
CANCER BIOLOGY  Primary Responsibilty
Office support staff responsibility matrix updated: 12/14/07  Backup support
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Animal Care Applications

Biosketches

Budgets/Financial
Center Number Requests
Financial Planning
Grant Applications
New Budgets (1275)
Budget changes
Ba3 Reconcilliation, Summary reports
G/L Reconciliation (close outs) /Je's

E-mail
Check requests
Coffee Supplies
Common Equipment
Computer Resource

Computer Support
File Server Access
Internet Home Page
Software Installation

Consultants/Speakers
Copy Machine

Access Code
Assistance
Maintenance

Data Entry (Ba3)
Distribute Mail
Equipment Inventory

Order Capital Equipment
Assigns Machine Tags

Faculty Appointments
Fax Machine
Financial Reports
Graduate Program

Assists Course Directors
Registration
Graduate Award Form
Payroll Deduction
Student Photo Board
Stipend arrangements
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Grant Applicatons
Maintain IRB/Animal care calendar
Process IRB/Animal care requests
Other support
Process Grant application forms
Print and collate appendicies for grant applications

Review/Approve FSR's, grant apps

Human Resources
New employee orientation
Classificaton/Recruiting
Visa Processing
Compliance
Benefits
Department Website

Human Tissue (IRB) applications

Keys

Medical Education (Histologyand CanBio Courses)
Assist Course Directors

Office Supplies

Other Support

Payroll/Pafs/New Hire forms
Timesheets
Cost allocation
Paychecks/Stipends

Policy/Procedure Info
Financial 
Administrative

Purchasing
Training lab personnel
Purchase orders
Orion, Pcard and Eproc ordering systems
Prepare dept orders
Assign charge # to other dept's billings
Procurment card

Radiation Safety badges

Reimbursements

Seminar Speaker visits

Signature Authorizations

Space and Facilities
Renovations
Space Inventory

Stipends
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Telephone
Telephone list
Receptionist
Telephone Hardware
V-net
Voice Mail

Travel
Travel Request (pre-travel)
Travel Advance (post travel)
Travel Reimbursements (post travel)

Visual Aids
(projection lamps,batteries,pointers)

Work orders


