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Michaelson receives A]fred
Goldsmith Award

By Nancy C. Corbin

The Administrative Committee
(AdCom) met November 30, 1990,
at the Airport Tower Hotel in
Philadelphia, PA.

President Rudy Joenk welcomed
Cheryl Reimold and Susan Dressel,
newly-elected AdCom members;
George Martin, Publicity Chairman,;
Herb Michaelson, former AdCom
member; Bill Giesecke, newly-
appointed AdCom Secretary; and Ed
Podel, Managing and Business Editor
of the Almanack staff.

Vice President Richie Robinson
presented the Alfred Goldsmith
award to Herb Michaelson for his
many years of dedicated service to
the society. Herb’s many contribu-
tions to the technical communication
profession include his book titled
How to Write and Publish Engineer-
ing Papers and Reports. The third
edition of his book is now available.

Transactions Editor Scott Sanders
reported that the Transactions is in
good health and that certain issues
have been targeted by subject con-
tent. The March issue will feature
articles on Corporate/Organizational
Communication; June, Communica-
tion Technology; and September,
Visual Communication. The Decem-
ber 1991 will be a special issue with a
guest editor. Education, Interna-
tional, Communication, and Speech
Comimunication topics will be spread
throughout the year. Scott reported
that the September '91 issue of the
Transactions will feature a four-page,
four-color centerfold. R. John
Brockmann and William Horton are
writing articles on the positive and

negative affects of color for this issue.

CommuGuide Chairman Janet
Rochester reported that the authors
are working diligently on the two

new CommuGuides on contract per-
formance and producing technical
videos. Janet is constantly on the
lookout for subjects and authors for
future CommuGuides. Anyone inter-
ested in writing a CommuGuide
should contact Janet at (609)
722-6058.

A follow-up colloquium
with 10-15 U.S.
Dparticipants is planned
Jor Moscow in
October 1991.

Guest speaker Dudley Kay, Managing
Editor of IEEE Press reported on the
Press’ efforts to raise the quantity and
quality of Press books and the new
financial incentives for societies. Ron
Blicq volunteered to serve as liaison
with the Press. Contact Ron at (204)
488-7060 if you are interested in
writing a book.

Richie Robinson reported that sites
for IPCC 93 and 94 are firm. Mike
Goodman will serve as Conference
Chairman for IPCC 93 in Philadel-
phia. Pamela Kostur will chair IPCC
94 to be held in Banff, Canada.

continued on page 2
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FROM THE
EDITOR

by Deborab
Flaberty Kizer

Happy New Year! Yes, I'm back
again as an “‘interim’’ editor of the
Newsletter. My retirement from the
Newsletter was cut somewhat short.

This year’s goal for the Newsletter is
to publish more original articles,
focusing on the “How-to’s’" of
communications. I welcome your
contributions. And, if there are any
particular topics or issues that you
would like to see addressed in the

coming year, let me know.

I would also like to see more input
from our Chapters. PCS is a grow-
ing society; the news and views
from established Chapters can only
help those just forming.

We will continue our feature
columns this year as well. If there is
an area you would like addressed,
or would like to address, I would
like to hear from you.

The Editorial Advisory Committee
and I will also continue our search
for the next editor of the News-
letter! If you think you might be
interested, give me a call. I would
be happy to answer any questions
about what the position entails,
commitment required, and $o on.

I wish all of you a healthy and
happy 1991. -

Alfred Goldsmith Award

(continued from page 1)

Robinson reported that he is still in-
vestigating the possibility of Mexico
as a future conference site. Contact
Richie at (516) 575-5472 if you are
interested in chairing a future con-
ference.

Conference chairman Susan Dressel |
reported that the La Fonda hotel has
been selected as the site for the
1992 conference in Santa Fe. The

/

conference kick-off meeting is
scheduled for December 6 and 7:
Susan also reported that during the

two-day AdCom meeting scheduled

in Santa Fe in May, a tour will be
conducted of the science museum
and a workshop on Communica-
ting in English for International
Audiences will be presented. The
regular AdCom meeting will be held
May 11. She also reported that
Nancy Corbin and Ron Blicq will
arrive May 9 and conduct a mini-
workshop on technical writing and
oral communications.

New Membership Chairman Nancy
Corbin welcomes comments and
suggestions for increasing our
membership. Anyone interested in
serving on the Membership Com-
mittee should contact Nancy at
(703) 367-7558.

Education Committee Chairman
Ron Blicq reported that the last of
four courses that he and Cheryl
Reimold are teaching for NYNEX
will be conducted December 3 to 5.
He reported that he and Nancy Cor-
bin conducted a mini-workshop at
the University of Pennsylvania
Faculty Club for the Philadelphia
PCS chapter.

Again, Ron commented that he is
seeking future sites for these
courses and requested support in
marketing these workshops. Con-
tact Ron Blicq or Nancy Corbin if
you are interested in sponsoring a
mini- or an extended workshop on
oral communication and technical
writing or helping to market these
workshops.

President Joenk announced that
work is continuing on the 35th
anniversary history. Rudy also
shared a telegram with the AdCom
confirming Dr. Lantsberg’s visit-to
the U.S. in October '91. Dr. Lants-
berg will be the Keynote Speaker
for the Orlando Conference.

President Joenk appointed George
Martin to the AdCom to fill the
position left by John Moffett. John
Moffett is retiring from the Applied
Physics Laboratory and has resigned
the AdCom. Moffett, Chairman of
IPCC 90 in England, will be greatly
missed.

The AdCom is in search of an editor
for the PCS Newsletter. In addition,
several AdCom committees still
need chairmen. If interested, con-
tact Rudy Joenk at (914) 742-5665.

A follow-up colloquium with 10-15
U.S. participants is planned for
Moscow in October 1991. This col-
loquium with follow the IEEE
Region 8 colloquium and TAB
meeting planned for early October
1991 in Italy. Ron Blicq is serving as
chairman of this subcommmittee.

The next AdCom mecting is
scheduled for February 8 at IEEE
Headquarters in New York City. All
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members of the PCS are welcome to
attend AdCom meetings. Call Bill

Kehoe if you plan to attend in order

that he can make lunch reserva-
tions.

1991 AdCom meetings are
scheduled as follows:

February 8 IEEE Headquarters,
New York City
May 10, 11  Los Alamos and Santa

Fe, New Mexico
November 1 Orlando, Florida

December 6 IEEE USA Office,
Washington, D.C. -

IPCC 90 Conference Attendees Due
Partial Hotel Adjustment

Attendees who stayed at the
Guildford Post House Hotel (GPHH),
site of IPCC 90, will be receiving a
partial adjustment to their daily
delegate rate. The adjustment will
amount to 25 pounds per night
stayed at the hotel.

The adjustments were made because
Trusthouse Forte Hotels was having

a special promotion during the time
of our conference, featuring rates
lower than those specified in our
contract which was signed in 1989,

Further details about the adjusuments
will be in the next issue of the News-
letter.

William P. Keboe
IPCC 90 Finance Committee -

User-Specified Online Reference Manual

by Judy Myerson

Ever wished you were able to
design your online reference
manuals?

Online reference manuals are
already here. You see them as help
files for word processors, data bases
and other programs. Context-
sensitive and hypertext files are ex-
amples of showing different ways of
presenting the manuals.

Today, most online reference
manuals are designed by the ven-
dors. Several software programs
allow the users to specify the
delivery of technical information.
For example, GRAMMAR IV and
PROKEY PLUS permit the user to
create their own simple help files.

Tomorrow, we will see more and
more user-specified online manuals
with elegant features. Some manuals
will be developed by the users
taking advantage of software
programs featuring information
mapping techniques.

Information mapping has six basic
types, according to Robert Horn,
author of Mapping Hypertext
{published by Information Mapping,

Inc., 1989). They are concept,
procedure, process, classification,
fact and structure.

A concept map answers the ques-
tion: What is it? A procedure map
tells the user how to do it. A pro-
cess map describes how it works. A
classification map groups the kinds
and types. A fact map describes the
specifications. A structure map
shows the parts and pictures,

A classic example of concept map is
the blocks of usage, syntax, notes,
example, related functions and
related statements for each state-
ment or function, shown in Micro-
soft QUICKBASIC Reference Series.
On the left side of the page, block
titles are listed. On the right side,
information is grouped into several
blocks based on map types.

Information mapping techniques
will help the user to:design an
online manual in a modular form.
The techniques will make manual
revisions easier for the user. When
not revising, the user will find the
search for needed information
easier. The user will not waste time

looking at unnecessary information
in a nonmodular manual.

In sum, information mapping
focuses on how an online manual
should be effectively organized. It
interfaces various human cognitive
experiences and computer task re-
quirements. Infortnation mapping
may be considered a category of
natural language interface.

Judy M. Myerson is an Associate Direc-
tor of Speech and Natural Language
Processing and is an author on com-
Dputer subjects. For information on
editing, documentation, and computer
services, write to her at Post Office Box
2172, Philadelpbia, PA 19103 or call
(215) 961-1650. -
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Report Binding Using the ‘“TRI-S-PORT”’
(TRI-Spine-re-PORT) Method

by Dr. Stepben Jubasz and Dr. Paul Preston, with Dr. Amir Karimi

Abstract

Professional and technical reports
are often designed around the use
of appendices. Indeed, the content
of many such reports depends on
appendices for coherence, con-
tinuity and clarity. Yet, too often,
readers of such heavily appendi-
cized reports experience difficulty
and confusion in trying to properly
access the appendix materials while
reading through, studying and
working with the content of the
report itself. The “TRI-S-PORT”
method of report binding described
in this article is one that permits
simultancous reading of a report’s
text and appendices. It makes it
possible for a reader to remain on
one page of text while effectively
referring to one or more displays in
the appendix, or to remain on one¢
appendix display while moving
back and forth through the text of
the report. The ““TRI-S-PORT”
method is mostly applicable for
reports where both the text and the
appendices are printed on one side
of the page. If spiral binders (metal
or plastic) or wire comb binders are
used (binders which permit a 360
degree turnaround), the ““TRI-S-
PORT” report format can be used
on a table with a surface area as
small as 2 x (8.5 x 11.0""). Using
the plastic comb binder (which
usually does not permit a 360
degree turnaround), requires that
slightly more table surface be
available. (There are also “Narrow-
back spine” plastic binders which
provide de facto 360 degree turn-

. ability.) However, the plastic comb

binder does allow for printed infor-
mation on the solid cylindrical
outer surface of the binder.

Introduction

Most technical, scientific, business
and engineering reports contain
appendices. These appendices con-
tain information important to the
report content, but not considered
suitable for inclusion in the actual

body of the report. Scientific and
technical reports usually contain
many more appendix pages than
text pages. In fact, text pages are
often 25% or less of the total.
These tables, charts, graphs and
other forms of data provide a report
reader with details that are often
critical to the report’s coherence,
continuity and clarity. As a result,
there are frequent references in a
typical text to an item or display in
the appendix. In some cases, one
text page will refer to two or more
appendix references, setting the
stage for confusion. Many authors
have experienced misunderstand-
ings and miscommunications when
the readers of their work either
failed to consult the appendix, or
lost key information in the con-
fusion when moving between ap-
pendix and text, moving several
times back and forth, reading just
one page of the title.

There are many different methods
used by readers studying technical
and scientific reports. The method
used depends on the reader’s goals
in reading the report. Some reports
are casually reviewed, others are
thoroughly studied and used as the
basis for scientific analysis, deci-
sions concerning funding and other
important applications. If the goal is
a casual perusal, a glance at the ap-
pendices while reading the text may
suffice. If the goal is analysis,
decision-making or application, the
appendices will need careful,
thoughtful reading, with constant
reference back to the main text, to
maintain continuity and context.
Between these two extreme goals
for report readers is a multitude of
other variations. The methods used
to review scientific and technical
reports also vary with the reader’s
temperament, patience, sens¢ of
continuity and memory.

The goal of a report writer is to
place information in the hands of
readers in a way that will be useful

to them, and thus achieve the
desired outcomes for both writer
and reader. However, if the reader
has difficulty using the appendices,
or if confusion occurs when moving
between text and appendices,
neither the reader’s nor the writer’s
goals will be met.

The “TRI-S-PORT”’
method of report binding
permits the leisurely
reading of text and
appendices side by side.

The ““TRI-S-PORT”" method of
report binding easily solves many of
the problems report writers have in
presenting their material while
facilitating the work of the reader in
using and applying the material.

Conventional Methods for
Securing Report Pages

There are basically three broad
methods for keeping the pages of a
technical/scientific report in order
and together.

The first method, more frequently

found in manuals than reports, uses

a three-ring binder booklet. Pages

can be easily added, removed and

page sequences changed at will. The

ease of alteration, while an advan- ®
tage for some reports, may also

cause disadvantage. Because pages

can be easily added or sequences a
changed, the integrity of a report

may be compromised. When the

report content is highly technical,

and where a casual review might

not highlight continuity, the reader

who removes and replaces pages

from a three-ring binder may inad-

vertently change the page sequence,

and thus alter the report’s or

manual’s content.
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A second method for binding report
pages is to use a ‘‘book-like”’ bind-
ing method, using permanent bin-
ders (such as glue, staples, strips,
thermal binding or ‘‘perfect bind-
ings’") to secure the pages. This
method of binding makes additions
or deletions difficult at best. In
addition, permanent binding
methods (except for the “perfect
binding’’) make it very difficult to
completely open a report in a flat,
double-wide display of pages.

The third common method of
report binding uses some kind of
spine binding element. These ele-
ments include spiral binders (metal
or plastic), wire or plastic comb
spines. All of these binding devices
permit complete openability. They
allow the report to lie flat on the
reader’s work surface. The table in
Figure 1 outlines the commercially
available spine bindings, comparing
their features. (Price is usually of
secondary importance when choos-
ing a binding system for a scientific
or technical report.)

Figure 1.

“TRI-S-PORT”’

Today most scientific and technical
reports (in corporate, academic and
independent laboratory settings) use
some form of spine binding ele-
ment. In virtually all such reports,
there is one spine element on each
report, located on the left side of
the report (for texts in English,
Spanish, German, etc.) or on the
right side of the report (Japanese,
Hebrew, Arabic, etc.). The report is
read like a conventional book, from
front cover to back cover. Appen-
dices are placed at the back of the
report.

The “TRI-S-PORT” binding format
breaks the typical report into two
“*sub-reports,” each with its own
spine (one¢ for text, the other for ap-
pendices). The e two sections are
then joined in the middle by a third
(or “‘master’’) binding element. The
name ‘“TRI-S-PORT"’ derives from
“TRI"” referring to “three,” “S8” for
“Spine,” and *"PORT"’ to the last
four letters of ‘‘rePORT.” Figure 2
shows the appearance of the ‘“TRI-
S-PORT” report format from a ““top
looking-down’” viewpoint.
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“Plastic combs are also available with a narrow back spine, which permits de facto 360° turnability.

Figure 2,
Top View of TRI-S-PORT

Figure 3 shows the “TRI-S-PORT"™’
in various working modes. Figure
3a illustrates the report closed on
the desk-top or library display shelf.
Figure 3b illustrates the ““TRI-S-
PORT?”’ partially open to two sec-
tions which the reader is now free
to access, either the text (left side)
or the appendices (right side), or
both sides simultaneously and at
will. Figure 3¢ shows the ‘“TRI-S-
PORT”’ fully extended from the
back side (which would be facing
down when being used by the
reader). Figure 3c also shows the
layout and arrangement of all four
COVers.

Figure 3d and Figure 3e show two
examples of the ‘“TRI-S-PORT,”
with the two outer *“‘wings’’ folded
under for easier use by the reader.
Figure 3d shows text page 6 simul-
taneously being used with appendix
page 15, Figure 3e shows the same
text page 6 simultaneously being
used with appendix page 16. (On
Figure 3, the four cover sheets are
indicated by greek letters: a, f3, v,
and d).

In 1966, the author (§]), following a
brainstroming session at the
Southwest Research Institute (SWRI)
in San Antonio, used a prototype of
the “TRI-S-PORT"’ binding method
in a proposal by Applied Mechanics
Reviews/SWRI/ASME submitted to
N.S.F. While well-received by
readers at N.S.F., the method of
binding did not receive widespread
notice, although he and his col-
leagues used it at the SWRI. Also,
between 1967 and 1985, a key per-
son at SWRI in his workshops on
report preparations demonstrated
again and again a *‘TRI-S-PORT”’
format as an example for adding
creativity to this process. In the
spring of 1990, the author (§]),
working with students in the Engi-
neering College of the University of
Texas at San Antonio (UTSA), used
the *“TRI-S-PORT"’ method for bind-
ing the report they prepared for 2
special project. The impetus for this
paper was the number of responses
from professionals who had the
opportunity to work with the UTSA
project report and were interested
in the binding format and
methodology.
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“TRI-S-PORT’’ Advantages

The “TRI-S-PORT”’ method of
report binding permits the leisurely
reading of text and appendices side
. by side. If one text page refers to
more than one appendix, the text
page can remain in place (on the
left) while the appropriate appendix
page can be accessed and displayed
on the right. This report format
allows for a side-by-side display of
text and appendix on a minimal sur-
face area (two times the width of a
standard page) if the currently un-
used sections of the text and appen-
dix are folded back 360 degrees (or

and ease of access and reading, the
report can be spread out complete-
ly. Lying flat on a surface area of
four times the width of a standard
page, the “TRI-S-PORT"” report for-
mat allows the reader complete
freedom to move through the text

a

nd appendices simultaneously and

independently.

The ““TRI-S-PORT "’ format is not
tied to any of the four kinds of
spines. Indeed, the minor added

C

ost of using this format for profes-

sional and technical reports is offset
by the following benefits:

as much as possible) and tucked 1. Favorable impression on the
under. For maximum convenience reader/sponsor.
‘ 2. Ease of reading, when cross
referencing is required.
Figure 3, 3. Greater comprehension.
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d. Text Page 6, with Appendix 15,
with “Wings™ Folded Under

e. Text Page 6, with Appendix 16,
with “Wings” Folded Under

“TRI-S-PORT”’
Disadvantages

Unlike those standard report bind-
ing formats which require spine
elements (and hole punching on
only one side of the report), the
“TRI-S-PORT’’ requires three spine
clements and punching at three dif-
ferent places in the report. Also, the
““TRI-S-PORT"’ requires four cover
stock pages (three printed and one
unprinted), instead of the two or
occasionally three cover stock pages
(front, back, and appendix covers)
used in conventional report binding
formats. The back cover(s) remains
blank in both formats. The three
binding spines in the ‘“TRI-S-PORT”
occupy more shelf space than con-
ventional reports. It is necessary to
slightly shorten the width of the
left-hand section (usually the text
section), thus allowing the two out-
side spines to lie “‘nested’ rather
than on top of one another (see
Figure 3).

Another disadvantage of the ‘“TRI-S-
PORT”’ format is that the reader
must familiarize himself or herseif
to turn appendix pages in an un-
conventional direction (left to right
for texts in English, etc.).

The “TRI-S-PORT"’ format was
designed for reports with typing on
only one side of each page. How-
ever, back-to-back printing of both
text and appendices is possible if
the writer is able to assume the
reader will be able to fully expand
and display the complete report
(Figure 3¢). To use back-to-back
printing, the writer must be able to
assume the prospective reader is
willing to bear the slight incon-
venience.

General Objections

to Spines

Librarians often dislike reports
secured with any of the four types
of spine binders. These objections
are usually based on the fact that
the use of a spine binding makes
reports thicker on the left side than
on the right side, which results in
increased need for shelf space. This '
can lead to clumsiness in filing on
library shelves. Using the ‘“TRI-S-
PORT”’ format diminishes this ob-
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jection. Since there are spines on
both sides (left and right), the
shorter right-side pages allows the
report to fold into a more “‘bal-
anced’” entity.

A second objection of librarians is
the lack of identification on the
report spine. This objection can be
overcome by using plastic-comb
binders suitable for low-cost print-
ing of author/title and related infor-
mation. The printed plastic-comb
binders are cost effective in press-
runs of 100 or more.

Conclusion

The “TRI-S-PORT”’ report binding
format is an innovation in technical
and scientific writing. It offers the
writer a powerful option in layout
and design that can materially aug-
ment the power of his or her work
when presented in report form. By
improving the reader’s ability to use
a report, the *“TRI-S-PORT’’ format
makes a substantial contribution to
scientific and technical communica-
tion.
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Surviving in the Corporate Jungle

by Camille M. Tetta

You have the grades. You have the
talent. You have the drive to suc-
ceed. But, getting to the top re-
quires political savvy. Whether you
work for a research laboratory,
university, or corporation, you will
be subjected to on-the-job politics
unique to that organization.

As a newcomer to corporate life,
keep your eyes and ears open. This
is vital for career success. Ally
yourself with the wrong political

faction early on and you can dead-
end your career before it begins.
Identify those who run things (not
necessarily those with flashiest
titles), potential mentors and
political sponsors, and the shirkers.
Watch out for danger signals such as
fast climbs up the corporate ladder.
Too many vacancies at the top may
mean many have jumped off a sink-
ing ship. Learn the written and un-
written corporate rules at the begin-
ning to know what you are dealing
with before jumping into action.

Fairleigh Dickinson University,
New Jersey’s largest private
university, invites applications
and nominations for the posi-
tion of The Schering-Plough
Distinguished Visiting Pro-
fessor. Selected periodically,
this position has a central role
in the interdisciplinary M.A.
Program in Corporate and
Organizational Communications
in the College of Arts and
Sciences (Florham-Madison
Campus). In addition to offering
graduate courses and assisting
in thesis direction, the visiting
professor presents lectures to
the wider academic and corpor-
ate communities. Applicants

The Scherling-Plough Distinguished
Visiting Professor of Corporate and
Organizational Communications

must demonstrate a distin-
guished record of professional
or scholarly achievement, and
have national recognition. The
University expects to name a
nationally respected practi-
tioner or scholar for the Spring
1991 semester. Nominations, -
applications, and inquiries
should be sent to:

Dr. Michael Goodman

Director M.A. in Corporate and
Organizational Communications

Dept. of English/Communications

Fairleigh Dickinson University

Florham-Madison Campus

285 Madison Avenue -

Madison, New Jersey 07940

Women and minorities are encouraged to apply.
Equal opportunity/affirmative action employer

FDU

FAIRLEIGH
DICKINSON
UNIVERSITY
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Ask questions of seasoned profes-
sionals and listen to the answers
before offering your opinion (no
matter how brilliant). Read in be-
tween the lines (but don’t go over-
board) to discover key information
about political undercurrents.

Beginning engineers are often sur-
prised by the politics of the work-
ing world. One electrical engineer
remarked, ‘I didn’t expect such
bureaucracy in engineering.’’
Another electrical engineer added,
I was amazed at the game playing
that went on. Grown men and
women were vying for the boss’
attention like siblings trying to win
parental approval.” Similarly,
another remarked, ‘I expected peo-
ple to behave like ‘adults,” but I've
met many who put their own suc-
cess above everything else.”

Corporation politics can transform
mild-mannered young engineers
into ruthless competitors. John B., a
28-year-old clectrical engineer ex-
plained, “‘In college I was known as
easy-going and laid back. I was even
in control during exams. Now I'm
tense a lot of the time. I jog five
miles every morning to ease the
stress. The pressure to get ahead is
incredible.”

Having friendships with more
seasoned professionals can help ease
the stress imposed by corporate
gamesmanship. Shared insights
based on personal experience can
be an invaluable learning tool for

- beginners.

Corporate veterans will not always
be too eager to reveal secret strat-
egies to newcomers watching on
the bench. Talented, enthusiastic
young professionals are often seen
as threats by staid, bureaucratic

. older professionals. Try to establish

yourself as one of them, however,
and you might work your way into
the inner circle. One way is to vary
the people you lunch with in order
to connect with political heavy-
weights. Join the professional
society top executives belong to,
dress for success the way they do,
carry The Wall Street Journal or
demonstrate other qualities to fit in.
Be sure to let your individual style
shine through while doing so—you

don’t want to become known as a
corporate clone.

- Imitating your boss’ style of cor-

porate politics is one effective way
to gain political clout—this depends
on how much clout your boss has,
of course. (Is he or she the one
responsible for your raises and pro-
motions?) An attempt to outshine
the boss is also a sure-fire way to
fall into political disfavor. Over-
zealous neophytes will be kept
under thumb by the boss and future
advancement within the company
will be dubious. A politically
powerful boss in your corner, how-
ever, can be the edge you need to
get ahead. He or she can steer you

Beginning engineers
are often surprised by
the politics of the
working world.

in the right direction, and put you .
in the running for promotions. Do
try to publicize and promote
accomplishments whenever possi-
ble without overdoing it. Clearly
demonstrate to your boss how pro-
moting you will be advantageous to
him or her.

Establishing good relations with
peers and subordinates is also a
smart move—the more allies you
have in your corner the smoother
your career will run. Glory-seekers
will be resented and ostracized from
the inner circle. In the results-
oriented engineering profession, it
is especially important to share
credit and demonstrate team spirit.

Corporate politics are a fact of life
that students need to be aware of.
Patience is also a necessity. “‘I now
realize,”” says one 29-year-old EE,
“that career recognition takes
time.”” Talent and ambition are
necessities, but political savvy can
be the key that opens the door to
the executive suite.

Newcomers must be especially
careful to avoid stepping on hidden
land mines early on. For example,
budding executives often find them-
selves caught between two warring

factions. You can only stay neutral
for so long before you will be
forced to choose sides. Expert
strategists say that allying yourself
with the underdogs is better than
not taking a stand because not sign-
ing up can mean getting drafted or
caught in the cross fire. The ideal
situation, however, is to ally your-
self with the people who run the
show.

The phrase ““corporate politics’ has
traditionally had a strong negative
connotation. Young professionals
are usually totally baffled by the
*“ins and outs’ of on-the-job politics
and frequently, stricken with blind
idealism, refute its necessity. Too
often they fail to realize the positive
influence politics can have on an
organization. Skilled, politically
smart leaders can promote and im-
plement innovative ideas, team-
work, and a strong sense of trust
between co-workers. Egocentric
manipulators can always be found
lurking within the corporate struc-
ture, but they can also be found in
daily life. That is reality. That is life.
Corporations are merely a micro-
cosm of the real world with a daily
interaction between diverse person-
alities. Strong leaders can provide
the bond that unites these personali-
ties in the pursuit of common goals.
The rewards can be great for all.

Reprinted from 1EEE Potentials,
December 1987. -
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TOOLS OF THE
TRADE

by Cheryl Reimold

Negotiation and
Communication
Part 2: Communicating
Differences Away

Successful negotiation, I have sug-
gested, hinges on thorough prepar-
ation and good communication.
Last month, we looked at the initial
preparation or ‘‘situation analysis™
for a simple example: Your lab,
which runs tests for other depart-
ments in the research and develop-
ment center, is being overwhelmed
by “‘rush’ projects, resulting in low
staff morale and strained relations
with the departments you serve.
Your first idea is to reduce rush
requests by asking for a manager’s
signature on them. But as you
analyze the situation, you realize
that your purpose is more funda-
mental and requires a two-stage
negotiation: Get the other depart-
ment heads to support your request
for more resources so-you can give
them better service; and get top
R&D management to grant you
those resources.

Let’s examine how you might
approach this sitnation and how
good communication would help.

How to Give and Get
Cooperation

Negotiations reach the confronta-
tion stage mostly because of mis-
trust; if you want cooperation,
establishing trust is your most im-
portant job. And how do you build
trust? By communicating consis-

tently—not just at negotiation time
when everything you say is sus-
peci-—that you are responsive to
other people’s needs.

In our example, to negotiate your
colleagues’ explicit support, you
will need solid information on their
needs and priorities, sustained
efforts to meet those needs, and for-
mal feedback from them on pro-
gress and remaining problems. (All
this, of course, will form your
backup documentation when you
present your budget request to top
management.) In other words, you
are not dealing with some short-
term negotiation; the approach
required involves continuous high-
quality communications, plus con-
crete actions, that establish your
trustworthiness and willingness

to cooperate.

Taking the Cooperative
Approach Seriously

Suppose you evaluate your current
situation and find that:

® Your information on your cus-
tomers’ needs and priorities is
sketchy and not based on explicit
statements from them.

* You operate not on the basis of
what would best serve your
customers, but according to
unwritten rules of “How a Good
Analytical Testing Lab Is Run.”

* You do not use regular feedback
on how well you are serving your
customers but only respond to
complaints as they arise.

Clearly, this will not do. You decide
to embark on a systematic com-
munications program. First, you
compose a memo asking for a
meeting with your colleagues. The
memo might start:

I would like to ask your help in
finding ways to improve the
operation of the Analytical Lab.
The staff of the lab is very
anxious to do analytical work
that pleases everybody, but we
need better information than
we have now. So, we would
appreciate it if you could tell us
about:

1. Any problems you and your
staff have noticed.

2. The things you need most
from our lab, ranked by
priority.

3. Any extra services you would
welcome.

At the meeting with your col-
leagues, make sure you keep quiet;
you are there to listen. Your main
contribution, besides the initial
memo, i$ the agenda.

Next, you follow up with actions
and information. Develop solutions
to the problems that emerged and
share those proposed solutions with
your customers and get their
responses. Keep trying to meet
needs as they are formulated, get
feedback on progress and remaining
problems, and document each step.

And bow do you build
trust? By communicating
consistently . . .

Once you have shown your col-
leagues that you are committed to
meeting their needs and you can
document that the lab’s productiv-
ity is tops, you have a good chance
of getting their support as you
approach top management.

Needs-Centered
Communication Benefits
All this may seem like a lot of effort,
but it is worthwhile because it not
only helps you reach your negotia-
tion goal but also improves your
work as well as your business rela-
tionships. In sum, good, regular
communication will dilute potential
conflicts, establish your credibility
as a person who is truly interested
in cooperating, and build better
relationships.

Cheryl Reimold is author of more
than 100 articles and several
books, including How To Write a
Million-Dollar Memo and Being a
Boss. Her firm, PERC Communica-
tions (6A Dickel Rd., Scarsdale, NY
10583, telephone 914-725-1024),
offfers businesses in-bouse work-
shops and courses in communica-
tion, writing, negotiation, and
creative problem solving. -4



CALL FOR PAPERS

The Fourth
Conference

on

Corporate Communication

New Corporate Relationships
sponsored by
Fairleigh Dickinson University
The Florham-Madison Campus
Madison, New Jersey
Wednesday, May 22 - Thursday, May 23, 1991

The conference will focus on the responsibilities, roles, processes and issues of concern to corporate
communication professionals: changing expectations, global markets, shrinking budgets.

The site of the annual conference is the campus of Fairleigh Dickinson University, located in the heart of
corporate America. It is only 32 miles from New York City and its New Jersey location is surrounded by the
headquarters of more than 40 corporations in the Fortune 500.

We encourage your proposals for:
COriginal papers for the refereed PROCEEDINGS
Panel discussions
Complete sessions devoted to an issue
Workshops or demonstrations

SUGGESTED TOPICS:
» Managing Communications » Mergers & Acquisitions and Corporate Identity
+ Sefting Corporate Communications Policy + Managing Communications Technologies
¢ nvestor Cormmunications ¢ Community Right t0 Know: Media Programs
+ Ethics and Corporate Communications o Deregulation and Government Affairs
o Dedaling witrh Pressure Groups o Crisis Communication Strategies
¢ Total Quality Management and Communication + Employee Relations Approaches
¢ Graphics for Multicultural Applications + Managing Communication Quality: Smail Groups
+« Corporate Video for News Releases o Corporate Culture: Diversity in the Workplace
+ Communicating Technology to the Public + Corporate Philanthropy
s Innovations in Corporate Communication .

impact of the New Europe

Pian now to participate. :
To present a paper, propose a session, lead aworkshop, ortake part in a panel discussion, write a 300-550 word
abstract of your paper or summary of your ided. Send to:

Dr. Michael B. Goodman
Department of English/Communications

Fairleigh Dickinson University
FDU Florham-Madison Campus
285 Madison Avenue
FAIRLFIGH Madison, New Jersey 07940
DICKINSON
UNIVERSITY

. TN o ‘For general Information call: (201) 593-8710; (201} 593-8709 "«
an equal oppodunrfy/cﬁln'nofrvg action institution .
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Cover Letters Can Open Doors

by David V. Hizer

The campaign for a new job usually
begins with a period of prospecting.
It is probably the most important
activity in an individual’s search for
a pew position.

Prospecting invoives researching
companies for which you’d like to
work, as well as replying to ads and
possibly contacting employment
specialists. Writing effective cover
letters is one area that is often
underestimated and dismissed as
inconsequential in the overall
scheme of landing a new job. But
cover letters can be the important
key to opening the right doors.

Take Letter 1, for instance:
- (Names have been changes.)

Would you go on to read the
attached resume if you received
hundreds of similar documents each
week? I doubt it. The letter leaves a
lot to be desired: It lacks an invita-
tion to the reader to read more. It
fails to include vital information
and it lacks a definite purpose.

Effective cover letters convey a
. sense of purpose. They project an .
- air of excitement—both about the
writer and about the company for
which the writer wants to work.

' Letter 1

The letters should demonstrate the
writer’s understanding of the com-
pany’s goals, either by supporting
or challenging them.

A well written cover letter satisfies
the following objectives:

* It offers the job seeker the
opportunity to personalize and
target the resume to a particular
person.

¢ It gives the writer an opportunity
to direct particular attention to a
specific skill(s) that may be impor-
tant to the reader.

¢ It offers the opportunity to clear-
ly state why this organization is of
interest to the writer.

® It provides an opportunity to
control further communication and
follow through between the writer
and the recipient.

Let’s examine each of these points
more closely. . . .

Personalized

The personalized aspect of a cover
letter is one of its strengths. A
resume by its very nature is imper-
sonal. When mailed without a per-
sonalized cover letter, the resume
may give the recipient the notion

Arthur C. Reese, President
Southwest Tooling Research, Inc.
200 Mountain View Blvd.

Santa Fe, New Mexico 80801

Dear Mr. Reese:

your time.

Enclosed pleése find my resume. After reviewing it, | am sure you will find that I'm a
worthwhile and capable professional engineer that deserves further attention.

My current situation no longer offers me the challenge and responsibility level | de-
mand. Because of this, | feel it is time to seek out another opportunity.

If there is any interest in my capabilities, you can reach me at (417) 231-4414.
I'm positive you will find the time you spend analyzing my capabilities weil worth

Apri 18, 1981

Sincerely,

Ann Carmichael

that he or she is just one of many
impersonal stops along the cam-
paign trail.

Always address the cover letter to a
specific individual within the target
organization, preferably to the one
who most likely has decision-
making authority for the position
sought. Sales candidates should ad-
dress the sales or marketing officer,
while engineers should approach

Ejffective cover letiers
convey a sense of purpose.

the director of engineering. Any
well-stocked library should have a
variety of research aids such as
trade journals, ‘“The Standard and
Poors Register’” and ‘“The Dun and
Bradstreet Directory.” Solid
research results in a list of specific
individuals within target organiza-
tions. Good research allows the
writer to avoid the ill-advised
heading ‘“To Whormm It May Con-
cern.”’ If you have any doubt, call
the company to verify the person’s
name and title.

Directs Attention to a Skill

The ultimate question that job
seekers will be asked to answer
throughout their search is, *“What
can you do for us?” Its importance
during the prospecting phase can-
not be underestimated. The cover
letter allows the job seeker to
highlight or draw attention to a par-
ticular skill or accomplishment that
has meaning to the organization in
question. That skill might or might
not be included in the resume. Its
inclusion in the cover letter, how-
ever, communicates some important
data: that the writer has researched
the company, knows the company’s
needs, and can fulfill those needs.
In short it says, ‘“Here I am, the
employee you've been waiting for.”
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Clear Statement Indicating
Reason for Interest

This objective is the flip side of the
above, While before, the writer
highlighted a specific skill, here the
writer is indicating where in the
target organization this skill can

best be put to use. The writer is, ,
once again, reinforcing the image of
being knowledgeable and industry-
wise.

Control and
Follow Through

This objective provides an oppor-
tunity for the job seeker to control
the exchange of further communi-
cation. Much of the job search pro-
cess is not within the control of the
job seeker. Control, however, is
created when the job seeker mails
and follows-up on the mailing of a
resume and cover letter. The job
secker is initiating and following
through, two important communi-
cation tools.

Therefore, whenever possiblc diplo-
matically, yet assertively, designate
who shall do what and when. The
who in this case is the job seeker
taking the initiative; the when is of
the writer’s choosing. The objective
is to give the reader ample time to
receive the cover letter and resume
and digest the contents so that the
writer is 2 known entity when per-
sonal contact is made.

Now that the objectives of a cover
letter are clear, let’s return to the
opening example and analyze its
content more closely.

With the exception of being per-
sonalized and staying within the
recommended length of 200 words,
this cover letter accomplishes little.
The sentence offering an explana-
tion of the writer’s current situation
and why she wants to seek other
employment is neither appropriate
nor helpful.

Letter 2 is one way the original
letter can be revamped into some-
thing resembling a well written
cover letter.

This letter puts all four major objec-
tives to use. It stresses the writer’s
strengths and value (tooling re-
search and team experience) to the

Letter 2

March 5, 1981
Arthur C. Reese, President
Southwest Tooling Research, Inc.
200 Mountain View Bivd.
Santa Fe, New Mexico 80801

Dear Mr. Reese:

| read with great interest a recent article in Engineering Today entitled “Southwest
Tooling's Push to Maintain Engineering Excellence.” The article talked of your plans
to increase your Engineering Research Lab Team. This emphasis in expansion
appears to be a positive sign of Southwest's continuing dedication to quality service.
I am extremely intrigued by the team research concept you have developed. The
motivating force within a research team offers each member a sense of pride and
accomplishment.

My enclosed resume demonstrates my extensive, long range commitment to tooling
research. You will also notice my own experience working with the team research
concept. It goes without saying that you are looking for the best possible people to
staff your growing organization. | feel | can offer you and Southwest Tooling substan-
tial experience and the high degree of excellence you need.

| look forward to getting together to discuss your open position. | will call you during
the early part of the week, beginning March 22, to arrange an interview. | look forward
to discussing my possibie involvement with Southwest Tooling.

Sincerely,

Ann Carmichael

Letter 3

March 20, 1981
Mr. Robert T. McPhail
Vice President of Marketing
Lencor Industries, Incorporated
2002 Island Harbor
Fort Meyers, Florida 20114

Dear Mr. McPhail:

| recently reviewed, with interest, an article you wrote in Sales Management
Magazine entitled “Motivation Through Marketing Excellence.” The marketing
philosophy at Lencor corresponds to what | have accomplished on a smaller scale
in my current assignment.

As you will note from the enclosed resume, my sales and marksting accomplish-
ments, especially at Eastern General, favorably fit your “Marketplace Management”
concept.

Because of my familiarity with your customer base and distribution network, | feel
comfortable with my potential contribution fo your growing organization. My experi-
ence over the last three years of increasing sales within my territory of 31 percent
demonstrates my ability to succeed.

1 will be in Fort Meyers during the third and fourth weeks of April. May we sit down
and discuss “Marketplace Management” and my strong interest in your sales group?
I will contact you the first week in April to finalize arrangements.

I look forward to meeting with you.

Sincerely,

William J. Adamson
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reader. It answers the two impor-
tant questions. ‘“Why are you-send-
ing us your resume?’’ and ‘““What
value can you offer us?”’ The length
is within the recommended maxi-
mum of 200 words and the letter
closes with important phrasing ‘I
will call you,” which set the impor-
tant element of follow-up. The
overall tone is positive and infor-
mative but not wordy or overstated.
All in all, a well written cover letter.
Letter 3 is another good example.

Once again, note how each of the
four objectives is met using a force-
ful and energetic style. The writer
has zeroed in on his value and how
it relates to the reader’s needs.

A cover letter is essential to the job
search. Its effectiveness will depend
upon understanding and using the
four objectives outlined in the arti-
cle. A cover letter may not land the
job seeker a position, but it certain-
ly will influence whether the reader
will favorably review your resume.

David V. Hizer is Executive Vice Presi-
dent of William Labus and Associaies,
a Southfield, Michigan-based executive
search firm. The article is based on the
Sfirm’s booklet “Resume Power.” Jane
Raiti, a freelance wriler, assisted with
the research and preparation of the
article.

Reprinted by permission of The
National Business Employment Weekly,
publisbed by The Wall Street Journal,
©Dow, Jones & Co., Inc., (1981).

All righis reserved. '

The F? System:

by David W. Hughbes

So you're about to enter the “‘real
working world?” Great! Just realize,
though, that it’s tough to spend 100
percent of your time on engineer-
ing. Paperwork and other nontech-
nical tasks can occupy a big chunk
of the day leading to frustration and
dissatisfaction. However, you can
increase your engineering produc-
tivity by mastering some simple
techniques to handle paperwork
and related tasks.

TABLE I

The F3 System advocated here
forces the individual to mentally
place work-related items into one of
three distinct categories. The appro-
priate categorization is determined
by the ultimate action that is
necessary to dispatch the respective
task. The three possible actions—
Fix It, File It, or Forget It—are the
basis of the F3 System.

Category

Fix It
Fix quickly

File It

Forget It

Synopsis of the F? Categories
Remarks

Legitimate crises that demand immediate attention

Handle each itern only once
Minimize the time spent on this category

Longer-term tasks that comprise the heart of real engineering
Make a file folder for each

Have only one folder on your desk at a time

Handle an item only when you are progressing on that item
Spend the bulk of your time on this category

* The majority of your paperwork probably belongs in this category
» Next stop is the wastebasket or another person’s desk

* Handle each item only once

* When in doubt, throw it out

* Minimize the time spent on this category

A start to Time Management

Fix It

This category consists of items that
legitimately demand immediate at-
tention. For example, your boss is
down the hall meeting with some
customers. Shortly after the meeting
begins, he or she calls with the re-
quest for some of yesterday’s yield
data. Obviously, it is imperative that
you quickly assembly and deliver
these results in order to fnaintain
rapport with both your superior
and the customer. As a second
example, one of your employees
rushes into your office and an-
nounces that your signature is
needed for the impending liquid
nitrogen delivery.

These, and similar, tasks tend to in-
terrupt your pursuit of more signifi-
cant functions and should, thus, be
minimized at every opportunity.
However, they are inevitable and
when they do occur it is best to
address them immediately. The key
is to finish them quickly and to
handle the associated paperwork
only once.

File It :

The activities comprising this
category are longer-term tasks to
which you need to devote signifi-
cant attention. Often, they have
deadlines extending days or even
weeks into the future. These are the
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jobs that constitute the backbone of
real engineering. Examples might be
a technical article that you are
writing, some preliminary notes for
the design of a buffer amplifier or
the preparation of specifications for
next year's product portfolio.

In order to develop the mental
discipline advocated by the F3
System, it might be appropriate to
have a file folder for each task in
this category. Try putting these
folders in a convenient corner of
your desk drawer. Subsequently,
pull out only the folder that you are
currently working on.

Forget It

This bin is full of items that require
little or no real action on your part.
Thus, it is populated only because
your name happens to be on some
list.

An appropriate next stop for the
Forget It items is either the waste-

basket or another person’s desk. It
is important to recognize that any
significant attention to such paper-
work does not constitute a legiti-
mate expenditure of an engineer’s
time. Avoid indecision over the
required action by following the
adage, ‘“When in doubt, throw it
out.”

Summary

The F3 System just described
engenders a set of skills capable of
efficiently dealing with job-related
paperwork. In addition, it can also
form the basis of a time manage-
ment plan appropriate for all
engineering activities.

It is recognized, of course, that an
occasional boss views a clean desk
as the trademark of an unproductive
person. In contrast, a disorganized
working environment may delude
such a supervisor into believing that
the occupant is very busy doing

good things. We have no panacea
for addressing such mistaken per-
ceptions. However, if you are the
fortunate worker whose superior is
unenamored with chaotic activity
but very impressed with real pro-
ductivity, these tools summarized in
Table I should prove helpful.

Adoption of the F3 System is really a
commitment to a2 more disciplined
way of doing vour job. The re-
quisite mentality is both an aid to
eliminating desktop clutter and a
first step toward a more organized
and productive working life..

David W. Hughes is a Senior Research
Engineer with the Georgia Tech.
Research Institute and Microelectronics
Research Center in Atlania, Georgia.

Reprinted from IEEE Potentials,
December 1987. -

Merrill W. Buckley, Jr.
Elected 1991 IEEE President-Elect

Merrill W. Buckley, Jr., Manager,
Progratn Planning, Electronic
Systems Division, GE Aerospace and
Defense, has been elected 1991
President-Elect of The Institute of
Electrical and Electronics Engineers,
Inc. (IEEE). Mr. Buckley will serve
as IEEE President-Elect during 1991,
and will assume the office of Insti-
tute President on January 1, 1992.

The IEEE is the world’s largest tech-
nical professional organization with
over 315,000 members in more than
130 countries.

Of the 227,133 ballots that were
mailed to IEEE voting members,
47,006 ballots (20.7 percent) were
returned. This compares with 25
percent in 1988 and 26.1 percent in
1986, the last years in which a
similar combination of Institute,
Region and Division elections were
held. :

'

There were five candidates for the
office of President-Elect—three
nominated by the IEEE Board of
Directors and two petition can-
didates. Buckley and Martha Sloan,
present IEEE Executive Vice Presi-
dent, were petition candidates.
Edward C. Bertnolli, Theodore W.
Hissey and Edward A. Parrish were
Board-nominated.

When Buckley assumes the office of
President-Elect on January 1, 1991,
Eric E. Sumner, 1990 President-Elect
and retired Vice President of Opera-
tions Planning at AT&T Bell Labora-
tories, will become 1991 IEEE Presi-
dent. Sumner succeeds Carleton A.
Bayless, a telecommunications con-
sultant in Foresthill, CA.

In the election, IEEE members also
voted for Directors of Regions 2, 4,
and 6 and Divisions II, IV, VI, and
X. Region Directors-Elect were

selected for Regions S and 7, and
Vice Chairmen were selected for
Regions 2 and 6. The current Divi-
sion VIII Director, named by the
IEEE Assembly earlier this vear to
fill the vacant post, was confirmed
as Division Delegate to the
Assembly.

This election marked the third time
the IEEE used the approval plurality
voting system, a recently estab-
lished method for multi-candidate
elections. It permits each member
to vote for (‘‘approve’’) as many
candidates as he or she wishes. Each
vote counts equally and the can-
didate with the most votes wins.

Of the 47,006 IEEE members who
voted in the contest for President- -

,Elect, Buckley recieved 17,414

votes, or 37 percent. Sloan received

continued on page 16



The Institute of Electrical and Electronics
Engineers, Inc. |
United States Activities
Announces the 19th Annual Competition for

1991-1992
IEEE-USA Congressmnal Fellowships

A CONGRESSIONAL INTERNSHIP
' FOR MEMBERS OF IEEE

P
TR,

PROGRAM: Electrical and Electronics Engineess and Allied Scientists are competitively selected to
serve a one-year term on the personal staff of individual Senators or Representatives or on the profes-
sional staff of Congressional Commltte%w’The program includes an orientation session with other
Science-Engineering Fellows, spons%% by the American Association for the Advancement of
Science (AAAS). Y F i

,,z.%‘y,

PURPOSE: To make practical eﬁn‘*@rlbunons to more effectwe use of scientific and technical knowl-
edge in government, to educat€ ﬁhe Seiéntific commumtles regardmg the public policy process, and to
broaden the perspective of bgﬁl)ﬂtwhe‘”“‘ﬁiemtlftc amed gavernm@maLkommunltles regarding the value of

- such science-government mte;ac,%m T

, e

'CRITERIA: Fellows shall 6@sé§lede based%on techmcai om

vironment, and on ev1dencfewﬁ%eW1c%QMelnstLtgtg and

lection criteria are age sex cree%;accmthm background%artlsan political afflhatlons How-
3 Ct1O]

1ps for the 1991-1992 term.

e A BSERBRN amn_

atien and.a pph::zﬁon ‘foris ean be Obtaingd by calling W. Thomas

BET e R
A-OHic iMiashington, D¥C 61 by-writing:

Secretary, Congressional Fellows Program
The Institute of Electrical and Electronics Engineers, Inc.
1828 L Street, N.W.
Washington, D.C. 20036

Applications must be postmarked no later than March 31, 1991 to be eligible for consideration.
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Merrill BUCk.lCY Elected independent auditing firm, for manager, technical director and
(continued from page 14) tabulation and validation. project manager. His specialty is

15,900 (33.8 percent); Bertnolli
received 14,647 (31.2 percent);
Hissey received 14,259 (30.3 per-
cent); and Parrish received 12,092
(25.7 percent).

Elections for the office of IEEE
President-Elect are held annually. A
Constitutional Amendment passed
by IEEE members last year elimi-
nated the office of Executive Vice
President. Region and Division
Directors are elected to a two-year
term with half of the Regions and
Divisions holding elections each
year. Elections are conducted by
mail.

This year, ballots were sent to indi-
viduals who were voting members
as of July 31, 1990; these members
constitute approximately 72 percent
of the total membership. Associate
and student members do not have
voting privileges. Ballots were
returned to the Independent Elec-
tion Corporation of America, an

A member of the IEEE since 1950,
Buckley was named an IEEE Fellow
in 1987. He is currently First Vice
President of the IEEE Engineering
Management Society. Among his
many IEEE offices and activities, he
served as IEEE Executive Vice Presi-
dent in 1987 and Vice President-
Regional Activities, 1983-1984. He
was Region 2 Director, 1981-82,
and served on the Board of Direc-
tors, 1981-84 and 1987. He is Chair-
man of the Villanova University
Electrical Engineering advisory
committee and is a retired Naval
Officer (electronics/communica-
tions).

Buckley received a B.S.E.E. degree
from Villanova University and an
M.S.E.E. from the University of
Pennsylvania. His early career at
government laboratories focused on
research in advanced radar tech-
nology and airborne systemns design.
Prior to his current position, he
worked as a project engineer,
systems analyst, engineering

project management for complex
clecronic systems (i.e., AEGIS,
APOLLO, BMEWS). -

Now Hold on
Just a Minute

The average executive spends about
60 hours a year on hold on the tele-
phone, according to a survey com-
missioned by Accountemps, a per-
sonnel agency.

About 2,000 executives of the
nation’s 1,000 largest companies
reported that they waste 15 minutes
a day—or 60 hours a year for some-
one with four weeks’ vacation—on
hold; 32 minutes, or 128 hours a
year, reading and writing unneces-
sary mernos; and an hour and 12
minutes a day—more than seven
weeks annually—at unnecessary
meetings.
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