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OFFICE SCHEDULE
	Staff
	MON
	TUES
	WED
	THURS
	FRI

	Mary Beth Graebert
	x
	 
	x
	 
	x

	Caroline Hart 
	x
	x
	x
	 
	 

	Jordan Kenyon 
	 
	x
	x
	x
	 

	Erin Mulligan
	x
	 
	x
	x
	 

	Robert Nixon
	x
	x
	x
	 
	 

	Andrew Orlando
	 
	 
	x
	x
	x



MAIN OFFICE STAFF (Suite 101) – DUTIES AND CONTACT INFO
Mary Beth Graebert: lakemary@msu.edu (517-353-5274)
Director of Finance & HR – Manages School budget, processes HR transactions for faculty and staff, audits/approves financial documents, manages faculty position searches, addresses building operation issues, supervises office staff, assists with continuation/internal grant proposals, and post-award accounting on grants.

Janelle Curtis: jcurtis@msu.edu (517-353-9606)
Accountant – Monitors SPDC accounts, reconciles transactions, ensures compliance with university policies, processes salary redistributions, produces special financial reports (e.g., accreditation), assists with endowment/scholarship expenditures, issues copy codes, and approves bi-weekly payroll. Serves as back-up to Mary Beth Graebert as Fiscal Officer Delegate.

Erin Mulligan: klavoner@msu.edu (517-884-3957)
Assistant to Director – Manages director’s calendar, creates Zoom meetings, coordinates with search committee chairs in scheduling faculty searches, collects required materials for visiting scholars J-1 visa applications, coordinates the annual reviews and RPT process for faculty, facilitates part-time hire and reappointments for fixed term faculty, organizes accreditation reporting and site visits, and processes overload/special pay.

Andrew Orlando: orland21@msu.edu (517-353-4454)
[bookmark: _Int_signMX9v]Communications Coordinator, manage web content and social media, updates branding material, writes articles on SPDC news, coordinates communications for NCI, and assists with event planning.

Robert Nixon: nixonrob@msu.edu (517-432-0704)
Receptionist/Finance Doc Preparer, provides main office phone support, ordering supplies, processing travel requests and expense reports for guests, purchasing faculty conference registrations and membership renewals, processing invoices, parking requests, managing 24/7 building access and keys, scheduling rooms for meetings/events, and coordinating travel documents for students, class field trips, and university vehicles.


STUDENT SERVICES OFFICE STAFF (Suite 102) – DUTIES AND CONTACT INFO

Caroline Hart: hartc@msu.edu (517-432-3393)
Undergraduate Program Assistant – Responsible for processing course scheduling and curriculum changes and overrides; processing scholarships and donor thank you letters; compiling undergraduate data for accreditation; assisting undergrad advisors with student issues; processing HR forms for student and temp/on-call appointments; and processes student/temp payroll; monitoring biweekly payroll for hourly employees.

Jordan Kenyon: kenyonj6@msu.edu (517-353-9054)
Graduate Program Coordinator, assists current and prospective students; assists on graduate student admissions/facilitation; processes graduate assistantships and scholarships/fellowships; updates graduate curriculum and handbook; and compiles student data for accreditation, admissions, etc.


CANR IT (Room 108)

Dylan Pardee (pardeedy@msu.edu) & Aaron Richmond (richmo81@msu.edu)
IT Professionals, help with troubleshooting computer and printer issues and manages technology inventory databases.

 
 


