
Task List- When to Contact Julie
Administrative Assistant Support
Julie Dube: julie.dube@ucr.edu 
Monday’s & Friday’s 7:30-4:30pm
Sproul Hall 4134

1. Lodging reservations with Mission Inn
2. Meal reservations with restaurants of faculty choosing **Only on a request basis
3. Parking requests 
4. Itinerary creation in support of faculty (POSC)
5. Daily event and reminder emails–manage and review emails that Marly sends to make sure accurate and timely
6. Work orders (facilities)
7. Campus dining recharge requests, usually for the Barn for lunch 
8. Set-up speaker presentations– Marly has been supporting this and will continue to on the days she is in. Julie will assist on Monday’s and Friday’s
9. Coordinate keys and space management for TA’s- Spring quarter (POSC) contact Lori for assistance
10. Weekly meeting with POSC communication committee to prepare for seminar visitors
11. Create flyers for POSC and circulate them to all students and faculty using Canva template 
12. Manage incoming email requests and direct inquiries to proper staff members by using the Staff Quick Help Guide which is POSC specific, but also helps to understand ECON.
13. Manages entry updates to department websites with seminar info and contact info all changed daily, weekly and quarterly- Marly will continue to make the changes, Julie will ensure accuracy
14. Manage and work with student assistants to keep up building and support for faculty. We have two student assistants, Marly Atti and Russell Kondoker. 
15. Printing exams, faculty will send requests to print exams. If Julie is out of the office, please send to Gary for ECON or Lori for POSC.
16. Work Order System (Web recharges, receiving, mail, digital print (P&R), multi-media (media works) services)
