WAKE FOREST UNIVERSITY STAFF VACANCY

	Position:
	Director
	Reference No.:
	02020

	Department:
	Research and Sponsored Programs
	Closing Date:

	March 8, 2002

	Grade Level:
	BB3
	FLSA Status:

	Exempt

	Salary Range:
	Commensurate with qualifications
	Date Posted:
	February 6, 2002


POSITION SUMMARY:


Directs the Office of Research and Sponsored Programs, whose mission and responsibilities are to promote, manage, and coordinate Reynolda campus-wide research.

Essential Functions:
· Supervises the Office of Research and Sponsored Programs on a day-to-day basis and liaises with Financial and Accounting Services and grants accounting.

· Oversees the preparation of grant proposals and reviews them for compliance with policies, regulations, and procedures; facilitates documentation requirements.

· Reviews, negotiates, and approves proposals and contracts on behalf of the University, ensuring compliance with University and federal regulations in the conduct and administration of research.

· Assesses and improves the Reynolda Campus’s infrastructure in support of sponsored research and programs for the sciences, social sciences, arts, and humanities.

· Serves as a liaison between the University and external funding agencies on various issues pertaining to proposals, awards, and/or budgets; maintains contact with governmental and private funding sources to identify current and future interests.

· Coordinates campus-wide training in proposal writing, research administration, funding source database use, and special project outreach; provides advice and guidance to researchers and administrators on the application of grant funding policies and regulations. Maintains currency of knowledge of grant funding policies, regulations, and procedures, and oversees the dissemination of this information to departments, advising on the implementation of changes and their impact on funded operations.

· Assists the Development Office in research-related gift solicitation. 

· Maintains Reynolda Campus-based mechanisms for oversight of conflict of interest and institutional review of research.

· Facilitates cross-departmental and cross-campus cooperation and alliances.

· Works with the Research Advisory Council.

· Identifies support for undergraduate and graduate student research. 
· Performs other related duties as assigned.

QUALIFICATIONS:


Education, Experience & Training:

Bachelor's degree required (advanced degree preferred), plus five years progressively more responsible experience in a related position, or an equivalent combination of education and experience.  Requires at least two years of supervisory experience.

Knowledge, Skills, Ability:

· Knowledge of federal, state, and private funding agencies – their programs and policies.

· Knowledge of latest national research funding trends.

· Ability to locate appropriate grants for Wake Forest faculty.

· Ability to write successful grant proposals.

· Ability to relate to academics in a variety of disciplines.

· Management and leadership skills to delegate responsibilities and to coordinate a staff of 4 to 5.

Physical Requirements:

Sedentary work.  Talking, hearing, repetitive motions.  Close visual acuity.  Not substantially exposed to adverse environmental conditions.
To receive full consideration, please submit current vita with cover letter stating salary requirements and contact information for three professional references to:  Director of Research Search, PO Box 7424, Winston-Salem, NC  27109 no later than March 8, 2002.  When applying, please include the Position Title and Reference Number shown above.  Questions regarding this position vacancy can be addressed to the Department of Human Resources at 758-5241 (or e-mail wakejobs@wfu.edu).
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