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Administrative Staff

TBT

Academic Program Administrator

Ext. 2906 | | SST Room 111D

e Manages day-to-day undergraduate program
operations, committee liaison, and student worker
supervision.

e Manages promotion/tenure process and faculty
annual reports/manuscripts.

e Oversees all faculty and instructor searches.

Tammy Martin

Department Coordinator

Ext. 3277 | tammy.martin@rice.edu | SST Room 111

o Initiates setup for seminar speakers, visitors, and
suppliers in the i0 Financial System (payments &
travel reimbursements).

e Supports faculty with purchasing card expense

reports.

e  Assists students, postdocs, and staff with expenses and
reimbursements.

Bridget Reis

Seminar & Event Coordinator

Ext. 4082 | br75@rice.edu | SST Room 111

e Coordinates and manages scientific seminars,
workshops, symposia, and departmental events
(scheduling, logistics, AV support).

e Oversees digital communications: website, social
media, digital displays, alumni newsletter.

e Supports departmental operations through special
projects, faculty collaboration, and event planning,

Denisha Sotomayor Medina

Executive Administrator

Ext. 2895 | dcs11@rice.edu | SST Room 111A

e Chief administrative, business, and financial officer;
strategic support to Department Chair.

e Oversees operations, staff, budgets, research funds,
endowments, gift funds, and special projects.

e Leads annual budget development and coordinates
departmental reporting.




Pedro Prado

Lead Financial Administrator

Ext. 3868 | prprado@rice.edu | SST Room 111F

e Analyzes monthly financial activities for
research/discretionary funds; ensures compliance and
reconciles funds.

e Reviews and approves research proposals, purchasing
card transactions, and requisitions.

e Serves as backup to Executive Administrator for
research, administration and financial functions.

Kari Stein

Graduate Program Administrator

Ext. 5820 | ks127@rice.edu | SST Room 111E

e Manages day-to-day graduate program
administration; contact for orientation and recruiting
events.

e Staffliaison for Graduate Admissions and Graduate
Studies Committees.

e Updates program information in the graduate
handbook, brochure, and website.

Abby Vacek

Facilities & Purchasing Administrator

Ext. 5402 | akvl@rice.edu | SST Room 111G

e Handles departmental purchasing, lab supply orders,
and expense reports; trains staff on procurement
software.

e Manages space utilization, building security, office/lab
renovations, and equipment moves.

e Oversees building safety compliance, service centers,
and annual international organic chemistry
symposium.

Anita Walker

Chemistry Courses Administrator

Ext. 4027 | aawalker@rice.edu | DBH Room 255C

e Facilitates course scheduling, room assignments, TA
office hours, exam sessions, and qualifying exams.

e Prepares classroom materials, maintains Canvas sites,
manages grades and attendance.

e Oversees undergraduate academic processes and
TA/grader appointments, including payroll.




Chemistry Storeroom Staff

Javier Chavez

Chemistry Store Manager

Ext. 3257 | jjchavez@rice.edu | SST 113B

e Leads Research Support Center operations,
procurement, inventory, shipping/receiving,
compressed gases, cryogenic liquids, and lab supply
distribution.

e Directs operations, vendor partnerships, and financial
processes for multiple research locations.

e Provides operational leadership, customer support,
staff supervision, and cross-functional coordination.

Sydney Kolar

Storekeeper

Ext. 3275 | sak12@rice.edu | SST 113B

e Provides financial and administrative support for the
Research Support Center.

e Coordinates purchasing, vendor payments, expense
reconciliation, inventory, and financial reporting.

e Oversees storeroom inventory and accounting.

Israel Ramirez

Shipping & Receiving Coordinator

Ext. 3659 | ir28@rice.edu | SST Room 101

e Coordinates shipping and receiving for research
materials, lab supplies, and departmental deliveries.

e Manages compressed gas logistics.

e Oversees loading dock operations and material
movement.

Chemistry Teaching Stockroom Staff

Ruxin Feng

Teaching Stockroom Manager

] T Ext. 3488 | ruxin.feng@rice.edu | DBH Room 278

/ A% e Oversees undergraduate teaching lab setup and

preparation.

e Manages teaching chemicals and equipment.

e Maintains stockroom safety protocols and compliant
chemical storage.

Chemistry Research Group Staff

Jenna Kripal

Program Administrator

Ext. 8858 | BRC 367 | jlk1@rice.edu

e Administrator for Dr. Anna-Karin Gustavsson's
Research Group and NIS.

e Provides travel support for Dr. James Tour.

e  Supports post-award progress reports.




Gaby Paramo

Program Administrator

Ext. 4109 | BRC 1005 | gp53@rice.edu

e Administrator for Professor Peter Wolynes' Research
Group.

Selena Zermeiio

Program Administrator

Ext. 2233 | BRC 313 | selena@rice.edu

e Administrator for Dr. Han Xiao's Research Group and
the SynthX Center.

e Department liaison for visa paperwork and personnel
actions.

e Processes stipends and reimbursements for visiting
scholars.
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