Grants Specialist I

The Jack N. Averitt College of Graduate Studies is currently seeking applications for a Grants Specialist I.  This position reports to the Director of Research Services, a unit of the College of Graduate Studies, and is responsible for the management/administration of proposal preparation for submission to federal agencies and the response to RFP’s from corporate and private foundations who sponsor academic programs.  The Grants Specialist I will assist the Director with the development of a supportive environment to increase proposal submissions to external funding sources; assist faculty, staff, and administrators with preparation of competitive proposals to external sources, endure compliance with agency, state, BOR and institutional policies, perform background research for large-scale institutional proposals, prepare and update institutional boilerplates for grants and contracts, assist in the development of policies and procedures related to the conduct of sponsored activities at the University, monitor government publications, agency-specific publications, and websites for grant-related information, notices, regulations, and policies, conduct individual funding searches upon request from faculty and administrators, review individual sponsor’s submission requirements to ensure compliance and conduct in-house training programs on the proposal development and budgeting process.   

Qualifications:  A Bachelor’s degree is required.  A minimum of 3 years of experience in grant writing is required.  Excellent interpersonal, managerial and organizational skills and experience in the use of technology including maintaining databases, preparing/creating reports, data entry, budgeting, and incorporating technology into office procedures.  Preference will be given to applicants who have a master’s degree and experience with research compliance and federal budgetary regulations. 

Application Procedures:  Submit an employment application, cover letter, resume, transcripts, names and phone numbers of five professional references to Human Resources, PO Box 8104, Georgia Southern University, Statesboro, GA  30460, or via e-mail to:  employ@gasou.edu.  Applications are available on our website at http://www2.gasou.edu/human_resources/index.htm, or in Human Resources in the Blue Building on campus (912-681-5468, P. O. Box 8104, Statesboro, GA 30460). Review of applications will begin on May 2, 2003, and continue until the position is filled.  Salary is commensurate with qualifications and experience.  Georgia Southern University is an Equal Opportunity, Affirmative Action Institution.  Individuals who need accommodations under the ADA in order to participate in the search process should contact Human Resources.  Information about Georgia Southern University can be found at:  http://www.gasou.edu .

