	
	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:
	Assistant Director of Research & Sponsored Programs 
Department of Research & Sponsored Programs


REQUISITION NO: A03A301710
SALARY RANGE: $40,000 - $65,000 
CLASS CODE: 9438 
FTE: 1.0
TYPE OF APPOINTMENT: Original 
CLASSIFICATION PLAN: Administrative & Professional
JOB LOCATION: Main Campus
DEADLINE DATE: November 19, 2003
MINIMUM QUALIFICATIONS: Master's degree from an accredited institution in an appropriate area of specialization and two years of appropriate experience; or a Bachelor's degree from an accredited institution in an appropriate area of specialization and four years of appropriate experience.   PREFERRED QUALIFICATIONS: Experience in higher education fund accounting and BANNER. 

SPECIAL POSITION NOTES: Requires a thorough knowledge of rules and regulations of University, State and Federal sources. Must stay current in generally accepted accounting principles, State fiscal rules and BANNER procedures and implications. Must be familiar with local, state, and federal regulations and laws pertaining to administration of research and sponsored programs. The anticipated start date for this position is January 2004. 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: Classified Title: Assistant Director, Research Programs & Services. Reports to the Director of Research and Sponsored Programs. Assists with coordinating university wide accounting functions relating to Sponsored Research. Assists with preparation of complex financial, statistical and comparative analysis reports. Participates in special audits and coordinates audit monitoring visits of funding agencies. Responsible for financial activities of the University Sponsored Research Fund and for fiscal oversight of Enhanced Research Fund. Prepares the annual budget release request for the Sponsored Research Trust Fund. Monitors budgets, revenues, expenses, cash balances, federal draw downs, cash management and investments. Coordinates prompt and accurate billing, recording and reporting of sponsored research revenue. Prepares and executes project financial statements, reports, and other documents relating to Sponsored Research. Maintains the official fiscal file of record for all sponsored research and reconciles state appropriations to sponsored research ledgers. Assists with preparation of the Annual Financial Statement and the annual schedule of expenditures of federal awards. Assists with calculation of the Facility and Administrative Cost Rate Agreement. Recommends additions/changes to policy and procedures of Research and Sponsored Programs and conducts in-service financial management workshops for project directors and their staff and participates in project initiation meetings. 
KNOWLEDGE, SKILLS, AND ABILITIES: Ability to communicate effectively both orally and in writing. Knowledge of computerized accounting systems. Personal computer knowledge in Microsoft Office (Word and Excel).
HOW TO APPLY: There is no formal application form.  To apply, submit two packages (one original and one photocopy), each package must include a letter of interest, resume and a list of five references postmarked by the deadline date to FLORIDA GULF COAST UNIVERSITY, Requisition#/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 • 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.
Prepared: October 30, 2003


