THE CHILDREN’S MEMORIAL MEDICAL CENTER

Chicago, Illinois

Position Titles:
Associate Director, Grants and Contracts
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Assistant Director, Grants and Contracts



Department:

CMIER, Office of Sponsored Programs (OSP) 

Reports To:

Director, OSP

Children’s Memorial Institute for Education and Research (CMIER):

Children’s Memorial Institute for Education and Research (CMIER) is the focal point for all basic and clinical research conducted at the Children’s Memorial Hospital (CMH).  Children’s has consistently ranked in the top ten children’s hospitals, both in U.S. News and World Report surveys and in terms of grants and contracts received from the National Institutes of Health.  CMIER has recently completed a major five year growth plan which included construction of a 71,000 square foot research facility and a 300% increase in external funding for grants and contracts.  In our new Strategic Plan for 2001-2006, CMIER began planning for and construction of 50,000 square feet of additional laboratory space, acquisition of new clinical research space, and a major strengthening of the administrative infrastructure to support our research mission.  The successful candidates for these two (2) positions will play a major role in the development and implementation of our post-award grants management program.

General Summary of Position Responsibility:

Reports to the Director, OSP and is responsible for assisting the Director, OSP by providing project management assistance including post-award grant management and the development of an awards database, conducting budget and proposal management and review, managing the information dissemination process, assisting the Director, OSP with other post-award activities and general departmental administration.

Principal Duties and Responsibilities

1. Assists principal investigators in managing external grants and contracts, planning and carrying out research programs and goals to assure compatibility with available resources.  In addition, the Associate Director will be responsible for complex projects often involving multiple sources of funding.  The Associate Director will also provide advice and guidance to the entire OSP team on post-award management issues. 

2. Coordinates administrative aspects of all externally funded research programs with principal investigators.

3. Carries out administrative policies, procedures and directions of the Director, OSP, Administrative Director, the Director and President, CMIER, and the CMIER Board regarding allocation and utilization of CMIER resources.

4. Implements and interprets research and financial policies and procedures for externally funded research projects.  In addition, the Associate Director will assist in the development of financial policies and procedures for the CMMC and CMIER.

5. Maintains the current and historical computerized databases for the Office of Sponsored Programs. In addition, the Associate Director will develop and coordinate the computerized databases for the OSP.

6. Assists in the development of reports on proposal and award activity.

7. Assists principal investigators in the administration of internal and external requirements of grants and contracts.

8. Monitors compliance to the requirements of the award documents and to the policies and procedures of the sponsoring agencies, CMIER, and the Children's Memorial Medical Center (CMMC).

9. The Associate Director will also serve as policy advisor and ex-officio member for the Institutional Animal Care and Use Committee (IACUC) and the Institutional Review Board (IRB).

10.  The Associate Director will also maintain the CMIER Research Policies and Procedures Manual.

Knowledge Skills, and Abilities:

1. The Assistant Director will have a level of knowledge normally acquired through the completion of a Bachelor’s Degree or equivalent experience in research administration.  The Associate Director will have a level of knowledge normally acquired through the completion of a Master’s Degree or Bachelor’s Degree or equivalent experience in research administration.

2. The Assistant Director will have one to three years of progressively responsible experience in research administration.  The Associate Director will have five to seven years of progressively responsible experience in research administration.

3. Interpersonal skills necessary to provide effective leadership for subordinate personnel, to a variety of internal and external contacts, and to interact effectively with physicians, Principal Investigators, and other medical center personnel.

4. Ability to establish priorities and react promptly to a large number of requests and needs.

5. Excellent written and oral skills.

Application Process:

Interest Candidates should submit resumes and three (3) references to:

Thomas M. Kormos, MBA

Associate Director,

Grants and Contracts

Children’s Memorial Hospital

2300 Children’s Plaza, No. 205

Chicago, Illinois 60614-3394

773-880-8235 (v)    

773-880-3282 (f)

tkormos@childrensmemorial.org

The above statements are intended to describe the general nature and level of work being performed by people assigned to this job. They are not intended as an exhaustive list of all duties and responsibilities associated with it. 

Children’s Memorial Hospital is an Equal Opportunity/Affirmative Action employer and does not discriminate because of race, creed, sex, age, national origin, physical or mental handicap or sexual preference.

