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Desert Research Institute




                                                 POSITION ANNOUNCEMENT

Business Manager

Division of Hydrologic Sciences

Center for Arid Lands Environmental Mgmt 

                        

Position #40-006

POSITION DESCRIPTION

The Desert Research Institute (DRI) is the environmental research campus of the University and Community College System of Nevada.  The Division of Hydrologic Sciences is one of three research divisions at DRI and the Center for Arid Lands Environmental Management (CALEM) one of two interdisciplinary research centers.  The major campuses of DRI are in Las Vegas and Reno, Nevada.  This position is located at the Las Vegas campus.

The Business Manager for DHS and CALEM reports to the Executive Directors of DHS and CALEM, and is responsible for pre- and post-award administration of research grants and contracts.  Duties include but are not limited to: proposal budget preparation, contract negotiations and administration, authorizing, tracking, and analyzing expenditures including travel and purchasing; financial reporting, developing recharge rates for services, and supervision of a Financial Assistant and other support staff.  The Business Manager will work collaboratively with other members of the DHS Management Team (Executive and Deputy Director, and the Reno Campus Business Manager) and CALEM Management Team (Executive and Deputy Director, and Administrative Assistant) to develop management and tracking protocols, contracts, and other types of awards. 

It is anticipated that approximately 80% of the position will be for DHS, 20% for CALEM. 

EDUCATION / EXPERIENCE

Required: 

· Bachelor’s degree in business, business administration, accounting or a closely related field

· Five years of full-time responsible relevant experience in a sponsored research or business environment including government, university or private sector positions

· Experience with state or federal governmental grant and/or contract business administration 

· Experience in cost estimating, and budget development

· Demonstrated proficiency in Word, Excel, and automated accounting systems

· Strong organizational and management abilities; excellent oral and written communication skills

· Evidence of ability to prioritize and complete multiple tasks within time constraints

· Ability to work well with others
Preferred:  

· Graduate education or certifications (e.g., MBA; CPA)

· Familiarity with OMB A-122 or A-21, plus the FAR

· Business experience in non-profit or university research environments

· Proficiency in using relational databases (e.g., ACCESS)

· Demonstrated success in streamlining business management and accounting processes and procedures

SALARY / BENEFITS

Expected starting salary range will be $50K to $60K per year, but is negotiable based on education and experience.  DRI offers an excellent benefits package.

APPLICATION / REVIEW PROCESS

Review of applications will continue until semi-finalists are determined.  To ensure consideration, you must submit current resume, contact information for three work-related references, and a cover letter describing how your qualifications fit this position.  Highest consideration will be given to applications received by Tuesday, December 31, 2002.    Refer to Position #40-006.   Send materials to: Human Resources, DRI, 2215 Raggio Parkway, Reno, NV  89512; email MS Word-compatible attachments to recruit@dri.edu; or fax to 775/673-7339.  To learn more about DRI, visit our Web site at www.dri.edu or call 775/673-7431. 
DRI is an AA/EEO Employer and employs only U.S. citizens and those authorized to work in the US.   If a special security clearance is required, the applicant must be a U.S. citizen. 

Posted December, 2002

