                                                         Vacancy Notice

                                                      Open to the Public

SPONSORED PROJECTS OFFICER

OFFICE OF RESEARCH & CREATIVE ACTIVITIES

STAFF REQ NO.:  O-102975

SALARY:  $36,600-40,000

LOCATION: ASU Main Campus

NO. OF POSITIONS: 1

WORK HOURS: 8:00-5:00 M-F

JOB TYPE:  SERVICE PROFESSIONAL

Resumes accepted until 5pm on:  2/15/2000, or EVERY (2) WEEKS until filled up to 06/15/2001

ROLLING DEADLINE: Resumes are reviewed periodically; 12/15/2000, or EVERY (2) WEEKS until filled up to 06/15/2001. Scheduled closing deadlines that fall on a non-business day at ASU will be extended to the next ASU business day.

DUTIES AND RESPONSIBILITIES: To provide a supportive environment to assist in increasing the number and frequency of proposal submissions. Work with faculty and university personnel to identify external funding sources for research projects including federal and state agencies, foundations and industrial firms.  Provide assistance in reviewing sponsor requirements and developing project budgets. Resolve administrative problems with project directors and sponsors to assure proposals are in compliance with appropriate federal, state, Board of Regents, and university policies and regulations. Develop and negotiate grants and contracts, advising project directors on financial management issues and other award and compliance terms. Review award documents, terms clauses and applicable regulations and facilitate resolution of administrative problems with project directors and sponsors prior to award acceptance. Administer subsequent awards. Work closely with sponsor officials. Present targeted workshops to assigned departments to promote efficiencies and cooperation throughout all aspects of sponsored activity. 

MINIMUM QUALIFICATIONS: Bachelor's degree in a related field AND four years experience in identifying funding sources, developing and negotiating creative grant contracts and in administering current contracts; OR, any equivalent combination of education and/or experience from which comparable knowledge, skills and abilities have been achieved. 

DESIRED QUALIFICATIONS: Evidence of experience with computer applications, specifically Microsoft Office applications and information dissemination technology. Demonstrated skill in budgeting and financial analysis. Evidence of strong interpersonal and communication skills. 

TO APPLY: Submit resume. Specify job title and the Staff Request Number. To apply by email, send your application material to resumes@asu.edu, referencing the SR number AND the job title in the subject line AND on resume. 

ASU does not pay candidates for travel expenses associated with interviewing, unless otherwise indicated by the department at the time of call for interview. Work experience must be verifiable to include employment dates. ASU offers generous benefits to its eligible employees including vacation leave, paid holidays, sick leave, self & dependents-reduced tuition, retirement, group life insurance, long-term disability coverage, medical insurance programs, flexible benefits plan and dental insurance plans. You may view our 'Jobs on the Web' Site at http://www.asu.edu/hr/jobs/.

TO APPLY:

Submit materials listed above specifying job title and SR# O-102975 by 5pm to:

                                                               Arizona State University

                                                               Human Resources

                                                               Box 871403

                                                               Tempe, AZ 85287-1403

                                                               Fax: (480) 965-6640

Arizona State University is an equal opportunity/affirmative action employer.

