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Our Mission

ÅRepresent the Dean and the College by providing exemplary role 

modeling and standards when interacting with our faculty, staff, 

students, University administration as well as members of the 

community.

ÅOur office takes great pride in serving our stakeholders by 

responding to inquiries as expeditiously as possible.

ÅWe are a team of dedicated professionals committed to setting the 

standard for integrity and customer service in our College and 

serving as a reference and guide to all administrative matters. 



Elaine Van der Put, PhD ïSenior Associate Dean for Administration and 
Assistant Professor of Biomedical Science

Elaine is the new Senior Associate Dean for Administration. In her role she will help lead the college's 
forthcoming strategic planning initiative and its implementation. She oversees development, 
communications, facilities, operations, and the Dean's office staff, while contributing to other key 
areas including finance, IT, recruitment/retention and special projects.

Debbie Roski ïDirector of Faculty and Staff Affairs

Debbie manages the appointment and reappointment process for compensated faculty and staff and 
she serves as the liaison to the Provostôs Office, Human Resources and College units on faculty and 
staff hiring matters. She works closely with the Assistant Dean for Faculty Affairs and department 
chairs in the coordination of promotion and tenure processes, faculty assignments, faculty 
evaluations, and sustained performance evaluations. She works closely with the Senior Associate 
Dean for Administration on staff affairs projects. She also works with leadership to develop and 
maintain faculty and staff affairs policies.

Who We Are



Gina Seits ïAssistant to the Dean & Administrative Coordinator

Gina is responsible for the coordination of complex and varied administrative support for Dean 
Boiselle. She manages his complex calendar, coordinating with university administration, college 
leadership, and community leaders, and provides logistical support. Gina also coordinates and 
facilitates effective and timely communication between the Dean and important constituents. Her 
ultimate goal is to ensure that Dean Boiselleôs day runs as smoothly as possible.

Autumn Mreczko, MHA ïSpecial Projects Coordinator

Autumn provides project manager support for special projects in the Deanôs Office, such the strategic 
planning process and new employee orientation. She also coordinates the collegeôs monthly staff 
meetings and service projects.

Autumn is also part of the Marking and Communications team, managing new web requests and 
content updates, editing college communications, and working to make the college visible in the 
community.
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Sarah Herrero ïCoordinator, Faculty and Staff Affairs

Sarah is responsible for reviewing and processing faculty appointments, modifications to faculty appointments 
and faculty appointment renewals. She also assists the Director of Faculty and Staff Affairs with responding to 
faculty and staff affairs projects and information requests.

Sarah is the point of contact for Workday reporting requests from internal and external sources, i.e., the 
LCME and AAMC and she maintains the Deanôs Office section of the CoM Intranet.

Diane Buss ïAdministrative Specialist, Faculty and Staff Affairs

Diane provides backup administrative assistance to the Office of the Dean: she prepares draft agendas 
and minutes for the Deanôs meetings, answers the Office of the Deanôs main phone line and provides 
backup for the Deanôs assistant to help manage the Deanôs calendar. Diane provides assistance to Staff 
HR partners when needed. She reviews and processes the staff recruitment and hiring requests, 
appointment renewals for the Office of the Dean.

Diane also serves as the liaison to faculty supervisors, chairs, external and internal legal counsel, 
International Student and Scholar Services and HR with regard to immigration matters.

Jennifer Govender ïAssistant to the Senior Associate Dean for Administration and Administrative 
Specialist

Jenny Govender provides administrative support and manages calendars for the Senior Associate Dean for 
Administration and the CFO. She works closely with legal counsel to process college agreements and 
contracts.

Jenny also serves as HR Partner for Finance and COM IT and provides assistance to staff HR partners in 
other units, as needed.
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The Charles E. Schmidt College of Medicine Administrative Policies 
serves as a reference and guide to administrative matters for ALL 
employees of the College.

The provisions of these policies are subject to applicable Federal 
and Florida laws, and University Regulations.

All University policies apply to college employees unless specifically 
addressed in these College Administrative Policies.

We encourage all employees to review the administrative policies 
and handbook at:

http://med.fau.edu/faculty/policies.php

College Administrative Policies

http://med.fau.edu/faculty/policies.php


College Administrative Policies

The College Employee Toolkit provides a brief summary of some of the important policies found in 
the College Administrative Policies. Faculty and staff should be aware of the following:

ÅStaff Performance Appraisals and Faculty Performance Evaluations

Å Injury on the Job

Å Leave Programs
Å Family Medical Leave Act: qualify after 1 year of employment

Å http://www.fau.edu/hr/files/FMLA_AND_EXTENDED_MEDICAL_LEAVE.pdf

ÅReport of Outside Employment for FAU Employees

ÅMedia Relations

ÅChildren in the Workplace

ÅDress Code for Faculty and Staff

You can find the Employee Toolkit on our website 
under Faculty and Staff �ÆOrientation Materials.


