Position Available – Coordinator, Research Programs/Services, Sponsored Research

Division of Research and Graduate Studies

Florida Atlantic University

Position Title:
Coordinator, Research Programs/Services





Position Number: 309500
The Coordinator, Research Programs/Services for the Office of Sponsored Research in the Division of Research and Graduate Studies is a professional staff position responsible for pre-award activities supporting faculty and staff in the management of grants and contracts. 

Responsibilities: 
Assist day-to-day management of the pre-award functions as related to the administration of federal, state, and local government, not-for-profit and commercial grants and contracts. Must have an understanding of federal and state regulations governing the management of grants and contracts. 

Actively assist faculty in pre-award development with preparation, review and follow-up of grant and contract applications and program/project proposals. Provide initial post-award assistance to faculty upon receiving an award prior to the establishment of an account.

Assist in the development and implementation of policies and procedures related to the conduct of sponsored activities at the University. 

Assist in implementing internal procedures to support operations and infrastructures for sponsored programs.

Serve as liaison between principal investigators, University Units, funding sources and regulatory agencies. 

Represent University at regional and national meetings.

Minimum 

Requirements: 
Applicant must have Master’s degree in a related area of specialization and two years related experience or Bachelor’s degree in an appropriate area of specialization and four years of related experience.

Salary:


$35,000 to $42,000

Application

Deadline:

November 14, 2002

Application

Procedure: 

Applicant must submit a cover letter referencing the position title and position number, a detailed resume, and names, addresses and telephone number of three work references, to:

Florida Atlantic University,

Personnel Services, Employment Office

777 Glades Road

Boca Raton, FL 33431-0991

or E-mail to joblist@fau.edu. 

Materials must be received or postmarked by 5:00pm of the deadline date

.

