POST-AWARD GRANT SPECIALIST

The Office of Grants and Contracts at the Western Psychiatric Institute and Clinic (WPIC) at the University of Pittsburgh Medical Center has an immediate opening for a Post-Award Grant Specialist.  The Post-Award Grant Specialist will work with a cluster of faculty numbering between 25 - 30 and support all of their post-award activities.  This ranges from entering expense information, tracking salaries and closing out of accounts as they terminate.  The number of accounts the Grant Specialist will track is approximately 90 accounts and they include federal (NIH), foundation and industry types with the majority being federal.

The candidate for this position should be able to establish working relationships with the faculty and staff of WPIC as well as individuals in various offices at the University of Pittsburgh.  This individual should have the ability to ensure compliance with sponsor’s financial and administrative award terms and conditions, possess good judgement and analytical skills, maintain confidentiality of classified and sensitive information and able to work effectively at a high professional level.

Minimum qualifications include:

Bachelor’s degree in a field related to finance or accounting and 2 years in research administration or a related field in an academic setting.  Fund accounting experience a plus.

Knowledge of OMB Circulars A-21 and A-133 desirable.

Detailed knowledge of federal, state and private sponsor regulations and procedures applicable to grants and contracts.

Excellent oral and written communication skills.

Experience with computerized software packages as well as familiarity with Microsoft Excel and Word.

Salary is competitive and commensurate with experience. 

Please send a cover letter and resume to:

Hal Gollos

Director, Office of Grants & Contracts

WPIC Office of Grants & Contracts

Webster Hall, 3rd Floor

4415 Fifth Avenue

Pittsburgh, PA  15213

