Administrative Support Guide
Who can assist me?

Viola Bryant 3-4888 vmbryant@mail.wvu.edu
Miranda Heitz 3-4887 miranda.heitz@mail.wvu.edu
Vicki Snively 3-4950 vicki.snively(@mail.wvu.edu
AdmINIStrative aSSISTANCE. ... .vuvtentt ittt ettt ettt ae e raeeneareens Viola
Administrative assistance specific to grants................coeiviiiiiiiiiiiiiniann.n Vicki
Building maintenance/repair reqUESES. .......ouuveereenneenteeiieeneenneanneanans Miranda
Colloquium arrangements ............eoueeneeereeineenneeneeeiteeineneenneenneieann. Viola
Conference room and 25Live reServations. .......c.oveeeeneeeniereeeennnnnn. Miranda/Viola
COUTSE DUYOUL. ...ttt e et Vicki
Course scheduling w/facilities planning....................cooeiniennn... Miranda/Viola
Event planning..........c.oooiiiiiiiiii i e Viola
Faculty search tasks............oooiiiiiiiiiiiii e Viola
FedEx and other shipments...............cooiiiiiiiiii i Miranda
Graduate student records/DegreeWorks/Graduation.......................oeenen.. Viola
Grants (budget development, proposals, funding strings, extensions, closeout)...Vicki
(@3S A V0 €201 1e4S) 10 1S) 111 S Viola
INCENtIVE Pay......oiiiii i e Vicki
Large purchases/bidding process/sole source............o.cooveeeiiiiiiiniiiinneannn. Viola
Employee Processing........ccooiiiiiiiiiiii i e Viola
Off1Ce SUPPIICS. ..t e e Miranda
Parking permits.........c.ooiiniiiii i e Miranda
Payroll - GRA S, ... e Vicki
Payroll — GTA’s and student workers................oooiiiiiiiiiii e, Viola
Pcard questions/paperwork............coooiiiiiiiii i Miranda/Viola
Promotion and teNUIe. ..........oiuiiii i e Viola
Registration ISSUES........cc.vviiiiiiiiii i Miranda/Viola
Reimbursement reqUestS. ..........iviueenriieiiiene e e enee e, Miranda/Viola
Room access (offices and 1abs)............cviiiiiiiii i Miranda
Teaching schedule questions..............coeviiiii i, Miranda/Viola
TravVel. . e Miranda/Viola
Travel fOr GUESTS. . ...iit it Viola
TUIEION WaTVETS. ...ttt ittt et et e et e et e e e e e et e e e e e e eeeeneeennns Viola
T T P Viola
ViSiting SCholars. ..o Viola
Work study Students. ..........ovuiiiiie i Viola

Looking for something not on the list? Ask Viola or Miranda.
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