	
	An Equal Opportunity/Equal Access/Affirmative Action Institution which has a commitment to 
cultural, racial, and ethnic communities and encourages women and minorities to apply. 
It is expected that successful candidates share in this commitment.
ANNOUNCEMENT OF POSITION VACANCY

	
	




	TITLE:
	Grants Assistant - Research & Sponsored Programs


POSITION NO: 30623 
SALARY RANGE: $25,000 - $28,000 
CLASS CODE: 2401 
FTE: 1.0
TYPE OF APPOINTMENT: Original
CLASSIFICATION PLAN: University Support Personnel System 
JOB LOCATION: Main Campus
DEADLINE DATE: September 3, 2003

MINIMUM QUALIFICATIONS: High school diploma and four years appropriate experience. Appropriate college coursework or vocational/technical training may substitute at an equivalent rate for the required experience. 

PREFERRED QUALIFICATIONS: Bachelor's degree from an accredited institution and one year related contract/grant administration experience 

SPECIAL POSITION NOTES: Essential functions of the job include repetitive wrist motion, ability to lift up to 20 lbs., bend, stoop, sit and walk. The anticipated start date for this position is September 2003. Application packages, including additional materials submitted such as videos, tapes, slides, books, etc., are subject to public review under Florida's Public Records law, shall become the property of FGCU, and can not be returned. 

BRIEF DESCRIPTION OF DUTIES: Reports to the Director, Research & Sponsored Programs. Assists in collecting and compiling data for proposal developments and preparations of proposal packages for submission in accordance with specific agency requirements and guidelines. Prepares letters and documents for grant awards, institutional cover letters, requests for extensions of existing projects and other Office of Research & Sponsored Programs (ORSP) related documents. Serves as receptionist for ORSP, Renaissance Academy, Graduate Studies and Continual Learning. Answers phones, greets, directs and coordinates general reception for suite area. Prepares requisitions, travel arrangements and authorizations, change orders, and other related documents. Maintains ORSP bulletin boards, cases, and assists with other marketing related items. Orders and maintains office supplies and initiate work orders. Orders copy supplies and maintain copy room. Prints and distributes monthly phone logs, internal directory and phone charges. Receives and assists with bulk mailing.

KNOWLEDGE, SKILLS, AND ABILITIES: Knowledge of office computer applications including Windows98, MS Word, and Excel. Excellent communication skills and the ability to work in a team environment. Must be friendly and cordial.

 HOW TO APPLY: Submit two Florida Gulf Coast University Applications (one original and one photocopy) postmarked by the deadline date to FLORIDA GULF COAST UNIVERSITY, Position #, Director, Human Resources, 10501 FGCU Blvd. South, Ft. Myers, FL 33965-6565. Finalists will be required to provide official transcripts. Visit our website at www.fgcu.edu for more information.

NOTE: Eligibility determination will be made by the Florida Gulf Coast University Human Resources Office • Federal law requires that we hire only U.S. Citizens and lawfully authorized aliens • Males between the ages of 18 and 26 are required to provide proof of Selective Service Registration prior to employment • Preference will be given to certain veterans and spouses of veterans as outlined in be Florida Statutes •Persons with disabilities needing an accommodation to participate in the application/selection process should contact the Director of Human Resources at (239) 590-1400 or TTY (239) 590-1450, a minimum of 5 working days in advance • Under Florida’s Public Records law, applications will be available for public review upon request and become the property of FGCU.
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