Traci M. LaPlaca





Work: (352) 594-1919
17912 SW 83 Avenue




Cell: (352) 278-6938
Archer, FL 32618





Email: tlma@ufl.edu


Employment History

August, 2012-Present – University of Florida, College of Medicine, Dermatology – Administrative Support Assistant III (On-Target title from Administrative Asst)
Duties: Paper work to hire all new employees (Faculty, TEAMS, OPS, etc) in the department (exemption requests, advertising, requisitions, new employee paper work, EPAF, training, etc), payroll and leave keeping for department, credentialing process for new faculty and PA’s, property coordinator (UF, FCPA and Shands property) and annual scanning of UF property, process all incentive pays, bonuses, graduate letters of appointments, etc., miscellaneous personnel transactions as required, Effort Reports, Semester Assignment Reports, Space Reports, Tenure and Promotion packet preparation, immigration and visa renewals/applications (J-1, H-1B, permanent residency, etc). Maintaining Chair’s calendar, correspondence, travel plans, etc.

Supervisor: Troy Starling – (352) 594-1931
August, 2009–August, 2012 - University of Florida, College of Medicine, Neurological Surgery – Office Manager
Duties: Paper work to hire all new employees (Faculty, TEAMS, OPS, etc) in the department (exemption requests, advertising, requisitions, new employee paper work, EPAF, training, etc), payroll and leave keeping for department, credentialing process for new surgeons and nurses, property coordinator and STAR program participant (UF, FCPA and Shands property) and annual scanning of UF property, process all incentive pays, bonuses, graduate letters of appointments, etc., miscellaneous personnel transactions as required, Effort Reports, Semester Assignment Reports, Space Reports, Tenure and Promotion packet preparation, immigration and visa renewals/applications (J-1, H-1B, permanent residency, etc).

Supervisor: Margaret Dermott, retired (letter of recommendation upon request)
January, 2005–August, 2009 – University of Florida, College of Medicine, Neurological Surgery – Office Assistant

Duties: Paper work to hire all new employees (Faculty, TEAMS, OPS, etc) in the department (advertising, requisitions, new employee paper work, EPAF, training, etc), payroll and leave keeping for department, credentialing process for new surgeons and nurses, property coordinator and STAR program participant (UF, FCPA and Shands property) and annual scanning of UF property, process all incentive pays, bonuses, graduate letters of appointments, etc., miscellaneous personnel transactions as required, Effort Reports, Semester Assignment Reports, Space Reports, Tenure and Promotion packet preparation, immigration and visa renewals/applications (J-1, H-1B, permanent residency, etc).

Supervisor: Margaret Dermott, retired (letter of recommendation upon request)
October, 2003–January, 2005 – Stay at Home Mom

Duties: Endless

August, 2003–January, 2004 – Image Quest Worldwide, Inc.

Field Manager

Duties: Promote the University of Florida Visa card for Bank One at the University of Florida sporting events which include football, volleyball and men’s basketball home games. Place ads in local papers, recruit employees, train employees, correspond with employees, set up kiosks in designated areas, proof applications, ship applications to bank, fill out necessary paper work for employee’s payment and reimbursement each week.

Supervisor: Jim Beckmann – (702) 283-9568

August, 2002–October, 2003 – University of Florida, IFAS, Horticultural Sciences

Office Assistant

Duties: Payroll for approximately 150 employees, leave keeping for approximately 100 employees, travel preparation and reimbursement for 23 faculty members and their staff and students, secretarial duties for 23 faculty members and their staff and students.

Supervisor: Donna Dyer – (352) 273-3592
April, 1999–August, 2002 – University of Florida, IFAS, Agronomy Department

Senior Secretary

Duties: All of the below duties plus ordering all major office equipment. Coordinate office space and furniture ordering for new faculty joining the department. Coordinate the new phone system to be installed in the building. Also, learn how to process payment for the new University of Florida, Visa Purchasing cards.

Supervisor: Nancy Byrd – (352) 392-1811 (deceased).
April, 1997–March, 1999 – University of Florida, IFAS, Agronomy Department Secretary

Duties: Include the same duties as OPS position plus learning the EDIS system which is the publication system in which all IFAS publications are published. I was in charge of keeping track of Agronomy’s Extension publications and keeping them up to date and current.

Supervisor: Nancy Byrd – (352) 392-1811 (deceased).
November, 1993–March, 1997 – University of Florida, IFAS, Agronomy Department OPS (Other Personnel Services)

Duties: receptionist, phone coordinator, event coordinator, secretarial duties which include typing a monthly newsletter, correspondence for faculty, emails, etc. Fill out proper paper work to employ OPS, Graduate Student Assistants, etc. Back up for payroll, timecards, leave keeping, processing vendor payments, help maintain Chairman’s calendar, etc. Monitoring all property for the department purchased for $1,000.00 or over. Annual inventory of property. Keep current files on each piece of property. Ran errands daily.

Supervisor: Nancy Byrd – (352) 392-1811 (deceased).
June, 1993–November, 1993 – Wendy’s International

Duties: Cashier, sandwich maker, dishwasher, hostess, food preparer, clean for closing, etc.

Supervisor: Teresa Waters

Education
P.K. Yonge Developmental Research School

High School Diploma received June, 1993.
Computer Software

WordPerfect


Microsoft Word

Microsoft Excel

Microsoft Outlook

Eudora



Internet Explorer

EDIS Editor


Netscape


Power Point

Adobe Acrobat Reader
Adobe Writer


Omni Form Filler

Omni Form Maker

Meeting Maker

NERDC

PeopleSoft


EPAF



People Admin (Gator Jobs)
HireXpress


Epic



iThenticate
Direct Advantage



Certificates and Awards
Awarded Supervisory Challenger Certificate - 2009

Awarded Pro3 Series Certificate for HR/Payroll Management - 2009

Awarded Superior Accomplishment Award – 2000
Notary Public since 1998

References
Professional -
Frank Bova, Ph.D. – (352) 494-9456


Julie Ludlow – (352) 273-6976



Rachel Westwood – (435) 215-9708
Personal – Audra Tyler – (214) 995-0422
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