Position Announcement - Southern California
 

Senior Grants & Contracts Management Specialist
 
National Childhood Cancer Foundation (NCCF)
Office of Sponsored Programs (OSP)
Arcadia, California (Los Angeles area next to Pasadena)
 
The National Childhood Cancer Foundation (NCCF) is recruiting a senior level contract and grant administrator.  The position will fulfill duties required for pre-award and post-award administration with a concentration on post-award.  NCCF has annual sponsored funding of $40+ million dollars.  Funding is primarily from NIH and the National Cancer Institute (NCI).
 
The National Childhood Cancer Foundation is a not for profit, public benefit charitable organization dedicated to eliminate cancer as the disease that causes more deaths during childhood than any other.  This is accomplished by raising funds from public and private sources for support of research on childhood cancers and by education and advocacy to benefit children with cancer and their families.
 
Our research partner, the Children’s Oncology Group (COG), is an international consortium of pediatric cancer centers organized to conduct clinical trials and biologic research in pediatric cancers.  The COG has been supported by the National Cancer Institute for over 40 years.  Current membership includes 238 institutions in the US, Canada, Australia, and Europe.
 
The Foundation is located in Arcadia, CA in the foothills just outside Pasadena.  The Foundation offers a competitive salary commensurate to education and experience and offers excellent fringe benefits.  Visit our website at www.nccf.org.  
Position Summary
 
The Office of Sponsored Programs (OSP) is responsible for the review, final approval and submission of all applications for research funding to federal, private and corporate agencies.  It is also responsible for management of the awards according to the terms stated by the funding source. 
 
This position has a variety of duties to the NCCF, which is the legal and fiscal agent for the Children’s Oncology Group (COG).  OSP is responsible for final review and proper submission of all applications for funding which are submitted to federal or private funding agencies or to corporate sponsors.  The OSP is responsible for receipt of award notices and for supervising the expenditures of awards in accordance with the terms of award. 
 
The position provides immediate staff support to and is supervised by the Director, Office of Sponsored Programs.  The OSP is also responsible for maintaining communications with appropriate individuals at funding agencies, for receiving reports of decisions on funding proposals, notice of grant awards, setting up files for each application, review and management of the award.
The office initiates and completes numerous subcontracts to the institutions of the investigators/researchers who accept specific responsibilities for the performance of scientific and administrative activities on behalf of funded research applications.
 
Primary Duties
 
1.    Under the supervision of the Director, Office of Sponsored Programs:
a.
 Assist in the review, completion and submission of grant, contract and   

       subcontract agreements, including budgets and budget justifications.
b.
Assist in administrative and budget review of applications for research funding.
c. 
Maintain tracking list of research proposals and their status.
d.
Maintain individual chronological files for applications, awards and management of each.
e.
Verify subcontract invoices from institutions for accuracy and allowable expenses
within the approved budget.
f.
Prepare and track subcontract invoices from institutions for appropriate signatures 
by institutions and NCCF.
g.
Prepare subcontract and agreement invoices for transmittal to finance department.
h.
Maintain daily log of grants and contracts correspondence.
i.
Prepare tables, spreadsheets, summaries, status reports of data as requested by the Director.

2. 
Prepare word processing documents including letters, memos, merge documents and tables.
3.
Draft routine correspondence as requested by the Director.
4.
Develop and maintain overall file systems for the office as requested.
5.
Perform other support functions including photocopying, typing, mailing, sending express mail, faxing for the office.
6. 
Assist in handling telephone calls and other communications from NCCF/COG personnel, from COG Investigators, from Institutional Officials.
7. 
Prepare purchase order requisitions.
8. 
Prepare reminders to Principal Investigators for progress reports and other deadlines.  
9.
Maintain FWA list & notify Institutions for timely updates.
10.
Perform other duties as assigned/needed.
 
 Minimal Position Requirements
 
A degree in Business or Accounting from an accredited college, five-seven years of federal grants and/or contracts management experience. Knowledge of NIH/NCI grants regulations highly desirable. Additional years of direct federal award processing experience may be substituted for degree requirement. Other desirable skills include knowledge of related grantee business activities, business communications, and basic knowledge of accounting principles.
 
Proficiency in computer-based word processing. Knowledge of personal computer applications (Windows, Microsoft Word, Microsoft Excel and other database systems). Excellent interpersonal, organizational and communication skills. Excellent skills in written and spoken English and spelling. Ability to work independently within OSP policies and guidelines. Ability to organize and perform multiple tasks, determine priorities and meet deadlines. 
 
Experience and knowledge with government grants and contract applications, and related budgets. Proposal preparation, review and submission. Ability to compose appropriate correspondence; letters, memos, summaries and general office communications. Editing and proofreading skills. 

Please submit your resume (email accepted) to:
Thomas M. Kormos MBA 




Associate Director, Office of Sponsored Programs
626.447.1674 x192

National Childhood Cancer Foundation


626.447.6359 (fax)




440 East Huntington Drive Suite 402


tom.kormos@nccf.org




Arcadia, California 91066-6012



www.nccf.org
Interested candidates attending the SRA International Meeting in Pittsburgh, PA October 18-22, 2003 may contact Tom Kormos at the Pittsburgh Westin Hotel (412) 281-3700 or by cell phone at (626) 488-4825.
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