
forward for our organ-
ization. 

As always, if there is 
anything I can do for 
you; please don’t hesi-
tate to contact me. I 
value each and every 
one of you and am 
proud to serve along-
side you as President 
of the organization. 

 

Julie Spor, President 

Sisters-Camp Sherman 
RFPD 

The start to 2018 has 
been a whirlwind so 
far. I can’t believe that 
we are just four weeks 
away from Workshop! 
The Board and Work-
shop Committee have 
been hard at work 
planning a great day 
and a half of training 
and networking for 
each of you. The bo-
nus is it’s at the beach! 
The theme for the 
event is “Support 
Comes in Waves,” and 
we have a great lineup 
of speakers. If you are 
working towards your 
accreditation, you will 
not be disappointed by 
the range of topics we 
are offering. The full 
registration packet can 
be found inside the 
newsletter. 

The Fall Conference is 
going to be held in 
Bend at the River-
house in October.  

If you haven’t had an 
opportunity to visit 
Central Oregon in the 
fall, you are in for a 
treat.   

 

In addition to our four 
regular meetings the 
Board holds annually, 
we are also planning a 
Strategic Plan update 
in late summer. Many 
of the goals have been 
completed in the cur-
rent plan, so we want 
to update it with new 
goals to continue to 
create a strong 
roadmap going  

President’s Message 

INSID E THIS  

ISSUE:  

2017 Conference Sum-

mary & What’s Next 

2 

Being Too Nice in the 

Workplace 

3 

10 Tips to Improve 

Your Proofreading 

4 

Great Tips to Organize 

Your Office Space 

5 

Members’ Corner 6 

2017 Raffle Results 9 

OFSOA Spring Work-

shop Information 

11 

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 8  V O L U M E  2 1 ,  I S S U E  1  

 

 

 

 

 

O UR   

M ISS 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  
 

 

O UR   

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 .   
 

 

O UR   

M O TTO :  
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   
 
 
 
W W W . O F S O A . C O M  



 

P A G E  2  

Alongside Every  
Leader…  
The Revolutionary  
Assistant  
October 18-20, 2017 
Summary 
 
Many thanks to our 
hosts, Karen Duckworth 
& Darlaine Smith, and to 
our presenters:  
 
Bill Gallagher 
(Maintaining Profession-
alism in the Workplace) 
 
Kelly Paxton (Fraud and  
Embezzlement) 
 
Carrie Connelly (The 
ABC’s of Public Con-
tracting) 
 
Chief Mike Duyck &  
Ashley Naught (IT and 
Cyber Security) 

OFSOA turned 25 last year, and the Conference to celebrate it did not disappoint! What an 
incredible and educational time we had! Thank you so much to Karen Duckworth & Darlaine 
Smith for hosting the event.  
These ladies worked hard to put together an agenda that members were looking for to fulfill 
educational requirements. As well as educational, OFSOA events are such a wonderful way to 
network and learn about beneficial and meaningful tools in our field. If you have not yet 
attended an event, I would highly encourage it! 

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

OFSOA Spring Workshop April 19-20, 2018 

 

What’s Next? 

Hallmark Inn - Newport, Oregon 

“Support Comes in Waves” 

 
Kori Sarrett (Positioning your 
District Atop a Solid Financial 
Foundation) 
 
Kori Sarrett (Payroll Updates) 
 
Rhonda Grant & Pam Webber 
(Protecting Your Essential  
Records) 
 
Dave Ulbricht (Managing Dis-
trict Debt) 
 
Jason Jantzi & Frank Stratton 
(Hot Topics in the Fire Service) 

2017 Conference Summary 
         By Ashley Naught, OFSOA Communications Chair 



By Bill Gallagher, Teamworks—teamworks-works.com 
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How can someone possibly be too nice at work? What does it look like and 

why is it a problem? 

Example: You work with another person who is not pulling their weight at 

work. They appear lazy and seem to do as little as possible to get by. It almost 

feels that they are taking advantage of the corporate benefits and system. It 

has become a problem because it is impacting your workload and stressing 

the overall performance of the team. However, you don’t want to talk to the 

co-worker about it because you are “only a peer” (or manager) and you have 

seen that they get very defensive when they have been called on their stuff in 

the past. So rather than doing the right and good thing by speaking with them 

about their help, you either go over their head to the supervisor or complain 

to someone else. The word gets back to the individual you should have talked 

to and now there is larger wedge between you and them.  

The Problem: You were too nice! Because of the discomfort of dealing with 

their reaction, you chose to take the path of least resistance by going over 

their head, and became the staff informant by running to your supervisor.  

Don’t misunderstand me here.  

Being nice engenders respect and is a characteristic of being professional.  

The over-the-top niceness that I’m referring to, however, has undertones of    

people-pleasing laced with fear of conflict or making anyone uncomfortable. 

I have a good friend that authored a book called “No More Christian Nice 

Guy” (Bethany House Publishing, 2005. Author Paul Coughlin) and he makes a 

distinction between being nice and good. “Goodness,” he states, “is willing to 

enter into conflict in order to find healthy resolutions to better the organiza-

tion, themselves, and those they work with. Overly nice workers, in contrast, 

do not speak up when they should. Thus they carry a lot of turmoil, lose     

respect from others, and deny the needed information to improve              

performance.” 

Below I have listed symptoms or expressions of niceness to be aware of:  

“Too Nice” Behaviors 

• Allowing problematic behaviors to continue without saying or doing      

anything.  

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

(continued on page 7) 

Being Too Nice in the Workplace 

Bill Gallagher has 

been counseling 

and professionally 

working with peo-

ple since 1980. His 

emphasis in the 

workplace is to help 

develop both rela-

tional skills and pro-

fessional standards 

among administra-

tion and staff.  
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T H E  S I X T H  B U G L E  

(continued on page 9) 

A second pair of eyes is 

always ideal, but having 

to apply your skills    

without a safety net will  

always happen at some 

point. No matter how busy or rushed you are, you should never forgo proofing your 

message. Before you share that document, email or other content, follow these      

proofreading hacks… 

A misplaced decimal, a name spelled wrong, a word misused, a number transposed—

brush it off and the consequences can be dire. Don’t leave this important task to 

chance.  

1. Focus on your most recent edits. When you edit something, it’s easy to introduce 

new errors, such as missing or repeated words. First, proof new content two to 

three times after you edit, but also hone in on those areas again during your final 

proof.  

2. View the content in a new format. If you’re writing an email, cut and paste the text 

into Word to proof. If you are writing a blog post, proof it in the preview mode. 

Switch your view in Word from Draft to Print Layout, or convert it to PDF or print out 

the document and proof it with a pen. The change often allows you to see things 

you didn’t in the original format.  

3. Change the font or margins. Both make you see the words differently, and that will 

often reveal errors.  

4. Read the content aloud. This old standby is one of the most effective ways to catch 

errors that your eyes skimmed over as you read silently. Pronounce every word and 

read it slowly. 

5. Walk away from your writing before you proofread it. Let it sit out of your mind for 

a while before trying to fix it.  

Submitted by Rhonda Grant, from www.BusinessManagementDaily.com 

10 Tips to Improve  

Your Proofreading 
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Royale Scuderi, Lifehacks.org—Submitted by Sheila Forster, Scio Fire District 

Great Tips to Organize Your Office Space 

You may think that you don’t 
have time to organize your 
office, but if you really knew 
how much time that disorgan-
ization costs you, you’d recon-
sider. Rearranging and mov-
ing piles occasionally doesn’t 
count. Neither does clearing 
off your desk, if you swipe the 
mess into a bin, or a desk 
drawer. A relatively neat and 
orderly office space clears the 
way for higher productivity 
and less wasted time.  
Organizing your office doesn’t 
have to take days, it can be 
done a little at a time. In fact 
maintaining an organized 
office is much more effective 
if you treat it like an ongoing 
project, instead of a massive 
assault. So, if you’re ready to 
get started, the following tips 
will help you transform your 
office into an efficient work-
space.  
1. Purge your office—De-
clutter, empty, shred, get rid 
of everything that you don’t 
need or want. Look around. 
What haven’t you used in a 
while? Take one area at a 
time. If it doesn’t work, send 
it out for repair, or toss it. If 
you haven’t used it in months 
and can’t think of when you’ll 

actually need it, out it goes. 
This goes for furniture, 
equipment, supplies, etc. 
Don’t forget about knick-
knacks, plants (real or artifi-
cial), and decorations—if 
they’re covered with dust 
and make your office look 
shabby, they’re fair game.  
2. Gather and redistrib-
ute—Gather up every item 
that isn’t where it belongs 
and put it where it does.  
3. Establish work 
“zones”—Decide what type 
of activity happens in each 
area of your office. You’ll 
probably have a main work-
space (most likely your 
desk), a reference area 
(filing cabinet, shelves, 
binders), and a supply area 
(closet, shelves or drawers). 
Place the appropriate 
equipment and supplies in 
the proper areas as much 
as possible.  
4. Close proximity—
Position the equipment and 
supplies that you use most 
within reach. Things that 
you rarely use can be 
stored or put away.  
5. Get a good labeler—
Choose a label 
maker that’s sim-

ple to use. Take the time to la-
bel shelves, bins, baskets and 
drawers. Not only will it remind 
you where things go, but it will 
also help others who may have 
a need to find, use, or put away 
anything in your workspace.  
6. Revise your filing system—
As we move fully into the digi-
tal age, the need to store paper 
files has decreased. What can 
you store digitally? Are you du-
plicating files? You may be able 
to eliminate some of the files 
and folders you’ve used in the 
past. If you’re storing files on 
your computer, make sure you 
are doing regular back-ups. 
Some quick tips for creating a 
smooth filing system: 
7. Create a meeting folder—
Put all “items to be discussed” 
in there along with items that 
need to be handed off, reports 
that need to be given, etc. It’ll 
help you be prepared for 
meetings and save you stress in 
the event that a meeting is 
moved up.  
8. Create a WOR folder— So 
much of our messy papers are 
things that are on hold until 
someone else responds or acts. 
Corral them in a WOR     

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

(continued on page 10) 
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By Rhonda Grant, Stayton Fire District 

Members’ Corner 

Set Up & Switch Outlook Signatures 
Learn how to set up multiple signatures in Microsoft Outlook. 
• Go to the ‘File’ tab, select ‘Options’ then select ‘Mail’ from the left   

panel of options.  
• Next, select ‘Signatures…’ Now you are ready to add your new            

signatures. 
• Start by selecting the ‘New’ button and give the signature a name such 

as “Internal” or “External” or for whatever “hat” you are wearing.  
• After clicking ‘OK’, you can type the signature text to the lower box.  
Of course, you can apply font settings such as size, font family, color…  
Also, you can add a graphic to your signature, if you wish.  
• Once you complete the signature, click ‘Save’. 
• Repeat this process until you have a different signature for all the hats 

that you wear! 

In this series, we focus on our very own members of OFSOA and get to know them 

a little better! Meet Paula Landrus, Vice President, Crook County Fire & Rescue.  

Paula was elected as Vice President at the 2017 Conference. 

I began my career in the fire service in 2001. I am the finance 
manager at Crook County Fire & Rescue. My duties include all 
aspects of finance, payroll, accounts payable, accounts re-
ceivable, HR, budgeting as well as support to the Fire Chief 
and the Board of Directors. 

Prior to the fire service, I worked at the City of Prineville. I 
was also a travel agent for 12 years. 

 I joined OFSOA in 2004 and I have served on the Board of Di-
rectors as Region Representative, Secretary, conference co-
chair and hospitality chair. I received all three levels of my Ac-
creditation in 2014. OFSOA has been very good for me on a 
personal level as well as professional.  
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Being Too Nice in the Workplace 
Continued from Page 3 

• Being fearful to speak up because the person that needs to be talked to is good at what they do and you 

don’t want to lose them.  

• Allowing an abusive co-worker or boss to continue to be the office bully and only complaining about it.  

• Acting one way on the outside (calm and kind) and feeling total turmoil and resentment on the inside.  

• Having a difficult time saying no or disagreeing when you know you’re right.  

Of all the problems that I observe in the workplace, the one that has climbed to the top above personality 

differences, gossip, facing changes, or rebuilding trust are the passive employees or supervisors who refuse 

to pull the trigger or to have the uncomfortable discussion with another for fear of making them mad or 

hurt if they speak up. Of course, the problem with this is that it creates larger problems. I’ve stated in a for-

mer newsletter entitled “The Elephant in the Room” that if the elephant issue that everyone is afraid to ad-

dress is not confronted and moved out of the room, then the elephant starts having baby elephants and 

there are more problems waiting to grow. There is a variety of rippling affects organizationally and in our 

personal lives if we don’t learn to move from nice to good in our relationships at work.  

Some Complications from Being too Nice 

1. If you are in leadership, especially you will begin to lose respect from staff! Like it or not, should you be 

in a managerial position, your team is looking to you to face problems squarely and maturely. To allow 

them to continue with no change, will eventually result in a tremendous loss of confidence from others.  

2. You eventually will start to resent the very people that you are afraid to talk with because they will just 

continue with their behavior and it will continue to eat at you.  

3. You may find yourself looking for another job, which is not even necessary. If you quit a job for being too 

nice, then you will take your nice self with you to another office and the cycle will begin all over again 

and you might regret leaving the last place.  

4. The main complication, however, is that you are neither being nice or good to yourself. There is a sense 

of courage and jow that is restored when you know you are doing the right thing and address a long-

standing problem! 

Going from Nice to Good 

I have found out the hard way that there is no switch to flick that makes us go from nice to good overnight. 

It takes awareness, self-respect, practice, and—above all—courage to learn how to negotiate uncomfortable 

discussions and situations.  

Below I’ve listed some starter ideas to be aware of:  

• Be aware that your niceness is more about fearing conflict than hurting someone’s feelings.  

• Be aware that your effectiveness at work will exponentially grow because people will know where you 

stand and will applaud you for speaking up.  

V O L U M E  2 1 ,  I S S U E  1  

Continued on Page 8 
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T H E  S I X T H  B U G L E  

Continued from Page 7 

• Be aware of and read any good book on “Boundaries” (psychologists and Authors, Cloud and Town-

send) or spend time with someone who you respect that has found the balance between being nice 

and good.  

• Be aware of the problematic behavior or the elephant in the room that others have been pointing 

out and do something—anything—other than avoiding it.  

Below is a brief self-reflection and analysis to determine if you’re nice rather than good. Answer the 

statements honestly to gauge your level of niceness: 

The “Being too Nice” Checklist 

1. Do you feel taken advantage of by others at work? Do others have an expectation that you will bail 

them out or do their work for them? 

2. Are others starting to say or hint that you allow people to walk all over you? 

3. When you run into a bully at work and report it to a supervisor, are you taken seriously? 

4. Do you hesitate pointing out a problem to others that is potentially reducing the efficiency of the 

entire staff? 

If you checked any of these and/or find yourself or staff consistently being too nice, consider schedul-

ing a phone consultation or the training through TeamWorks entitled “Professional Boundaries in the 

Workplace” or “Blowing up, Speaking up, or Clamming up in the Workplace.” 

Being Too Nice in the Workplace 



 

Continued from Page 4 

10 Tips to Improve Your Proofreading 

6. Use spell-check, but don’t rely on it. Software that checks grammar 

and spelling won’t catch everything, so do your own check for typos. 

7. If you’re unsure about something, look it up. Don’t guess about correct 

spelling and titles. Look up proper names and technical terms.  

8. Track your common errors. People tend to make the same mistakes repeat-

edly, so take note of them and work on writing them correctly the first time.  

9. Study grammar. Read style books and blog posts to keep yourself informed 

about proper grammar and formats 

10. Proofread everything, not just the body of your writing. Check your titles, 

headings, footnotes and subject lines.  

Raffle Results 2017 Conference 
The raffle results are in for the 2017 Conference, and they are incredible! 1,089 tickets 

sold, raising a total of $906! As usual, there were many wonderful baskets, including the 

most popular: spa themed, emergency focused, craft/scrapbook themed, toys, and safe-

ty items! We’re always looking for baskets for the next event, if you or your District 

would like to donate a basket to the Spring Workshop, please contact  

Bunny West at Newport Fire—b.west@newportoregon.gov 

V O L U M E  2 1 ,  I S S U E  1  P A G E  9  
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(Waiting on Response) folder. 
Check it every few days for 
outstanding actions you may 
need to follow-up on.  
9. Clear off your desk—
Remove everything, clean it 
thoroughly and put back only 
those items that are essential 
for daily use.  
10. Organize your desktop— 
Now that you’ve streamlined 
your desktop, it’s a good idea 
to organize it. Use desktop  
organizers or containers to  
organize the items on your 
desk. Use trays for papers, 
containers for smaller items.  
11. Organize your drawers— 
Put items used together in the 
same drawer space, stamps 
with envelopes, sticky pads 
with notepads, etc. Use draw-
er organizers for little items—
paper clips, tacks, etc. Use a 
separate drawer for personal 
items.  
12. Separate inboxes—If you 
work regularly with other 
people, create a folder, tray, 
or inbox for each.  
13. Clear your piles—
Hopefully with your newly or-
ganized office, you won’t cre-
ate piles of paper anymore, 
but you still have to sort T H E  S I X T H  B U G L E  

research, otherwise recycle 
them or give away.  
18. Reading folder—Designate 
a file for print articles and doc-
uments you want to read that 
aren’t urgent.  
19. Archive files—When a   
project is complete, put all of 
the materials together and file 
them away. Keep your “working 
folders” for projects in          
progress.  
20. Straighten your desk—At 
the end of the day do a quick 
straighten, so you have a clean 
start the next day.  
21. File weekly—Don’t let your 
filing pile up. Put your papers in 
a “To File” folder and file every-
thing once a week.  
 

Use one tip, or try them all. 
The amount of effort you 
put into creating and main-
taining an efficient work    
area will pay off in a big way. 
Instead of spending time 
looking for things and 
shuffling piles, you’ll be able 
to spend your time…
well...working.  

through the old ones. Go 
through the pile (a little at a 
time if necessary) and put it 
in the appropriate place, or 
dump it.  
14. Sort mail—Don’t just 
stick mail in a pile to be sort-
ed or rifle through and take 
out the pieces you need 
right now. Sort it as soon as 
you get it—To act, To read, 
To file, To delegate or hand 
off.  
15. Assign discard dates— 
you don’t need to keep eve-
ry piece of paper indefinite-
ly. Mark on files or docu-
ments when they can be 
tossed or shredded. Some 
legal or financial documents 
must be kept for a specified 
length of time. Make sure 
you know what those re-
quirements are.  
16. Storage boxes—Use in-
expensive storage boxes to 
keep archived files and get 
them out of your current file 
space.  
17. Magazine boxes—Use 
magazine boxes or binders 
to store magazines and cata-
logs you really want to store. 
Please make sure you really 
need them for reference or 

Continued from Page 5 

Great Tips to Organize Your Office Space 










