Ohio University

Grants and Contracts Management

Two Openings
Ohio University seeks applications for TWO positions on its grants and contract management team in the Office of Research and Sponsored Programs.  The Office of Research and Sponsored Programs (ORSP) assists the university community in obtaining external support for research, educational, and public service activities.  ORSP helps faculty and staff in identifying sources of funding, assisting in the preparation of applications, and the negotiation of awards to the university.  The appointments in ORSP will be made in the areas of proposal preparation and contract negotiation.  Additional information on Ohio University and the Office of Research and Sponsored Programs can be found on-line at:  GOTOBUTTON BM_1_ www.ohio.edu and  GOTOBUTTON BM_2_ www.ohiou.edu/orsp/
Grants Management - Proposal Preparation:


Responsibilities: Provide direct, pre-award grant administration services including: program guideline review and analysis; preparation of complex budgets; processing of proposals; and, as appropriate, utilization of electronic proposal submission. Serves as primary liaison to researchers on matters relating to proposal submission.  Reports to the Director. 


Qualifications: Candidates for the position must hold a Bachelor’s degree, or exhibit significant experience in sponsored program administration.  A minimum of two years of experience in administration is required, preferably research and/or grant/contract funding administration.  Applicants must express the ability to work as part of a team. Performance marked by thoroughness and high accuracy, strong service orientation, expertise in the use of spreadsheets and word processing software; ability to work on multiple projects with minimal supervision in a time-sensitive environment; and ability to develop and maintain effective working relationships.

Grants Management - Contract Negotiation:
Responsibilities: Provide direct grant administration services focused on: review, analysis and interpretation of all new awards of grants and contracts;  negotiation of contracts, grants and other forms of assistance with outside agencies; establishing subcontracts; and assisting in the contractual management of the award through close out.   

Qualifications: Candidates for the position must hold a Bachelor’s degree, or exhibit significant experience in sponsored program administration.  A minimum of two years of experience in administration is required, preferably research and/or grant/contract funding administration.  Knowledge of Federal and non‑Federal regulations and policies relating to sponsored research preferred.   Applicants must express the ability to work as part of a team.  Performance marked by thoroughness and high accuracy, strong service orientation, expertise in the use of spreadsheets and word processing software; ability to work on multiple projects with minimal supervision in a time-sensitive environment; and ability to develop and maintain effective working relationships.  

Salary is competitive and commensurate with experience and qualifications.  Review of applications will begin October 1, 2002 and will continue until the positions are filled.  

Applications:  Interested candidates should submit a cover letter indicating the position they are most interested in being considered for and describing their relevant experience and research administration career interests; a current resume; and list of three professional references with address/phone/email contact  to: Shane L. Gilkey, Director,  Budget, Planning and Research & Sponsored Programs, Ohio University, 105 Research and Technology Center, Athens, OH 45701-2979

Ohio University is an equal opportunity/affirmative action employer.  
