6-20-03

PRE-AWARD COORDINATOR (Financial Services Specialist I/04)  Minimum start is $26,722.
Duties & Responsibilities

Advises and assists faculty in the preparation of proposals (electronic & paper) for funding and ensuring likely compliance with university and sponsor policies, procedures and requirements.  Specifically:

· Is the first contact for faculty members pursuing grants
· Coordinates funding search 
· Secures guidelines
· Coordinates assistance from office  (budgeting, assistance with proposal writing skills, editorial feedback, transferrence of information into required formats, routing for signatures, uploading of documents in electronic submissions)
· Assists faculty members and office staff  in the preparation and processing of proposals (electronic & paper), including the interpretation of sponsoring agency guidelines and university requirements
· Secures additional information to improve funding success, e.g.

· Funded proposals
· Information on scope and focus of funded projects


· Average and range of size of funded proposals
· Projected funding ratio
· With principal investigator, is responsible for timely submission execution

· Supervises graduate research assistant(s) helping with funding searches and on other forms of assistance
· Serves as office liaison to sponsor on questions regarding proposals
· Prepares checklist of what proposal needs and what assistance can be obtained from Office (this will vary, depending on amount of advance notice given, other proposals being submitted simultaneously, university priorites, and amount of assistance needed (varies depending on complexity of the project and experience of the writer)

· Maintains proposal tracking system
Qualifications
· Strong customer service orientation
· Demonstrated ability to: 
· communicate effectively, both verbally & in writing, with a wide variety of people; 
· work autonomously but within a colleagial environment 
· learn and use software applications
· be able to repriortize and function with a high volume of work
· meet deadlines 
· give attention to detail
· organize & process large amounts of information

· Desirable skills: 
· Knowledge and understanding of federal & state grant contract regulations, including OMB Circulars A-21, A-110, A-133; 
· Knowledge and use of reference materials, directories and databases of grant programs

· federal electronic submission experience
· experience creating databases 

