Department of Genetics– Administrative Staff

What do we do?????

(A)
Sandra Lee – Administrative Coordinator
· Direct Pay requests (small reimbursements, project/study participant payments…)

· Order office supplies for front office for use for GT and Genetics employees

· Establish and monitor standing orders

· Request all Purchase orders 

· Work Orders 

· Surplus equipment and other miscellaneous items (property custodian)
· Handle all mail and FED EX 

· Travel (prior approvals, registration fees, and reimbursements)
· Payroll
(B)
Heather Shields – Department Coordinator
· Assistant to Dr. Jay Kolls

· Coordinates Seminar Series

· Assists with Summer Student Program

· Special Events

· Genetics web-site and conference room reservations

· LGTRC performance statistics

(C)
Karen Cappiello – Assistant Business Manager
· Prepare Per-1’s and position descriptions (including advertisements)

· Prepare and process Per-2’s

· Departmental orientation to include: drug tests, parking, ID’s, CSRB 2nd floor access, keys, computer accounts
· Post-Award Grants Administration
· P-card reallocation

· VISA’s
(D)
Stephanie Laurent – Business Manager
· Departmental Financial and Operations Manager

· Grants Pre-Award

· Budget Planning
· Per-3’s 

· Special Projects

· Grants Database
· Business Manager for both Genetics and Gene Therapy

