Membership

Connie Vargas
covargas@kern.org

Secretary

Margaret Cross
crossm@bcsd.com

Treasurer

Kathryn Miller
kamiller@kern.org

Immediate Past President

Lorri Kilby
lokilby@kern.org

Auditor

Connie Vargas
covargas@kern.org

Awards Chairman

Sarah Tierce
satierce@yahoo.com

April 27, 2017

Bosses Luncheon Chairman

May 25, 2017

Community Involvement Chairman

June 2017 TBD

Location
Kern Co. Sup’t. of Schools
City Centre, 1300 - 17th St.
3rd Floor, Room 318

Time
5:15 pm

Inspiration Chairman
K-NEWS Editor

Elena Perez
elperez@kern.org
Lorri Kilby
lokilby@kern.org

Patty Shultz
patty1967@bak.rr.com
Becky Shipley, CEOE
beckyorr2013@gmail.com

Nominations & Elections Chairman

Connie Vargas
covargas@kern.org

Poster Contest Co-Chairman

Monica Fetalvero
mofetalvero@kern.org

Poster Contest Co-Chairman

Kelly French
kefrench@kern.org

Scholarship Co-Chairman

Sarah Tierce
satierce@yahoo.com

Scholarship Co-Chairman

Patty Shultz
Patty1967@bak.rr.com

Ways and Means Chairman

Elena Perez
elperez@kern.org

Website Coordinator

Kenton Miller
kmiller@csub.edu
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“Mission Statement”
The mission of the Kern Association of Educational Office Professionals is to provide the membership with opportunities for
professional growth and leadership through networking of ideas and information, recognizing achievements, serving the youth of our
schools and our community, and providing fellowship with other educational office professionals.

Becky Shipley, CEOE
K-NEWS Editor
9131 Rosedale Highway, Sp. #72
Bakersfield, CA 93312
Email: beckyorr2013@gmail.com
Phone: 661.331.5080
Website www.kernaeop.org

