06-20-03  
GRANTS SPECIALIST (Financial Services Specialist I/04) Minimum salary = $26,722.
Duties and Responsibilities

· Assists faculty and staff members in the preparation and processing of proposals, including interpretation of sponsoring agency guidelines to ensure compliance with all sponsor, state, and university requirements.
· Administers a portion of the university's grant and contract accounts and prepare accounting reconciliations, budget projections, financial statements, and related reports, including close-outs documents, according to sponsor, state, and  university requirements
· Monitors expenditures to ensure compliance with all sponsors and university specifications and restruictions.
· Serves as liaison to sponsoring agencies and university personnel on all questions regarding the administrative and accounting aspects of proposals and awards. 

Qualifications

· Demonstrated ability to 
· communicate effectively, both verbally & in writing, with a wide variety of people; 
· work independently and colleagially; 
· repriortize and function with a high volume of work 
· meet deadlines 
· organize & process large amounts of information
· use spreadsheets, a word-processing program, and web-based information
Skills that will be needed in the position and, therefore, preferred:

· ability to read & understand federal & state grant contract regulations, especially OMB Circulars A-110, A-21, and A-133; 
· ability to understand & interpret budget print-outs & generally accepted accounting principles and explain them to non-accounting people
· Spreadsheet creation and use 

· database use

· working within an automated accounting system  
