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December 13, 2001

To:

Interested Research Administrators

From:

Philip V. Spina, CRA, Chief Administrative Officer, CMIER

Subject:

Director, Office of Sponsored Programs

The Children’s Memorial Institute of Education and Research (CMIER) at Children’s Memorial Hospital in Chicago, announces its search for a Director of the Office of Sponsored Programs. CMIER opened in 1995 after a decade of research development and preparation by the Children's Memorial Medical Center, Northwestern University, and Northwestern University Medical School. Situated in the heart of Chicago’s Lincoln Park neighborhood, CMIER offers candidates an urban setting and an exciting office environment working among internationally renowned research scientists. The promise of CMIER's basic and clinical research is drawing some of the finest scientific minds from across the nation toward the goal of finding better treatments for diseases of human development, especially those that threaten children. The expansion of its research faculty, the growth and development of its research infrastructure over the past six years complements its modern research facility. The construction of the second phase of the research facility, scheduled to begin in June 2002, and the planned expansion of CMIER’s research faculty are   manifestations of Children's Memorial's commitment to improving the lives of children through medical research.

The Director is responsible for the administration of the Office of Sponsored Programs which presently includes four professional staff and two clerical staff.  Through the work of the OSP staff, the Director will process, prepare and administer proposals and awards.  The goal is to provide a full complement of pre- and post-award services necessary to seek, obtain and administer external funds; coordinate post-award management, including facilitation of interactions between Finance and the Office of Research Administration. In conjunction with the Director of Research and the Chief Administrative Officer, the new Director will develop and implement policies and procedures for the administration of research and supervise various institutional compliance committees. The Director will also serve on various research committees and serve as liaison between the Hospital and external funding agencies, professional research organizations, and between the Hospital and Northwestern University’s Office of Research and Sponsored Programs.  Coordination of technology transfer efforts regarding such issues as patent and copyright, material transfer agreements and technology non-disclosure agreements will also be among the responsibilities.

The ideal candidate will have the ability to interact effectively with physicians, principal investigators, medical center personnel, external funding agencies and a variety of internal and external contacts.  This individual will possess exceptional organization skills and the ability to work effectively under pressures of various deadlines, as well as possess an excellent command of the English language and have knowledge of medical terminology, computers and computer software. A minimum of eight years of progressive administrative experience in a medical or research setting is required. The level of knowledge normally acquired through the completion of a master’s degree  is necessary; Certified Research Administrator (CRA) preferred. 

Review of credentials will begin immediately and continue until the position is filled. Letter of nomination, application or expression of interest including curriculum vitae, may be submitted to:

Children’s Memorial Hospital 

Human Resources

Attn: Seth Klein, 2300 Children’s Plaza, Box 14

 Chicago, IL 60614

Fax 773.880.3697

Email sklein@childrensmemorial.org

For more information regarding the Children’s Memorial 

Institute of Education and Research, please visit www.cmier.org 

For more information regarding  Children’s Memorial Hospital,  please visit www.childrensmemorial.org
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