DIRECTOR, UNSPECIFIED (9)

(WORKING TITLE:  DIRECTOR OF PRE-AWARD SERVICES)

THE GRADUATE SCHOOL-OFFICE OF RESEARCH AND SPONSORED PROGRAMS

THE UNIVERSITY OF WISCONSIN-MADISON

The University of Wisconsin-Madison invites applications for a Director of Pre-Award Services.  The Director of Pre-Award Services manages and directs all pre-award activities on behalf of the UW-Madison campus research community.  The director oversees all operational activities that include proposal review and institutional authorization, research contract review, authorization, and final award acceptance of federal funding ($463,093,671) and non-federal funding ($257,182,391).  The Director leads and participates in the planning, designing and implementation of pre-award management and operational programs to promote the UW-Madison’s stature of cutting-edge research.  For a detailed description of the responsibilities go to http://www.ohr.wisc.edu/pvl/pv_043245.html 

Degree and Area of Specialization:  Bachelor’s degree required.  Master’s or advanced degree preferred.  

Minimum Qualifications:

· Ten years experience at the administrative level for pre-award aspect of research administration.
· Strong written and communication skills.
· Demonstrated knowledge of federal regulations and the overall regulatory environment, including compliance with respect to the conduct of grants, cooperative agreements, and contracts.
· Experience in contract negotiation for federal and non-federal sponsors.
· Ability to collaborate cooperatively.
· Strong computer skills including word processing, spreadsheets, presentation software, and other management software tools.
· Knowledge of Electronic Research Administration (ERA) desired.
Application Procedure:

1. A letter of interest and qualifications relative to the requirements and reasons for seeking this position.

2. Comprehensive resume.

3. List of three references including names, addresses, telephone number, and e-mail address.

4. Applications will be accepted via email at karpelenia@bascom.wisc.edu 

Submit Application Materials to:

Julie Karpelenia

University of Wisconsin-Madison

Graduate School

Room 307 Bascom Hall, 500 Lincoln Drive

Madison, WI  53706-1380

(608) 262-8389

Applications and nominations must be received by December 13, 2002 to ensure consideration.    The position will be available starting January 6, 2003.

Unless confidentiality is requested in writing, information regarding the applicants must be released upon request.  Finalists cannot be guaranteed confidentiality.

The University of Wisconsin-Madison is an equal opportunity employer.

