


POSITION ANNOUNCEMENT
POSITION TITLE:
Associate Director




Office of Sponsored Programs

POSITION

RESPONSIBILITIES:
This position will be responsible for the management/administration of proposal preparation for submission to federal agencies and the response to RFP’s from corporate and private foundations who sponsor academic programs.  Employee will assist the Director with the development of a supportive environment that will increase the number and frequency of proposals submitted to external funding sources; assist faculty, staff, and administrators with preparation of competitive proposals to external sources; ensure compliance with agency, state, BOR and institutional policies; initiate and facilitate cooperative writing efforts to secure external funding; perform background research for large-scale institutional and other proposals; prepare and update institutional boilerplates that can be adapted for use by faculty; assist in the development/writing of policies and procedures related to negotiation of awards and the conduct of sponsored activities at the University; solicit and organize up-to-date information on public and private funding programs; monitor government publications, agency-specific publications, and websites for grant-related information, notices, regulations and policies; conduct individual funding searches upon request from faculty and administrators; review individual sponsor’s submission requirements to ensure compliance; assume the responsibilities/authorizations of the Director in his/her absence; monitor and implement electronic research administration requirements; conducts in-house training on proposal development process to KSU faculty; represents the Director and the University on committees and at various meetings and conferences; coordinates intramural grant programs and internal awards events for project directors; and perform related tasks as required.  This position will have Administrative Faculty Status.

MINIMUM

REQUIREMENTS:
Applicants must have a Master’s degree and five (5) years experience in professional fundraising and/or grant writing OR a Bachelor’s degree and seven (7) years experience in professional fundraising and/or grant writing.  A Masters degree and ten (10) years of professional fundraising and/or grant writing work experience is strongly preferred.  Knowledge of grant/contract policies and procedures in an academic environment is a plus.  Must possess strong interpersonal, organizational, and management skills, as well as excellent oral and written communication skills.


SALARY:

Competitive, commensurate with experience

APPLICATION

INTERNAL





EXTERNAL

DEADLINE:

May 16, 2002





May 16, 2002
APPLICATION

PROCEDURE:

Submit cover letter, resume, and names, addresses and telephone numbers of three (3) references to:






Personnel Services






Kennesaw State University






ATTN: Associate Director – Sponsored Programs






1000 Chastain Road






Kennesaw, GA  30144-5591

POLICY

STATEMENT:

Kennesaw State University, a member of the University System of Georgia, does not discriminate on the basis of race, religion, color, sex, age, national origin or disability in employment or the provision of services.  Employment is subject to successful completion of a Criminal Background Check. AA/EOE.  Georgia is an Open Records state.

