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TITLE:


Assistant Director

REPORTS TO:

Associate Director

GRADE LEVEL:
58 

DATE:


January 31, 2002

POSITION SUMMARY:

The Assistant Director assists faculty and other Harvard Medical School (HMS) employees in pursuing sponsored research, but also assists the institution in minimizing its compliance risk related to sponsored research by providing oversight of specific sponsored projects.  Thus, the Assistant Director has the dual role of customer service agent and institutional oversight administrator.  The Assistant Director serves as the primary liason between Sponsored Programs Administration (SPA) and the following units: Harvard University’s Office for Sponsored Research (OSR), HMS departments, and Sponsors.

Within SPA, the Assistant Director is the manager and strategist for his or her team, which includes the Assistant Director, a Senior Sponsored Research Administrator (Senior SRA), and a Staff Assistant dedicated part-time to the team.  The Assistant Director reports to the SPA Associate Director and has day-to-day management responsibility in the administration of sponsored research activities for multiple specific HMS departments.  The Assistant Director is the direct supervisor of the Senior SRA who provides day-to-day compliance oversight, administration of  sponsored projects, and customer service.

The Assistant Director manages the following activities for his or her team:  1) proposal review and approval, 2) proposal submission, 3) review of the terms and conditions of an award, 4) negotiation of the terms and conditions with the sponsor, 5) negotitation of the terms and conditions of subcontracts for which HMS is the prime institution, 6) interpration of complex internal and external regulations and policies which may be unclear, or in conflict, in order to make decisions and to maintain institutional compliance, and 7) day to day management oversight and administration of sponsored research activities.

Each Assistant Director team is responsible for managing approximately $35.8M in sponsored research expenditures per year. The proper management of these funds is critical to the scientific success of the projects and  has a direct impact on the fiscal health of HMS operations and future HMS intiatives.  The Assistant Director is responsible for managing the workload for his or her team.

ORGANIZATIONAL FRAMEWORK:

Direct Supervisor:  Associate Director

Immediately Subordinate Positions:  Senior Sponsored Research Administrators

Individuals Supervised:  1 (Senior Sponsored Research Administrator)

REQUIRED EDUCATION, SKILLS AND EXPERIENCE:
· Bachelor of Arts/Science in Business Administration or related area.

· Five to seven years experience in a research administrative setting dealing with proposal/award review and negotiation of terms and conditions.  Harvard experience preferred.

Note:  If above education and experience requirements are not met, a candidate will be considered if he/she has a combination of education and relevant experience to total ten years.

ADDITIONAL SKILLS AND EXPERIENCE:

In addition to the required education, experience and skills listed above, the following criteria will be used to measure a candidate’s ability: 

· Knowledge of NIH’s fiscal/administrative terms and conditions

· Experience with contract language and Federal Acquisition regulations

· Negotiation skills

· Strong customer service orientation

· Demonstrated ability to manage, develop and motivate self and others
· Excellent written and verbal communication skills

· Demonstrated ability to manage and/or coach a team under tight deadlines

· Demonstrated ability to independently solve problems

· Evidence of ambition and drive

· Ability to prioritize workload of self and subordinates in area of responsibility

· Ability to interact with people of all responsibility levels within the university setting as well as various funding agencies/sponsors

· Experience using electronic processing applications, the internet, etc.

· Potential for career advancement

· Experience in a leadership position

SPECIFIC AREAS OF RESPONSIBILITY:

Job Activities
% of Time

1. Manage the proposal review, approval, and submission processes for the departments which he or she is responsible for.  Management of these processes includes ensuring that the proposals are accurate, complete, adhere to agency guidelines, and adhere to Harvard Medical School and Harvard University policies and procedures.  The AD is also responsible for ensuring that the Associate Director and/or Director have the information that they need to provide institutional endorsement/signature of the proposal.
20%

2. Manage the award set-up process.  This process includes the review of terms and conditions of complex contract/grant awards between HMS and sponsors or collaborating institutions, review of award language for terms and conditions that represent a compliance risk to HMS or do not exemplify the department’s best interests, and negotiation of these terms and conditions on behalf of HMS and the departments.
20%

3. Manage, supervise, mentor and train the Senior SRAs.  This includes interviewing candidates for the Senior SRA position, making hire decisions based on these interviews, providing day-to-day oversight and review of the Senior SRA's work, providing formal and informal feedback to the Senior SRA regarding his or her job performance, training the Senior SRA, and making termination decisions.
15%

4. Analyze award details, award documentation, and negotiated terms and conditions and oversee the preparation of written summaries for the departments and other central units.
10%

5. Identify and resolve conflicts and problems that result from all stages of sponsored research activity that impact HMS, the departments, faculty or other central research administration units.  Provide oversight and expert advice to the departments throughout the life of the grant or contract.
10%

6.  Manage the subcontract set-up process.  This process includes the preparation and negotiation of terms and conditions of awards for which HMS is the prime institution and is subcontracting portions of the work to another institution. 
10%

7. Work with the Associate Director to develop policies, procedures, and training documents for research administration at HMS.
5%

8. Manage the development of the five-year federal financial forecast which involves analyzing trend data to predict future funding levels for HMS.
5%

9.  Participate in special task forces, committee meetings and project teams.
5%
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