





Identifying Vital Records
By: Susan Maxon

Office of Continuity & Records
Management Division of Administration
susan@ksdot.org

The month of September
2011 marked the ten- year
anniversary of 9-11. Our
lives were changed on that
day and as we reflect on
the events that are forever
etched in our minds and

in our hearts we must also
be vigilant and plan for the
future.

Many of us have safe deposit boxes to store personal re-
cords and other items of value. We carry insurance policies
for our homes and belongings. But, what about all those
valuable items at work?

The future of our work environment is worthy of planning
and protection as well. Vital records provide the informa-
tion needed to conduct business and carry out essential
functions. Every organization creates, uses, or maintains
a variety of vital records. Whether for legal or administra-
tive purposes or to document the history of business, vital
records are critical to those who depend on our services.

Vital records vary from one entity to the next. Each entity
must determine what'’s vital to their organization.
Identifying essential records is done by first analyzing

the functions performed by the organization. The analysis
should include a top-to-bottom review of the organization
to determine the purpose and mission as well as any
statutory or regulatory requirements. Conducting
interviews with stakeholders and customers can assist
with identifying records of value considered vital to others
outside your organization. Once the analysis is complete,
you'll find that only a small percentage of all records
created are essential to operations.

Vital records are identified based on the information they
contain, not by the format in which they are stored. Some
records are static and do not require updates while others
are dynamic and must be kept current. Static records are
often found in microforms while dynamic records,
especially those frequently accessed, may reside on a
local area network or storage area network.

Records vital to conducting operations are essential during
an emergency. By identifying vital records in advance of
an emergency, steps can be taken to protect and preserve
those records, ensuring the continuity of operations and
sustainability of services our customers have come to
expect.

Employee Engagement
By: Lorena Johnson

Consortium Member
ljohn04s@uis.edu

In this age of doing more with less employee engagement is an
important strategic approach to building organizational capac-
ity and sustainability in the public sector. Organizations with
genuinely engaged employees have higher retention, produc-
tivity, customer satisfaction, innovation rates, and quality. They
also require less training time, experience less illness, and have
fewer accidents.

So what is an engaged employee? It's when an employee feels
and thinks he or she have a vested interest in the organiza-
tion’s success and are both willing and motivated to perform
to levels that exceed the stated job requirements. Employee
engagement is not the same as employee satisfaction. Satisfac-
tion only indicates how satisfied or happy your employees are.
It does not address their level of motivation, commitment, or
involvement.

How can you tell
whether your em-
ployees are engaged?
Research by the
Gallup Organization
produced 12 simple
guestions to measure
employee engage-
ment strength.

=

. | know what is expected of me at work.
. | have the materials and equipment | need to do my work
right.

3. At work, | have the opportunity to do what | do best every
day.

4. In the last seven days, | have received recognition or praise
for good work.

5. My supervisor or the person | report to seems to care about

me as a person.

. There is someone at work who encourages my development.

7. In the last six months, someone at work has talked with me
about my progress.

8. At work, my opinions seem to count.

9. The mission/purpose of my company makes me feel my job
is important.

10. My associates (fellow employees) are committed to doing

quality work.

11. | have a best friend at work.

12. The last year, | have had opportunities at work to learn and

grow.

N

»

Itis important for leaders to determine what organizational
factors contribute to employee engagement and work to build
a work climate and culture that enhances and maintain these
factors, both on an individual and organizational level.
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New Beginnings
by Linda Jefferson, CPM,
Linda.Jefferson@osp.nc.gov

Life is full of new beginnings. As one chapter ends, a new one begins. Such is the case
now with the conclusion of my term as Member-at-Large for Member Affairs (MAL-MA).

It has been an honor to serve as your MAL-MA. | appreciate the support, mentorship, and
friendship extended to me over the past two years. | am much wiser because of my
service on the Board of Directors and my interactions with you, the members.

| want to thank the members of the Membership Committee. The committee worked hard
Linda Jefferson, Member-at-Large  to present recommendations to the Academy’s Board of Directors on your behalf. Several

for Member Affairs of those recommendations were adopted by the Board and others are under consideration.
| am pleased with the work of the Membership Committee.

| encourage every member to get involved with the Academy. You can serve on a committee, run for office, or find some
other way to be active in the Academy. There is room for you.

As my time winds down as MAL-MA, new beginnings await. | face these new beginnings with the same enthusiasm, vigor
and vitality as | did when elected as MAL-MA. | hope that you will face your new beginnings with equal zeal. | hope 2012
finds you fulfilling your life’s purpose and enriching the lives of others.

When “Thank You” is Not Enough

By: Joyce Doakes Smith, Immediate Past President
Joyce.Smith@osf.ok.gov

Working with people sharing a common goal is enlightening and enjoyable.
In my often-voiced opinion, Certified Public Managers® are the “best and brightest minds”

in the nation. It has been my privilege to serve the American Academy of Certified Public
Managers® as an officer for the past three years.

As my time on the board ends, my love for and service to the Academy does not. | will L 17 |
continue to believe in the mission of this organization and work for its prosperity. | will - ' \i 4,
support the well-thought decisions that will determine the direction and affiliations of the Joyce Doakes Smith,

Academy. | encourage you to do the same. Tough, emotionally-wrought decisions will be Immediate Past President

made and change is always interesting. | believe we will grow bigger and stronger as a result.

Academy officers, board members, and committee members are truly some of the most dedicated people with whom |
have had the honor to work. Board service to a volunteer organization is a labor of love. It keeps you on your toes, but it is
so worth it when you can see the benefits of the work. Good things happen and progress is made, but, truly, there is never
enough time to do everything you planned to do when you came into office.

My tenure has allowed me to meet, listen to, and work with wonderful people from across the nation. Professional develop-
ment and diplomacy has definitely been positively enhanced. Only my time on the board ends, my love for and service to
the Academy does not.

Never again will | think whatever is happening in my office, department, agency, or state is proprietary to me/Oklahoma. |
can send an e-mail or a letter, make a telephone call, drop a message into a Facebook page, or walk across the street and get
information, resources, and, if need be, sympathy from any one of over twelve hundred AACPM members. That is truly
awesome.

Thank you for your encouragement and support, your confidence in me, and your commitment to work to make this the best

organization it can be. As | leave the office of Inmediate Past President at the end of the year, | say one final time, “Only my
time on the board ends, my love for and service to the Academy does not.
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Kentucky Society of Certified Public Managers®

Representative Rita Smart

Addresses Attendees at Fall Luncheon &
KSCPM members recently enjoyed a presentation about leadership skills and C 3
the importance of networking given by Kentucky State Representative Rita CERTIFIED pUBLIC MANAGERS

Smart. Representative Smart was the speaker for the Fall Luncheon on Oct. 6
at the Kentucky Department for Environmental Protection Building in Frankfort.

She spoke about the use of business cards being an inexpen-
sive and effective marketing tool and how communications
skills are becoming a lost art. “The personal touch of talking
and listening are so important to being a good manager,” she
said.

Representative Smart listed four key points of leadership skills:

- Take a“rich” person to lunch to observe their work ethic.

« Successful people make a difference in your leadership

« Find a great coach. Learning the basics will make you
successful.

- Happiness (positive) draws people to them.

Representative Smart also answered questions from her per-
spective as a newly elected official about the legislative session that just ended and other state government issues.

Oklahoma Society of Certified Public Managers®
Annette Meyers, CPM, 2011 President

Greetings from the Great State of Oklahoma!

“Ultimate Management, Be a Contender” has been our theme for this year. We had

our 21st Annual Leadership Conference on September 9th. It was a great success with
keynote Mr. Jim Stovall, author of the major motion picture “The Ultimate Gift”and many
more fabulous presenters. 210 state and local government
employees attended our conference, and over $800 was

raised by our Silent Auction which provides Christmas gifts to
children whose parents are incarcerated. On September 8th
Oklahoma added 15 new Certified Public Managers® through
graduation ceremonies at the Oklahoma State Capital.

Our Society has been active this year. In March we manned the
telephones at the OETA Telethon helping to raise money for
our educational television station. On April 30th we gathered at the OKC Zoo to provide a rest stop
for the walkers who were there for the MS WALK. We had walkers represented from our Society
who raised money for MS and OSCPM matched their contribution. What a great day to be involved

Annette Meyers, CPM i helping to raise funds to find a cure for MS.
Oklahoma Society President

On the horizon for our Society will be elections of new officers for 2012 and on December 9th we will hold our annual
meeting and end the day with our yearly Awards Banquet and Christmas Party.

It's been a great year as President of this wonderful society. | am deeply grateful that | was given this unique opportunity to
serve in this capacity with this organization. | have truly discovered what the term “team” truly means in organization. And
this Oklahoma team is #1. OSCPM is now on Facebook. “Like” our page at Oklahoma Society of Certified Public Managers®
and stay up to date on what we are doing. We have a lot of slogans here in Oklahoma. Boomer Sooner, Go Pokes, and most
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Ohio Certified Public Manager® Society

OCPM Hosts Annual Conference

Ohio CPM Society Members, CPM graduates/students,
and guests enjoyed a very full and rewarding day of
leadership development on Friday, October 21, 2011.
The event was held at the Embassy Suites Hotel located
at the Columbus airport, presided over by Lee Thatcher,
Board President, and made possible by Vernise Robinson,
Conference Committee Chair. Registration for the event
was $100 for members/students and $125 for guests.

The day started with networking over coffee, a greeting

from President Thatcher, and the Society Board's annual business meeting before the mem-
bership. Following the business meeting, President Thatcher bestowed honors upon this
year’s Scholarship award recipients as Lisa Coss (Ohio Dept. of Job & Family Services), Maria
Durban (Office of Consumers Council), Askew award recipients as Jeff Coffman (Ohio Dept.
of Mental Health), Bobbie Doneghy (Bureau of Workers’ Compensation), Lorraine Krzyzewski
(City of Columbus), Eric R. Smith (Ohio Dept. of Transportation), Trent Williams (City of
Portsmouth), and the Ohio CPM of the Year as Michael Holm (Ohio Dept. of Education).

The morning workshop was conducted by Dr. Jeff King, Director of the Ohio State University
Leadership Center and Associate Professor with the Ohio State University Extension and the
Department of Human and Community Resource Development. The topic Dr. King expertly
presented was “Emotional and Social Intelligence: Tapping into Your Greater Leadership
Potential”

Following a delicious, made-to-order luncheon, participants heard from keynote speaker,
Dr. Patricia Russell-McCloud, author of “A is for Attitude, An Alphabet for Living.” Following
this dynamic speaker’s thought provoking message, each participant received an auto-
graphed copy of her book.

The afternoon workshop was conducted by Andrea Carson
on the topic“Leaders in the 21st Century.” Mrs. Carson has
been a mentor in state government to many during her 26
years of state service which consequently includes being
the longest serving Communications Chief for a Corrections
Agency in the country.

This workshop was followed by an enlightening questions
and answers session with five esteemed agency directors:
| Director Robert Blair (Dept. of Administrative Services), Dep-
/‘ uty Director Glen Cobb (Dept. of Natural Resources), Director

Michael Colbert (Dept. of Job and Family Services), Director
David Goodman (Dept. of Commerce), and Director Gary Mohr
(Dept. of Rehabilitation and Correction). The panel candidly
shared their philosophies and advice on leadership.

= rs
Dr. Patricia Russell-McCloud

To close the event, newly-elected Society Board members were announced, closing remarks
were provided by Jill Stevenson., President-Elect, and an after-hours social was held in the
Embassy Suites’ restaurant hosted by Nicholas Newnham, Member Services Chair.

In all this was a very full day of great reward. The event was flawless, packed, and a great
value for the investment. Never have so many influential speakers presented in one day of
leadership development.
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Society Links
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http://www.ascpm.org/
http://www.arcpm.org/
http://www.fscpm.org/
http://www.iscpm.org/
http://www.ksscpm.com
http://www.kscpm.org/
http://lscpm.org/lscpm/index.php
http://www.svsu.edu/cbed/oce/mi-society-of-cpm-alumni-association.html
http://www.mscpm.org/
http://www.ncrscpm.net/
http://www.ncrscpm.net/
http://www.nhacpm.org/
http://www.cpmsnj.org/
http://www.ncscpm.org/
http://www.ohiocpmsociety.com/
http://www.oscpm.org/
http://www.scscpm.org/home.html
http://tscpm.org/
http://www.uscpm.org/
http://www.wascpm.org/
http://www.wscpm.org/

Harvest Hope
Multi-Agency Food Drive

The South Carolina Society of Certified Pubic Managers

SOUTTﬁECAyL_I A

OF CERTIFIED PUBLIC MANAGERS®

Networking to

Fight Hunger

In South Carolina

The SCSCPM, along with the
South Carolina State Government Improvement Network and nineteen participating state agencies,
HARVEST sponsored a Food & Fundraising Event for Harvest Hope Food Bank, a member of the Feeding America

H O PE network.

FOOD BANK The event ran from July 18th through August 19th. Nineteen state agencies at 43 locations participat-
ed with a total of 87 collection boxes, generating 7,557 Ibs. of food and $2,529.00 in monies.
Community Outreach Committee chair, Mechelle Mabry, coordinated the event and has been
inspired to volunteer at Harvest Hope.

Save This Date: October 14-16, 2012

24" ANNUAL CONFERENCE OCTOBER 12-14, 2012

COLUMBIA SC
FAMOUSLY HOT

Sizzling Topics for Public Managers...
Get Fired Up and Ready to Lead

AMERICAN ACADEMY of CERTIFIED PUBLIC MANAGERS

Columbia, South Carolina

For conference trade show exhibits or Carl Chase Jr., CPM
sponsor informatien, contact: Conference Coordinator

South Carolina Society of Certified Public Managers

Capl! B e PO Box 50938
\ E Columbia, South Carolina 29250
= Visit our Web site at Phone: (803) 413-4240 or (803) 356-9234
WWWw.SCSCpm.org. E-mail: crlchas@aol.com
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