
Thank you for having 
confidence in me and 
giving me the oppor-
tunity to lead you and 
this organization. 
 
Julie Spor, President  

It’s hard to believe that 
we’re three months 
into 2017. I don’t know 
about where you’re at, 
but even in Central Or-
egon, the first three 
months have been 
pretty gray and 
gloomy. I’m looking 
forward to spring and 
all the new growth and 
hope of warmer 
weather. I’m very 
thankful for those of 
you that are serving 
alongside me for our 
organization and I 
hope that spring ener-
gizes you and inspires 
us all to achieve new 
successes. 
 
The Board of Directors 
held our first meeting 
in January and new 
and returning Board 
members have hit the 
ground running to 
make 2017 a great 
year for our organiza-
tion. We have two 
events in 2017: the 
spring workshop and 
the fall conference.  
One of my favorite 
things about OFSOA 

is the networking op-
portunity at our events.  
It really is so invalua-
ble to be able to con-
nect with other person-
nel around the State 
who have the same 
job as you do. The 
spring workshop infor-
mation is included in 
this newsletter and I 
encourage you to at-
tend. OFSOA remains 
dedicated to its mis-
sion: “To support Ore-
gon’s fire service office 
personnel through net-
working and educa-
tion.” 
 
Did you know that 
OFSOA celebrates its 
25th Anniversary this 
year? I’m so proud of 
how far we’ve come as 
an organization and 
want to thank our 
founding members for 
creating this wonderful 
group, and those who 
have helped along the 
way to shape it into 
the premier fire service 
organization that office 
personnel want to join.  

President’s Message 

INSID E THIS  

ISSUE:  

2016 Conference  

Summary 

2 

Six Questions 3 

OFSOA Beginnings... 4 

Origin of The Sixth 

Bugle 

4 

Taking the Lead 5 

5 Quick Tips for a 

Workplace Makeover 

7 

OFSOA Spring  

Workshop Information 

10 

O R E G O N  F I R E  S E RV I C E  O F F I C E  A D M I N I S T R AT O R S    

The Sixth Bugle 
M A R C H  2 0 1 7  V O L U M E  2 0 ,  I S S U E  1  

 

 

 

 

 

OUR   

MISS ION :   
T O  S U P P O R T   
O R E G O N  F I R E  
S E R V I C E  O F F I C E  
P E R S O N N E L  
T H R O U G H   
E D U C A T I O N  A N D  
N E T W O R K I N G  
 

 

OUR   

P URP OSE :   
T H E  O R E G O N  
F I R E  S E R V I C E  
O F F I C E  A D M I N I S -
T R A T O R S  I S  A N  
E D U C A T I O N A L  
A N D  N E T W O R K -
I N G  O R G A N I Z A -
T I O N  F O R   
A D M I N I S T R A T I V E  
P E R S O N N E L  
S E R V I N G   
O R E G O N  F I R E  
S E R V I C E   
A G E N C I E S—
F R O M  F I R E  
C H I E F S  A N D   
A D M I N I S T R A T I V E  
A S S I S T A N T S  T O  
E N T R Y - L E V E L  
C L E R K S .   
 

 

OUR   

MOTTO:  
S H A R I N G  A  
S T A N D A R D  O F  
E X C E L L E N C E   



 

P A G E  2  

Playing the Lead - 

Embracing Your Role 

OFSOA Conference  

October 19-21, 2016 

Summary 

 

Many thanks to our 

host, Kimberley 

Summers of Ashland 

Fire & Rescue, and to 

our presenters: 

 

Chief John Karns 

(Your Role in  

Emergency  
Preparedness) 

 

Dave Gulledge 

(NFIRS State Program 

Incident Reporting) 

 

Anne Kellogg 

(Resilience in an  

Adrenalin Fueled  

Workplace) 

 

Carol Garner 

(Stay Fit, Stay Strong, 

Stay Youthful) 

 

Chief Jack Snook 

(You and Your Boss 

Building & Maintaining 

the Bridge) 

 

Leigh Anne Jasheway 

(Managing Stress & 

Team Building) 

 

Tom Wrosch  

(Notary and Business 

Outreach)  

What an incredible conference we had in Ashland! Thank you to 

Kimberley Summers for hosting the event! 

As usual, this event was full of rich content, filled with fantastic 

speakers, and very relevant topics. OFSOA events are such a won-

derful way to network and learn about beneficial and meaningful 

tools in our field. I would highly encourage you to attend the next 

event! 

T H E  S I X T H  B U G L E  

         By Ashley Naught, OFSOA Communications Chair 

Jodi Rasor  

(Building Better Teams - 

Strength in Diversity) 

 

Margueritte Hickman 

(From Hells to Boots) 

 

Stacy Maxwell &  

Kelly Williams 

(Redeveloping Your Per-

formance Management) 

2016 Conference Summary 

What’s Next? 
OFSOA Spring Workshop 

April 20 & 21, 2017 

Tapping into Your Inner Strengths  

 OSFM Hazmat Operations 

 Emergency Preparedness  

 Return to Work for Injured 

Workers 

 

 Generations in the Workplace 

 Tapping into Your Inner       

Strengths 

 Analyzing Fire Data Using Excel 

Hosted by Office of State Fire Marshal & Keizer Fire Station  
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“In order for front line 

responders to do the 

critical work they 

need to do, you have 

to have a strong 

foundation—the 

members of OFSOA 

are that team.” 

In this series, we will focus on a woman in the Oregon Fire Service 
who serves in a high-ranking position. In this issue, we meet  
Cassandra Ulven, Public Affairs Chief, Tualatin Valley Fire & Res-
cue.  
1. What brought you to the Fire Service? 

    In my last term as a journalism student at University of Oregon, 
now retired Chief Tim Birr came and spoke in one of my classes 
about different types of communication in emergency services. Be-
fore his presentation, I had no idea this type of job existed. I felt im-
mediately attracted to the public service side of the business, and 
eager for the opportunity to use my degree in such a dynamic field. I 
basically stalked Chief Birr until he agreed to let me intern for 
TVF&R.   

2. What experience did you have coming into your position that 
made the transition to the Fire Service easier? 

    My father worked in the medical industry for many years, includ-
ing the ambulance transport business. I grew up in a family where a 
core value was being adaptable and capable of managing stressful 
situations. I think that helped me thrive in such a fast-paced, exciting 
and social environment. After my internship, I obtained my firefighter 
certification, spent time as a volunteer firefighter before ultimately 
being hired to work full time in community services and operations 
for TVF&R.  

3. What is your favorite thing about working in the Fire Service? 

    I like a lot of things about the fire service. It’s never boring and I 
love how fulfilling it is. I also appreciate working for an innovative 
and creative organization that’s always trying to improve the way we 
deliver emergency services. It’s energizing to be immersed in a cul-
ture of “fixers” - people’s number one focus in this industry is to roll 
up their sleeves and solve problems.  

4. Can you think of one defining moment when your career could 
have taken a very different turn? 

    My internship was only supposed to be for three months, but the 
day before it was scheduled to end, they had an unexpected open-
ing for an office manager at a fire station in a new city being served 
under contract. They offered me a temporary position, and I worked 
in limbo for more than a year. When a full-time position opened, I 
had to compete with 300 other people as an external candidate. 
During the same time, I received a very lucrative job offer at a phar-
maceutical company. It was hard to turn down a position that had so 
much earning potential, but I didn't want to do something that didn’t 
align with my heart, or my values, no matter what the pay.  

T H E  S I X T H  B U G L E  

Public Affairs Chief  

Cassandra Ulven  

(continued on page 6) 
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25 Y
ear A

nniversary S
pecial  

OFSOA is 25! 
In celebration of OFSOA’s 25th Anniversary, President Julie Spor suggested we 

feature some original articles in this edition of The Sixth Bugle. Please enjoy the 

following two articles from the first OFSOA newsletter and Christine Lewallen, 

OFSOA Charter President.  

Origin of The Sixth Bugle  

Reprinted from first OFSOA newsletter in April 1993 

Should there be any curious readers trying to work out the concept of 

“Six Bugles”, perhaps we should offer a brief explanation.  

As we are all aware, our Chiefs wear an insignia with five well-earned bu-

gles. There are several very liberal Central Oregon Fire Chiefs who 

acknowledge that there is a source higher than them and capable of 

wearing the sixth bugle. These Chiefs, who will remain anonymous, have 

stated in public, that their secretaries and wives rate the sixth bugle.  

It is from this well documented “fable” that the Oregon Fire Service Office 

Administrators coveted this logo and motto.  

Back in 1974 or 1975, Donna Ingram   

of Oak Lodge, Lorna Olsen of Milwau-

kie, and Alyce Vick of Portland Fire 

Bureau decided to get together over 

lunch and do some networking. As we 

heard of other departments hiring sec-

retaries or upon meeting other fire de-

partment secretaries, we would invite them. Eventually we had a group of 

about 15-20 that would meet whenever the notion struck. We had people 

from as far as Canby, Lake Oswego, and Hoodland.  

OFSOA Beginnings... 

Reprinted from first OFSOA newsletter in April 1993 
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Christine Lewallen, OFSOA Charter President 

Taking the Lead 

For several years in the 1980s, fire 

service secretaries from Clacka-

mas County met for lunch periodi-

cally to forge friendships and net-

work. Around 1990, a few of us 

attended conferences with the 

Washington State Fire Secretaries 

Association and began exploring 

the possibility of creating a similar 

organization in Oregon. In 1992, 

around fifteen secretaries from 

through Oregon met at Boring Fire 

Department and identified the mis-

sion, goals, and objectives for what 

became the Oregon Fire Service 

Office Administrators. Officers 

were elected, and I had the honor 

of serving as the organization’s 

charter president from 1993 to 

1995. We formed OFSOA as a ve-

hicle to train, mentor, and network 

Oregon’s fire service office person-

nel. We were fortunate to have 

several very supportive Chiefs and 

Boards behind us and we quickly 

grew to over 100 members.  

We began by offering two work-

shops and one conference annual-

ly. We also provided support for 

the annual Chiefs and Fire Direc-

tors conferences, in part to show 

our appreciation to them for their 

support. The early days were fun 

and many lasting friendships de-

veloped through the OFSOA net-

work.  

But there was also a serious 

side—we recognized that we could 

grow professionally and thereby 

our departments would benefit if 

we could share our expertise 

and stay abreast of industry 

trends. Our early mission state-

ment reflects that—”Sharing a 

Standard of Excellence.” 

I later served for a year as 

OFSOA Secretary and then left 

the fire service in 1996, becom-

ing one of the first OFSOA Life 

Members. I have enjoyed 

watching the organization con-

tinue to grow and expand, set-

ting new goals and then achiev-

ing them. It was especially thrill-

ing to me when OFSOA estab-

lished an Accreditation Program 

for fire service office personnel. 

Washington had that component 

in their organization and those 

of us who began the organiza-

tion included accreditation in our 

vision for OFSOA.  

I can’t say enough about the 

value of taking a leadership role 

in OFSOA! I did not see myself 

as a leader before I was elected 

President of OFSOA, and of 

course I made mistakes along 

the way; we all do when we ex-

pand outside of our comfort 

zone. But, I also learned from 

those mistakes and from others 

who patiently mentored me as I 

developed as a leader. There is 

great reward in being able to 

work with other talented office 

personnel in shaping the future 

of this organization and in devel-

oping bonds with the 

OFSOA officers and 

board members. Looking back, 

though, I see that taking the 

plunge and becoming a leader 

also benefited me directly—I grew 

both personally and professional-

ly, becoming more self-assured, 

improving my communication 

skills, and learning to be a team 

leader AND team member.  

Having been a part of OFSOA 

from its infancy, I still feel a bit 

‘parental’ about the organization. 

I’ve taken pride in seeing it grow 

to maturity and become the or-

ganization we envisioned. I know 

that it can continue to fulfil its mis-

sion, goals, and objectives only if 

members are willing to step for-

ward and be actively involved. I 

encourage each OFSOA member 

to take time to share your individ-

ual talents and dreams by becom-

ing an Officer or Committee 

Chair. Trust me as someone who 

has been there—you won’t regret 

it!   

T H E  S I X T H  B U G L E  

quotesgram.com 



 

5. What are your ultimate career goals? 

     Honestly, I’ve attained my ultimate career goal. Now, I want to do the 
best job I can while trying to maintain work-life balance. I also want to 
keep learning from people around me with strong leadership skills so I 
can be more strategic and proactive.  

6. What words of advice would you give anyone striving to reach the Chief 
Officer level? 

     Being curious is one of the best attributes someone can possess. You 
don’t want to be the person in the room that doesn’t understand some-
thing; ask questions! Everyone benefits from being willing to admit when 
they don’t know and it usually helps avoid problems or miscommunica-
tion.  

Final thoughts or words for Fire Service Office Administrators? 

     The work done by the people in your association is the foundation of 

the agencies and departments you serve. Without strong professionals, 

organizing, creating systems, and tending to the core business functions, 

the foundation would crumble. In order for front line responders to do the 

critical work they need to do, you have to have a strong foundation—the 

members of OFSOA are that team. You are the glue of the organization.  

T H E  S I X T H  B U G L E  
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(continued from page 3) Six Questions 

New OFSOA Officers 
Congratulations to our newly elected OFSOA Officers: 

President 
Julie Spor 
Sisters-Camp Sherman Fire District 
 
Secretary  
Sami Smith  
Tualatin Valley Fire & Rescue 
 
Region 1 Representative 
Jennifer Fox 
La Grande Fire Department 

Region 2 Representative 
Alison McGrath 
Siletz Fire Department 
 
Region 3 Representative 
Pam Webber 
Medford Fire Department 
 
Region 5 Representative  
Tammie Waters 
Sunriver Fire & Rescue  

Congratulations to our newly appointed OFSOA Positions: 

Membership Chair 
Bonita Johnson 
LaPine Fire District  
 

Education Chair 
Sally Cravinho  
OSFM 
 

Merchandise Chair 
Kimberley Summers 
Ashland Fire & Rescue  
 

Abraham Lincoln 



P A G E  7  V O L U M E  2 0 ,  I S S U E  1  

T H E  S I X T H  B U G L E  

5 Quick Tips for a Workplace Makeover 
Submitted by Rhonda Grant,  Stayton Fire 

Does your workspace reflect your level of professionalism? Do you have a workspace that’s conducive 

to productivity? Can you – or more importantly, can your colleagues – even find your inbox? 

If you answered no to any or all of these questions, then your desk likely needs a makeover. 

Organizing your desk can be a process, especially if it currently looks like a tornado blew across it. 

However, getting this space in order is crucial for any admin who wants to be taken seriously and max-

imize his or her productivity. A messy, unorganized desk not only makes it difficult for you to find 

things; it also reflects poorly on your level of professionalism and credibility as an admin. 

Don’t let your workspace give people the wrong impression or undermine your work. These tips will 

help you get organized, improve your productivity, and make you a more effective admin. 

1. Clear the clutter. One of the biggest visual upgrades you can 

make in your workspace is to clear nonessential things that have ac-

cumulated over time. Remove absolutely everything from your desk. 

Put it in a box. Determine which items are essential to your daily 

work, and place them back on your desk. Or better yet, find a nearby 

desk drawer they can live in. Leave the other items in the box for at 

least a month. If you haven’t missed them or needed them in that 

time, you probably can find them a better home. Clearing the clutter 

creates a refreshed environment that will help you work more effi-

ciently and think more clearly. 

 

2. Work from left to right. Start with your to-do stack on the left side 

of your workspace. As you complete a task or put tasks in the pend-

ing stack while you wait for feedback or follow up, move them to the 

right side. This will help you keep track of your progress and what still 

needs to be done at the end of each day. You might have to reorgan-

ize your desk to make this work, but it’s worth the effort to have a 

consistent workflow for projects. 

 

3. Showcase your inbox. You don’t need to put a spotlight on it, but 

your inbox should be very obvious and easy to find. Make sure it’s in 

a highly visible spot on your desk to ensure your executive and col-

leagues can locate it. Then make sure you empty it every day. If your 

co-workers don’t think you are handling the items in your inbox, 

they’ll start placing them in other spots on your desk or chair, which 

creates more clutter and the potential for important papers to get 

overlooked. 

 (continued on page 8) 
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‘New to You’ Store Open at Spring Workshop 

The “New to You” clothing store will be open at the Spring Workshop. 
Please bring your gently worn OFSOA clothes to sell. You can choose 
to receive half of the selling price or you can donate the item to the 
“New to You” store. All profits from the 
store go to help increase scholarship 
opportunities.  

Please contact Deb Keehn at  
Jefferson Fire District, 541-327-2822, 
dkeehn@jeffersonfire.org, if you plan to 
bring clothing items for the New to You 
store for the Fall Conference. Come 
help us stock our shelves and get some 
good deals at the same time. 

www.doyourpart.com 

4. Color-code everything. Assign a different color to each executive and project, and use the 

color for corresponding file folders, labels, and even color-coding on your electronic calendar. 

Color-coding your responsibilities will help you find things quickly and keep everything visually 

consistent. 

 

5. Find a “hiding place” for your keyboard. If you don’t have a keyboard tray, put your lap-

top or monitor on a riser or stand. Doing this will give you a place to put your keyboard when 

you’re not typing/using your computer. 

 

Organizing your desk can be a big chore. But a workspace makeover will go a long way in 

boosting your productivity at work. And it will do wonders for how you’re perceived as a profes-

sional. 

 

Julie Perrine, CAP-OM, is the founder and CEO of All Things Admin, providing training, mentoring and resources for administrative profession-
als worldwide. Julie applies her administrative expertise and passion for lifelong learning to serving as an enthusiastic mentor, speaker and 
author who educates admins around the world on how to be more effective every day. Learn more about Julie’s books — The Innovative Ad-
min: Unleash the Power of Innovation in Your Administrative Career and The Organized Admin: Leverage Your Unique Organizing Style to 
Create Systems, Reduce Overwhelm, and Increase Productivity. And request your free copy of our special report “From Reactive to Proactive: 
Creating Your Strategic Administrative Career Plan” at www.AllThingsAdmin.com 

5 Quick Tips for a Workplace Makeover 
(continued from page 7) 

http://www.theinnovativeadmin.com/
http://www.theinnovativeadmin.com/
http://www.theorganizedadmin.com/
http://www.allthingsadmin.com/


bring them to the work-
shop. For example, I have 
Office Pro magazines, soft-
ware study manuals, letter 
writing books, books on 
leadership, being organized 
and getting things done, just 
to name a few.  

I will have a table set up for 
our library at conferences 
and workshops and be on 
hand to assist members 
with checking items in/out. I 
will transport the items to 
and from events and store 
them and take good care of 
them for you in between.   

An objective in our OFSOA 
Strategic Plan was to in-
vestigate the possibility of 
having a lending library as 
a resource for our mem-
bers. We polled our mem-
bership to see if this was 
something they would par-
ticipate in and the majority 
of responses were posi-
tive…so we are going to 
give this a try.  

If you have items such as 
books, magazines, vide-
os, or CDs on topics you 
feel would be beneficial 
for Office Administrators 
and are willing to loan 
them out, then please 

Guidelines and waivers 
are posted on our website 
under Documents and will 
be on hand at the library 
table.   

Visit us on the Web:  

www.ofsoa.com 

Upcoming Events: 
2017 Annual Spring Workshop — OSFM  

at Keizer Fire April 20-21, 2017 

 

Do you have something you would 

like to share? Send photos and  

articles to Ashley Naught,  

Ashley.Naught@tvfr.com, and 

you just might see it in the next  

issue of The Sixth Bugle! 

Oregon Fire 

Service  

Office 

Administrators 

OFSOA Lending Library 

Sharing a Standard of Excellence 

Ashley Naught 

Newsletter Editor 

Rhonda Grant,  Stayton Fire 

“A book is a gift you 

can open again and 

again” 








