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The Organization:

In fewer than 80 years UCLA’s determined pursuit of excellence has propelled it from a small two-year college to a comprehensive institution in the elite company of the nation’s most prestigious research universities.  Today, UCLA is a large and complex institution devoted to undergraduate and graduate scholarship, research, and public service.  Known for academic excellence, many of its programs are rated among the best in the nation, some among the best in the world.  Some 282 buildings on 419 acres house UCLA’s College of Letters and Science and 11 professional schools and serve more than 35,550 students.  UCLA attracts the best and the brightest by offering one of the widest selections of study areas among major American universities.  Students can choose form more than 100 major fields and design their own interdisciplinary majors.  The diversity of academic programs draws strength from a student body that mirrors the cultural and ethnic vibrance of Los Angeles.


UCLA faculty rank among the top American scholars and scientists.  They include Nobel laureates, winners of the National Medal of Science, Guggenheim Fellows, recognized for distinguished research and exceptional promise for the future, and MacArthur Fellows, recipients of “genius grants” recognizing intellectual creativity and promise.  They are distinguished members of the American Academy of Arts and Sciences, National Academy of Engineering, National Academy of Sciences and Institute of Medicine.


UCLA faculty have been leaders in developing and disseminating new knowledge and technology, including:  the first rectilinear scintillation scanner; the first practical way to desalinate seawater; the process of radiocarbon dating; a test that has become the international standard for tissue typing; development of the material titanium carbide; the development of the Internet; two critical imaging technologies, synthesis and study of new forms of carbon; the CT and the PET Scan; the nicotine patch for smoking cessation; the Guglielmi Detachable Coil used to treat brain aneurysms; pioneering work on how ATP, the cellular energy that drives all biological reactions, is formed; the discovery of an antibody that may play a role in controlling metastatic breast cancer; and the development of genetic engineering techniques used to produce new hybrid crops.  They have also been instrumental in the establishment of numerous companies, including:  Amgen, Broadcom, Prometheus Laboratories, IntraBiotics Pharmaceuticals, Pro Duct Health and Protein Pathways.


UCLA is among the top research institutions for externally-funded research, teaching and public service program.  In 1998-99, UCLA received approximately $460 million in contracts and grants.  Expenditures for externally-funded programs accounted for approximately 15% of the $2.4 billion campus-operating budget.  In addition, a large number of biological materials, inventions and other tangible and intangible forms of intellectual property are produced and developed on campus. 


Cradled in rolling green hills just five miles inland from the ocean, UCLA is in one of the most attractive areas of Southern California.  It is bordered on the north by the protected wilderness of the Santa Monica Mountains and at its southern gate by Westwood Village.  Originally envisioned as a business district to serve UCLA, this picturesque college town has mushroomed into an entertainment magnet for the entire Los Angeles area.  The cultural treasures of the J. Paul Getty Museum and Los Angeles County Museum of Art are within a few miles as are other museums, the community of Beverly Hills, the Music Center, and the downtown business area.  Beyond that the deserts, snowcapped mountains, and ski resorts are little more than an hour’s drive.


See www.ucla.edu for additional information.

Location:


Los Angeles, California


The Position:

Reporting Relationships

The Executive Director – Research Administration reports to the Associate Vice Chancellor of Business and Finance Services.  Reporting to the Executive Director are the Director of Contract and Grant Administration; Director of Extramural Fund Management, and Chief Administrative Officer.  

Principal Responsibilities

The Executive Director – Research Administration is responsible for planning, managing, monitoring and controlling the administrative infrastructure and related systems that support and facilitate management of extramurally funded programs at UCLA.  The operation, designated as the Office of Research Administration (ORA)  is comprised of two separate campus operating units (Extramural Fund

Management (EFM) and Office of Contract and Grant Administration (OCGA), and an administrative support group with a combined operating budget of approximately $7.3 million and approximately 100 professional and administrative staff.  

The mission of ORA is to provide professional guidance and support for faculty, investigators and others within the UCLA research community throughout the lifecycle of extramurally funded activities.  ORA is staffed by highly skilled professionals whose contributions to the campus research mission  include establishing and maintaining administrative processes to ensure compliance and reduce institutional risk exposure.  As a service organization, ORA is committed to providing timely, accurate and courteous service, in a cost-effective, solution-oriented manner.  The organization is dedicated to service excellence, customer satisfaction, and professional growth and development.

OCGA has primary responsibility for supporting campus efforts to apply for, obtain and use extramural funds.  In 1998-99, extramural funds of approximately $460 million were awarded to the UCLA campus from a broad spectrum of funding sources, including government and non-profit agencies, and industry sponsors.  The department is divided into two functional areas – Government/Non-Profit Contract and Grant Services, and Industry Contracts.  In the Government/Non-Profit area, staff are currently organized into teams, each of which serves a designated group of campus departments.  This configuration allows for continuity of service by assigning to each campus department a single team of professionals that handles the majority of extramurally funded projects for the department.  Industry Contract staff are organized into two groups; one devoted specifically to working with investigators involved in clinical drug and device trials, and the other supporting all other industry sponsored activities.

EFM is responsible for overseeing all aspects of financial management for extramural funds awarded to the campus.  This involves assigning funds for all awards, monitoring expenses and invoicing expenditures against awards, reporting expenses, closing out awards, preparing the facilities and administrative rate proposal, and negotiating the rate agreement.  EFM is responsible for providing guidance to campus departments on fiscal requirements related to extramural funds, and for disseminating information related to interpreting and implementing University and campus policies and procedures related to the appropriate use and management of extramural funds.  EFM staff have been organized into functional teams by funding agencies and types of award-government contacts and grants, private contracts, PHS/NIH awards and other federal grants, and private grants but plans call for a reorganization creating a structure similar to OCGA to better serve the campus research community.

Specific Responsibilities

MANAGEMENT AND PLANNING

· Provides leadership, strategic planning and organizational direction to the EFM and OCGA units.  



· In collaboration with the Vice Chancellor, Research, provides advice on the impact of proposed legislative and regulatory initiatives; participates in research planning and coordination activities, and ensures compliance with UCLA, Office of the President (UCOP) and federal research policies.  


· Participates in a variety of UCLA standing and ad hoc committees and boards that advise the Vice Chancellor Research and the Administrative Vice Chancellor on matters relating to research conduct. management and regulatory compliance. 



· In collaboration with the Vice Chancellor, Research. and the Director(s) of the Office of University-Industry Relationships and Intellectual Property Administration, participates in long-range research planning for the campus and works collaboratively in preparation of contact and licensing documents and coordination of contract activities and processes within OCGA for projects undertaken by those offices.

· Oversees the development of electronic research administration initiatives that streamline campuses processes, increase efficiency and accountability and assure fiscal accountability. 

· Establishes short and long-term goals for the organization, in concert with the management team, in support of the campus research mission.

· Develops annual operating plans and budgets to reflect resources required to achieve strategic objectives and deploys the resources necessary to meet plans and achieve strategic objectives.

· Monitors industry "best practices", develops and implements programmatic and service enhancements as required by changing environments, technological advances and appropriate service and delivery strategies.

· Serves as an ex-officio member of the campus Research Advisory Board. With the Vice Chancellor, Research, formulates campus positions on major federal and state policies, procedures, relations and campus guidance related to sponsored projects administration and compliance issues.

· Institutes and, maintains proactive communications and educational programs for the campus research community to ensure awareness of funding opportunities, proper management of contracts and grants, regulatory requirements as may be changed or amended and proper accounting practices for extramural funds.

· Builds and maintains effective relationships with UCOP, other campus administrative units and with governmental, non-profit and business entities that provide funding to the campus.

OFFICE OF CONTRACT AND GRANT ADMINISTRATION

· Represents UCLA on administrative and compliance matters with extramural (federal, stare and local government, nonprofit agencies, business entities) sponsors of research, teaching and pubic service programs.

· Establishes and oversees processes for ensuring appropriate review and submission of proposals, acceptance of grant awards and negotiation and execution of contracts.


· Manages conflict-of-interest review processes as mandated by UCLA policy and State and Federal regulations.  


· Works collaboratively with other campus entities to optimize support for externally sponsored programs.


· Establishes operational systems that are efficient, effective and in compliance with university and sponsor regulations.

EXTRAMURAL FUND MANAGEMENT

· Oversees the processes for management and closeout of' approximately 6,000 contract and grant funds to ensure compliance with sponsor and University regulations. 


· Establishes guidelines for campus departmental staff, principal investigators, department chairs and deans in matters of fiscal compliance and proper financial management of contract and grant awards.  


· Develops the campus facilities and administrative rate proposal and coordinates negotiations with the Department of Health and Human Services, Division of Cost Allocation to achieve a beneficial indirect cost rate for UCLA.

· Resolves audit findings in coordination with Audit and Advisory Services.


· Monitors account receivables from sponsors in an effort to maximize short-term investment pool interest benefits to the University. 


· Administers the Personnel Activity Report system as managed by the Office of Management and Budget. 


· Establishes systems to monitor campus compliance with the cost accounting standards (CAS) and works with the Campus Controller and Corporate Accounting in updating the CAS Disclosure Statement (DS-2).

The Candidate:

Education/Certifications

An undergraduate degree is required.  An advanced degree in education administration, business, the law or other related field is preferred.

Professional Qualifications

· Strong leadership, organizational and administrative skills related to research administration and extramural fund management, preferably developed within a complex academic setting.

· Intellect, self-confidence and judgment to positively influence a broad and diverse group of internal and external constituents (e.g., senior campus and UCOP managers; faculty members and governing bodies; research sponsors including governmental and private industry, current and prospective licensees).

· Knowledge of federal regulations governing administration of contracts and grants including, but not limited to OMB Circulars A-21, A-110, A-133, Cost Accounting Standards, Federal Acquisitions Regulations and Federal Assistance Administration Regulations.


· General knowledge of laws pertaining to contracts, copyrights and patents.

· Working knowledge and demonstrated experience with business practices relating to intellectual property, its protection and commercialization. 

· Demonstrated ability to engage in problem solving, dispute resolution, decision-making and policy development activities. 

· Demonstrated skill in strategic planning within a rapidly evolving internal and external operational, legal and regulatory environment.

· Demonstrated skill in developing and monitoring budgets, service standards and performance metrics.

· Proven record of commitment to and demonstrated experience in delivering responsive service to faculty and other members of the campus research community.

· Ability to recruit, retain, manage and motivate managers and professional, administrative and support staff.

· Demonstrated skills in selection, training, delegation of work, performance reviews and corrective action. 

· Ability to develop and utilize management information systems to facilitate efficiency of operations.

· Demonstrated presentation, oral and written skills sufficient to convey complex information to diverse audience at all organizational levels. 

· Working knowledge of customer service, performance measurement and quality service principles. 

· Extensive management experience involving supervision of staff engaged in highly specialized and technical activities related to patenting and licensing of inventions, research administration and accounting. 


· In addition to the technical knowledge and skills and the strong administrative abilities required for the effective leadership and management of the research administration function the Executive Director must be:

· Imaginative and innovative, an academic and administrative entrepreneur

· Encouraging of, and responsive to, the ideas of others

· Open, accessible and communicative

· Sensible, fair and objective in decision making

· Willing and able to confront difficult choices

· Trusting of others and worthy of their trust

· A consensus-builder in an academic community environment

· Highly accomplished in interpersonal diplomacy

· Active and energetic, a self-starter, and well organized and efficient.

Compensation:

The compensation includes a salary benchmarked to the research administration market and a very attractive benefit package.

Procedure for Candidacy:
Qualified Candidates should forward resumes to:

Martin B. Ross, Dr. P.H.

Director

StratfordGroup

12424 Wilshire Boulevard, Suite 860

Los Angeles, CA 90025

Phone: 310.826.4466

Fax: 310.979.7462

martinross@stratfordgroup.com 

“UCLA is an Equal Opportunity /Affirmative Action employer”.
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