POSITION ANNOUNCEMENT

GRANTS AND CONTRACTS ACCOUNTANT

Office of Grants and Contracts

Van Andel Institute

Background

The Van Andel Institute is an independent research institute located in Grand Rapids, Michigan.  The organization is committed to becoming a world-class research Institute dedicated to improving human health and making a positive impact on the educational system.

Position Description

The Grants and Contracts Accountant reports to the OGC Director and is responsible for the post-award administration of sponsored projects.  The Grants and Contract Accountant assists the Director, Assistant Controller, Grants and Contracts Specialist, Scientific Investigators, and support staff in the fiscal management of all sponsored activity.

Major Duties
· Work with investigators, OGC Director and Assistant Controller to develop and set up project budgets, including budget revisions, setting up purchasing permissions, ensuring issuance of subcontracts, etc.;

· Coordinate with Investigators, Grants and Contracts Specialist and Assistant Controller to monitor award spending and prepare monthly budget status reports for investigator review and approval;

· Track all cost transfers and ensure appropriate documentation is obtained; 

· Assist Investigators and Assistant Controller with cost projections;

· Monitor/forecast spending levels to identify potential cost overruns or unspent funds for a project period;

· Prepare cost analyses for indirect costs and F&A rate proposal negotiation

· Monitor compliance with all applicable government regulations, procedures, and Terms and Conditions, including OMB circulars;

· Prepare all invoices, cash transaction reports and financial reports and monitor cash receipts;

· Prepare all applicable monthly GL entries;

· Assist Grants and Contracts Specialist with proper closing of grant and contract accounts, including ensuring submission of final documentation;

· Prepare all relevant GL entries for proper closeout of grant and contract accounts;

· Ensure all effort reports are collected and reviewed;

· Assist Controller with the development of recharge rates for core services;

· Assist with the development of a comprehensive grants compliance/audit function;

· Assist OGC Director and Grants and Contracts Specialist in setting up and managing the grants management system;

· Perform other duties as assigned.

Education/Experience

Requirements include a bachelor’s or master’s degree in Accounting or directly related field; 2 to 4 years of experience in public, corporate, or institutional accounting or auditing; solid understanding of accounting principles and GAAP; grant accounting knowledge preferred; effective communication, interpersonal and teambuilding skills; computing skills in Windows environment, MS-Office.

Salary/Benefits

Salary is commensurate with experience.  The Institute offers a comprehensive benefits package.

Application/Review Process

This position is available now.  Review of resumes will continue until a suitable candidate is identified.

Send resume to Van Andel Institute, Attn: Human Resources, 333 Bostwick Ave, NE, Grand Rapids, MI 49503 or email to VARI-employment@vai.org.

The Van Andel Institute is an Affirmative Action/Equal Opportunity Employer

www.vai.org

