Grants & Contracts Administrator


The Department of Surgery at Northwestern University is looking for an energetic self-starter to administer and manage its' growing research enterprise.  This position reports to the vice chair for research, the department administrator, and the chairman.  Responsibilities of this position include: overseeing research administration for the department, including developing and implementing grant policies/applications, processing and coordinating all aspects of grant submissions and post award regulation; training division administrators in research administration, including grant budgeting and application, grant award processing, grant accounting, and grant reporting; designing and maintaining research database for grant applications, submissions, and awards; interacting with a variety of individuals and organizations awarding grants; preparing detailed financial reports on a regular basis or as requested; and insuring departmental compliance with University and regulatory grant policies. 

The preferred qualifications include: bachelors degree in a business related field; masters degree preferred; or the equivalent combination of education, experience and training from which comparable skills can be acquired; 5+ years experience in grants management and administration, cost accounting standards, federal grant regulations, and strong financial background is a plus; excellent organizational, interpersonal, and communication skills are essential; ability to interact professionally with faculty, staff and students; and strong computer skills, especially Word, Excel and Access. 

Interested applicants should send their resume in confidence to:

Karen Q. Turner

Department Administrator, Surgery

Northwestern University

kqturner@nmh.org

