Grants Administrators Job Descriptions

Emory University, School of Medicine - 2005

Department of Internal Medicine

Title: Associate Director, Grants/Contracts

JOB DESCRIPTION: Directs the activities associated with grants and contracts accounting for a school or major division. Reviews and analyzes the financial impact of sponsored research proposals involving contracts, grants and other agreements. Reviews grant proposals and identifies and resolves compliance issues related to university and sponsor requirements. Interprets pre-award and post-award university and sponsored guidelines to faculty and staff. Signs proposals certifying that staff salaries and effort expensed to research grants and contracts is accurate. Analyzes changes in regulations and their effect on cost reimbursements and financial operations. Develops financial accounting systems to track expenditures for all programs. Audits individual sponsored accounts to ensure compliance with University and sponsored regulations. Implements and monitors systems of checks and balances consistent with standard accounting practices. Brings instances of non-compliance to the attention of the Associate Dean. Provides financial management training and support for department personnel/financial analysts. Acts as a liaison with other university departments. Develops and prepares operational and statistical reports for management and regulatory agencies. Identifies and assists in resolving critical space issues and in arranging for offsite space to accommodate new faculty and staff. Administers policies and procedures in accordance with state, federal and organizational guidelines. Hires, trains and supervises staff. Performs related responsibilities as required. 

Oversees both the pre-award and post-award activity for 10 operating units with a total of over $50 M in grant funding, works as a member of the department’s senior administrative team in decision making and implementation of organizational initiatives, represents the department in discussions / negotiations with university officials and outside agencies, manages a centralized clinical trial budgeting and negotiation team.

MINIMUM QUALIFICATIONS: A bachelor's degree in accounting, business management, finance or a related field.  Seven years of professional business or financial management experience which includes four years of grant financial management experience. Previous supervisory, university experience and advanced degree preferred. 

Salary range $51,105 minimum $65,634 midpoint 
From UNC Wilmington 2005:
GRANTS ADMINISTRATOR (University Administrative Manager II) #25184 Serves as liaison among principal investigators (PI’s), university administrative units, sponsors, and departments/deans. Interprets both agency and university requirements and policies/practices for departments and provides support to obtain newly available information on funding volume, timing of reports, fiscal issues and compliance with regulatory requirements. Independently makes decisions, authorizes actions, and manages the sponsored programs portfolio for assigned area. Generates reports (FOCUS/COGNOS/Access) to evaluate activity and available funds. Manages fiscal reports, accounts receivables and assists the faculty in determining funds available and timing of Human Resources changes to ensure continued support for grants employees. Must have an extensive understanding of related federal and state rules, regulations, policies, and procedures as well as the ability to interpret those of other sponsoring agencies. Must have outstanding verbal and written communication skills and an extensive knowledge of business administration and accounting practices, including both budgetary and human resources management. Must be able to plan and direct the work of others and design and implement administrative programs and procedures. Minimum requirements include graduation from an appropriately accredited four-year college or university in a related field and one year of experience in the management of administrative activities of a business or governmental program; or an equivalent combination of education and experience. Preferred qualifications include at least five years experience in the management of accounting/fiscal activities of a business or governmental program and/or a masters degree in a related field with post-award/departmental research administration experience. CRA certification and experience implementing and managing Banner Finance a plus.


The Scripps Research Institute – 2005

TSRI is seeking a Grant Administrator to act as a financial advisor to scientific staff regarding grants and contracts. Will create new accounts, monitor all expenses, verify availability of funds and allowable expenses as dictated by funding agency; communicate new regulations, procedures, and complete final expenditure reports. Forecast future funding and associated expenses. Act as liaison between labs and other departments at TSRI. 

Requires: A Bachelor's degree in Business Administration or Finance/Accounting and 2-4 years related experience; previous grant and contract experience is highly desirable. Must have strong communication skills, accounting knowledge and MS Office skills.

University of New Mexico Job Description (not an opening) 2004

SUMMARY: 
Provides administrative and technical guidance and support to faculty and staff seeking outside funding for research, public service, and special sponsored institutional projects. Negotiates, administers, extends, terminates, and renegotiates contracts and sub-contracts,as appropriate to the specific position. Researches and interprets relevant regulations, guidelines, and standards, and oversees the processing of contracts and/or grants.


DUTIES AND RESPONSIBILITIES: 

1. Guides and facilitates faculty and staff in the development and preparation of research proposals, contracts, sub-contracts, and agreements, to include budgets, documentation, and interpretation of funding requirements. 

2. Analyzes and evaluates contract and grant budgets for correct calculation of expenditure categories such as salaries, percent of effort, salary adjustment increases, fringe benefits, indirect costs, materials, and equipment. 

3. Serves as a central negotiator and liaison between the University, funding agencies, and contract entities; researches, drafts, and approves formal responses to requests for proposals, quotation, contracts, and agreements. 

4. Analyzes and evaluates awarded proposals, contracts, and subcontracts for compliance with funding agency, federal, state, and university requirements; prepares required acceptance documentation, and obtains official university signatures; recommends approval or rejection of deviations from contract specifications. 

5. Assists in the formulation of processes and procedures for negotiation of contract and grant pre-awards and post-awards to meet university requirements; researches appropriate federal, state, and local requirements to facilitate compliance by all parties; assists in arbitration and resolution of conflicting interests, as necessary. 

6. Coordinates receipt of awards and contract documentation; maintains proposal and funding records in database systems, and prepares scheduled and special reports, studies and analyses. 

7. Participates and/or assists in special projects, and performs associated administrative duties, as assigned; may provide functional direction to lower level technicians on assigned work. 

8. Performs miscellaneous job-related duties as assigned. 

MINIMUM JOB REQUIREMENTS:
High school diploma or GED; at least 7 years of experience that is directly related to the duties and responsibilities specified.

Directly related, completed degrees from accredited institutions may be substituted for experience on a year-for-year basis. 

KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED:
· Organizing and coordinating skills. 

· Ability to perform complex tasks and to prioritize multiple projects. 

· Strong interpersonal and communication skills and the ability to work effectively with a wide range of constituencies in a diverse community. 

· Information research skills. 

· Knowledge of grant funding policies and procedures and applicable local, state, federal and university regulations. 

· Ability to communicate effectively, both orally and in writing. 

· Ability to prepare research reports and proposals. 

· Ability to analyze budgetary line items for compliance with budget guidelines. 

· Records maintenance skills. 

· Knowledge of mathematics. 

· Ability to make administrative/procedural decisions and judgments. 

· Database management skills. 

· Knowledge of federal, state and/or community funding sources and mechanisms. 

· Negotiation and arbitration skills. 

· Knowledge and understanding of intellectual property rights laws, guidelines, and policies. 

· Ability to provide technical advice and information to faculty and staff in area of expertise. 

· Proposal and grant writing skills. 

· Knowledge and understanding of computer-aided research administration systems. 

	Office of Grant Services
Xavier University (www.xu.edu/grant_services/grant_manage.htm)

	


	Grants Management

	The office of grant services coordinates the administration of grant awards, linking the academic, development, financial and other divisions of the University.  While a number of individuals and departments within the University are involved in a variety of activities associated with each grant, grant services tracks each grant and establishes and maintains the University's official files for all grant awards.
Notification from the Funding Source
The office of grant services (ext. 3380) should be notified if the funding source contacts the project director with questions or to request additional information.
The project director should inform the office of grant services of the decision of the funding source.
THE PROPOSAL IS FUNDED:
Official notification of funding should be sent directly to grant services (ML 7730). Upon receipt, grant services will initiate the following:
Renegotiation
After receiving the award notification, it may be necessary to contact the funding source to renegotiate the terms of the award.  Renegotiation is handled by the office of grant services, with close consultation with the project director and the dean.
Acknowledgment of Award
If renegotiation is not necessary or once renegotiation is complete, the office of grant services will ensure that appropriate acknowledgment and acceptance of the award are forwarded to the funding source. 
Request for Budget Number
Grant services will complete the Grant Award Summary form, attach appropriate documentation and forward this information to the comptroller's office for budget number assignment.  The comptroller's office will contact grant services with the budget number or if additional information is needed.
Award Review with Project Director
After the budget number has been received from the comptroller's office, grant services will meet with the project director to discuss budget information, award restrictions, reporting procedures and deadlines, etc. Questions that the project director may have will be addressed at this time. The project director will sign the Grant Award Summary form certifying acceptance of the terms and conditions of the award.
THE PROPOSAL IS NOT FUNDED:
Unfortunately, the majority of grant proposals are not funded. Failure to receive funding during the first submission does not mean a project idea should be abandoned. Most funding sources will allow for resubmission of a proposal. Another option is to investigate alternative funding sources.
Resubmission
The first step is to get feedback from the funding source. Many federal programs will furnish comments made by reviewers to the applicant.  This information will indicate where reviewers felt the project was weak and whether the proposal should be resubmitted after revision. Unfortunately, some funding sources (typically smaller foundations) do not provide feedback to applicants. However, it may be helpful to contact the funding source to see whether they will discuss the proposal. This option should be coordinated through the office of grant services.
Alternative Funding Sources
If the project director cannot or does not want to pursue support from the same funding source, he/she may consider applying to alternative sources. In some cases, it may be worthwhile for the project director to scale down the project or to seek funding for only part of the project. The project director may also consider applying to smaller grant programs in order to establish a history of support before approaching major funding sources for larger grants. The office of grant services will be available to provide assistance with investigating new funding sources and altering the project proposal.



