Administrative Support Guide
Who can assist me?

Each task below is assigned to the following person who can help you:

Viola Bryant 3-4888 vmbryant@mail.wvu.edu
Program Assistant 3-4887

Vicki Snively 3-4950 vicki.snively@mail.wvu.edu
AdmiInistrative asSIStaNCE. ... ..o.vieieiitiite it e eiie e e eee e aaaess Viola
Administrative assistance specific to grants................coooiiiiiiiiiiiiiienn.. Vicki
Bids/bidding process assSiStancCe.............eooeeerriieiiieeineeaiiieeainieaannns Viola
Budget development for grants...............c.oooiiiiiiiiiiiiii e Vicki
Building maintenance/repair re€qUEStS........ovveevirieeiiieii e Viola
Colloquium arrangements ...........coueeeeeeinreeiieeaiteerieeaeeeieeanniianness Viola
Conference room USE TeQUESTS. . ..ouuueeinttiitte it eeee et e e eaeeaaness Viola
COUISE DUYOUL. ...ttt e e et e e e aee s Vicki
Course conflicts issues for students........................... Program Assistant/Viola
Course scheduling w/facilities planning................cooovviiiiiiiiiiiieann... Viola
Course transfer qUeStIONS. ........c.ovvviiuieiiiieiiieiieeeennn, Program Assistant/Viola
Current research funding balances................cooviiiiiiiiiiiiiiii i, Vicki
Event planning...........coooiiiiiiiii i e Viola
Faculty flles.....cooiiii i e Viola
Faculty requests for special classroom Us€............covvviiiiiiiiiiiiiiiiinnnn. Viola
Faculty search tasks............cooiiiiiiiiiiiii e Viola
FedEX Shipments.........coooiiiiiiiiiii e Viola
Gant funding string information.................cooiiiiiiiiiiii i Vicki
Graduate student procedures/paperwork........................ Program Assistant/Viola
Graduate student records..............coeeiiiiiiiiiiiiiiiinn.. Program Assistant/Viola
Grant ClOSEOUL. .......uitit e Vicki
Grant extensions/NO COSt EXLENSIONS. ... uurtenttente et et ete et eaeenieneann. Vicki
Grant proposal aSSIStANCE. ... ...viiutie it e Vicki
GUESE AITANZEIMIENES. . ..t evvetttt et ettt ettt e et e e e et e e e eaaaeeennnnas Viola
Incentive Pay.........cooiiiiiii Vicki
Large cost (>$5,000) purchases...........ccoovieeiriieiiiiiiiiee i Viola
Late Registration...........cocvvvuiiiiiiiiiiiiiiiiiiii e, Program Assistant/Viola
New Employee ProCessing..........oovviiriiiiiiiiiiieiiiiieniieeiieeenaenn Viola
Office StrUCtUre qUESTIONS. ...cuvueet ettt e e e ae e Viola

Can'’t find what you are looking for? Ask Viola.
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Office sUpplies......ooviniiiii e Program Assistant/Viola
Parking permit 1SSUES. ......cvvveiriiiiiiieiiee i eeie s Program Assistant/Viola
Payroll for GRAS. ..o e Vicki
Payroll for GTA’s and student workers......................... Program Assistant/Viola
Pcard questions/paperwork.............coeeiiiiiiiiiiiiiiinnn. .. Program Assistant/Viola
Promotion and tenure............coovviiiiiiiiii i e Viola
Purchase Orders.........c.ooiiiiiiiii e Viola
Qualifying eXaminationS. .........c.oueueenttenteiiiree ettt eneeneenaeanns Viola
Research Corp. HaiSOn .........cooiiiiiii i e Vicki
Reimbursement requestS.......co.vvveeiiiiii i e Viola
Research dollars related............ooooiiiiiii e Vicki
ROOIM @CCESS. ..ttt ittt et et e e e Viola
Student drop-add 1SSUES..........ccviiiiiiiii i, Program Assistant/Viola
Student registration............c.ooviviiiiiiiiie i Program Assistant/Viola
Supervision of office staff. ... Viola
Teaching assiStant CONTIaACES.........c.eviiiiiitie i i eae e e Viola
Teaching schedule qUESTIONS.........cviviiiiiii i, Viola
Travel for faculty/staff/students................................ Program Assistant/Viola
Travel for GUESTS. .. .ot e Viola
TUITION WaTVETS. ..\ttt it ettt e e e et et e e e ee e et e e e et e e aeeeaneeenns Viola
Video Infostations. . ......ueeiiiiii e Viola
Visiting/prospective student assiStance..............coeovieiiiiiiiiiiieinieinennnn. Viola
Work requests for building maintenance................c..coooeiiiiiiiiiiiiiiiinnn.. Viola
Work study students...........ooeiiiii e Viola
WOTK VISaS. ettt e e Viola

Can'’t find what you are looking for? Ask Viola.



