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Mission Statement
The mission of the Riverside County Association of Educational Office Professionals is to encourage professional and
personal growth through the Association by sharing of ideas and ideals. To provide in-service education through local,
state and national conferences. To promote professional interest in educational institutions in Riverside County and allied
groups within the state and provide a clearinghouse for ideas to improve services to the school & the community.
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2018-2019 RCAEOP President’s Message by: Cyndee Amezcua

Greetings to all as we head into this 2018 holiday season! This is a
busy time of year for all of us and I appreciate everyone’s dedication
to Riverside County’s future leaders. With our help, a few more children will be able to receive scholarships to colleges around the country.
I would like to start off by thanking my Board Members for all the support they have
given me since my Installation in July.
We started of the RCAEOP year with a great workshop put on by our new President
Elect, Josh Reyna titled ‘The Outward Mindset’ in October!
As we continue down our workshop path, the question remains: How do we encourage office professionals to excel in their jobs? Offer workshops that are more appealing and have a variety of different opportunities for our members and future members. Riverside County Association of Educational Office Professionals (RCAEOP) is
very excited to announce the December workshop titled: “Know Your Why” presented by Dr. Martinrex Kedziora, Superintendent of Moreno Valley Unified School District. He is a wealth of knowledge and we are lucky enough to have him present!
Again, I encourage you to maximize the value from your membership by taking advantage of our offerings and networking with your fellow professionals.
If you have any suggestions or have any questions please remember that the Board
of Directors of RCAEOP is here to serve your needs as a member. Please remember
that… “You are the Key to our Success” because without YOU, we would not be a
success! Happy Holidays!
Cyndee Amezcua
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The Outward Mindset for the Office Professional Workshop took place Thursday October 4, 2018 at the Riverside Unified School District.
Josh Reyna provided professional development to various workshop attendees on how to hear and listen to
others to evaluate their needs, objectives and challenges.
Josh Reyna

Various workshop attendees
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Tips, Resources for Office Professionals

Writing An Effective E-mail
Writing an e-mail to respond to our teachers, peers and community is a convenient method of communicating. Here are some tips for an office professional in regards to writing an effective e-mail:
1) Have a subject in the subject line so the reader knows what the topic of the e-mail will be. This will
prime the reader to what the e-mail is going to be about and it will be helpful for them to search for it in
the future if they need to refer to the e-mail again.
2) Check your grammar. Grammar is important so that the message is conveyed correctly.
3) Start with a greeting, end with a closing phrase. Begin your e-mails with phrases like: Dear, Good
morning or To Whom it May Concern to give your e-mails a professional look. Closing phrases such as
Sincerely or regards can also be used.
4) Have a co-worker review the e-mail. It is helpful to have a second eye to spot errors or to see if the email has a good tone. Another person may interpret your e-mail as rude, so having a second person to
give you their opinion is helpful.
5) DO NOT USE ALL CAPS. Using all caps is the same as yelling in the world of e-mails.
6) Keep it short and simple. The longer your e-mails are, the more likely either miscommunication will occur or your reader will lose interest. Never be afraid to pick up the phone and communicate with the
person directly if the message seems complex or long.

Grammarly is a great tool to use to make sure that your grammar is correct while typing e-mails,
reports and any written document. It is a free extension that can be add to Chrome browser. Check
out the website for more details.

Website: https://www.grammarly.com/
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Recipe
Contributed by Juno Fernandez
From: Allrecipes.com
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Go all the Way!
National Association of Educational Office Professionals
(NAEOP) is the national level of our networking group.
Meet educational professionals from different states and
professionals just like you across the country! NAEOP
also offers professional workshops and an annual conference for members to attend. For more information please
check out their website: www.naeop.org
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Take it to the next level!
California Association of Educational Office Professionals
(CAEOP) is the state level of our networking group. Meet
educational professionals from different counties and expand your contacts! CAEOP also offers professional workshops and an annual conference for members to attend.
For more information please check out their website:
www.caeop.org
CAEOP’s Professional Incentive Program (PIP)
Set yourself apart with a certificate to recognize your professional achievements. For more information, please go
to: www.caeop.org
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