THE HENRY M. JACKSON FOUNDATION FOR THE ADVANCEMENT OF

MILITARY MEDICINE

Position Description
Grants Manager

Position No:




FLSA Status:  Exempt

Grade:





EEO Category/Job Group: 

JOB SUMMARY:  The incumbent works in a team setting with other Sponsored Program Grants Specialists and Grants Assistants and is expected to develop and continuously improve skills required for sponsored program administration in a university medical school setting, and to discharge assigned responsibilities with limited direction and supervision.  Reporting to the Director; is responsible to provide grant/cooperative agreement/subaward administration and proposal support including cradle-to-grave administration, ensuring compliance with sponsors’ requirements and Foundation policy.  Responsibilities for this hands-on position include drafting and negotiating subaward, contract for services, and consultant agreements; managing grant close-out; and drafting, negotiating, and reviewing documentation for all grants, cooperative agreements, subawards, and modifications.  Serves as a Team Leader for the Grants Specialists and Grants Assistant(s) on their team.  Service orientation is important. 

ESSENTIAL JOB DUTIES:






95% of time

1. Discharge assigned responsibilities with limited direction and supervision.

2. Supervise, train, and assess performance of assigned team members.

3. Ensure Foundation is in compliance with Federal grant and cooperative agreement requirements and assure procurement personnel are complying with established procedures concerning competitive bidding, small business and minority contracting, and A-110 equipment screening by maintaining up-to-date knowledge and expertise in federal, state, and other agency regulations and policies and remaining current on the federal/state laws and OMB Circulars (A-133, A-110, A-122) which affect sponsored program activities.

4. Advise and assist Principal Investigators in the administration of internal and external requirements of grants, subawards, and cooperative agreements to include:

a) Supporting and advising faculty and staff in pre-award research activities including funding searches, budget and proposal preparation, and obtaining approvals required prior to funding

b) Developing project budgets, tracking and facilitating the internal progress of proposals in view of established deadlines and agency regulations and assisting in the collection of documents necessary to process proposals

c) Reviewing proposals for accuracy, completeness, and adherence to agency and Foundation regulations

d) Analyzing, reviewing, negotiating and processing awards and budgets with federal and state agencies, industries and foundations

e) Processing necessary budget changes and justifications, communicating funding agency policies to the research community by staying current on federal and private funding sources’ regulations and guidelines

5. Resolve problems and make decisions within established policies, procedures, and guidelines by showing respect for the individual through empathy, achieving win-win outcomes with customers.

6. Draft and negotiate Foundation subawards, contracts for services, and consultant agreements issued under the grants and cooperative agreements; must be able to manage a large number of contract negotiations simultaneously, the ability to negotiate effectively with sponsors of extramural research, and the ability to work with complex and challenging situations.

7. Execute multiple tasks, respond to multiple demands, consider multiple alternatives, and set priorities to accomplish mission while maintaining harmonious relationships with a wide range of faculty and staff in a fast-paced, deadline driven environment.

8. Provide training to faculty and staff.

9. Provide certifications, approvals, and documentation required for all grants and grant modifications.

10. Provide all services with a proactive customer service orientation.

11. Keep current in Foundation and governmental policies, rules, regulations, and practices with respect to grant and proposal requirements and the administrations of same.

12. Demonstrate ability to handle confidential and sensitive information with discretion.

13. Interface with Foundation research, financial, and legal offices as well as funding agencies and other universities.

14. Excellent spreadsheet and word processing skills, as well as the ability to resolve problems and make decisions within established policies, procedures and guidelines.

NONESSENTIAL JOB DUTIES:






5% of time

15. Completes other projects as assigned.

JOB SPECIFICATIONS:
Required Knowledge, Skills, and Abilities:  

1. Excellent supervision, communication and interpersonal skills with demonstrable knowledge of federal government regulations, especially OMB Circulars A-122 and A-110 to provide effective leadership for subordinate personnel, to a variety of internal and external contacts, and to interact effectively with Principal Investigators (physicians and scientists), university, and other medical and military personnel; supervisory experience required.

2. Substantial knowledge and experience of pre-award and post-award research administration in an academic setting with the ability to interpret and understand federal (NIH, NSF) and non-federal regulations and operations of sponsored research and ability to work in a fast paced environment with strict deadlines.

3. Knowledge of sponsored research funding regulations including OMB Circulars A-122, A-110, and A-133, PHS, NIH, and NSF grant policies a must.  Familiarity with the FAR/DFAR and DoDGAR a plus. 

4. Sound fiscal and time management skills, a high degree of flexibility, attention to detail, the ability to express ideas and positions, both orally and in written form, to all levels of research professionals must have been demonstrated in previous positions.

5. Ability to manage multiple tasks simultaneously, to meet deadlines, through self-initiative, independent thought, creative value added problem solving, and a high level of analysis, interpretation and judgment.

6. Demonstrated ability to work independently but also to work cooperatively with other members of the office staff.

7. Excellent written and verbal communication skills to include analytical, English language, and interpersonal skills.

8. Knowledge and use of research administration software (PeopleSoft preferred).

Minimum Education/Training Requirements:  Master’s degree in business, health care administration or a related field required; CRA certification a plus.

Minimum Experience:  7 plus years’ of progressively responsible experience in research administration preferably in a University or Medical School environment or a scientific environment for non-profit institutions, although Federal Government or Federal Government prime contractor experience is also of interest

Physical Capabilities:  n/a

Required Licenses, Certification or Registration:  CRA certification a plus

Supervisory Responsibilities/Controls:  Will directly supervise the Grants Specialists/Grants Assistant OSP Team

Work Environment:  Office environment; local and regional travel may be required.

Any qualifications to be considered as equivalents, in lieu of stated minimums, require the prior approval of the Director of Human Resources.

