


POSITION ANNOUNCEMENT
POSITION TITLE:
Associate Director




Office of Sponsored Programs (OSP)

POSITION

RESPONSIBILITIES:
This position will assist the Director of OSP with management of all pre-award activities for sponsored programs and with the development of a supportive environment designed to increase the number and frequency of proposals submitted by KSU to external funding sponsors. Employee will provide assistance in the development and submission of competitive proposals to federal, corporate and private agencies; ensure compliance with agency, state, Board of Regents and institutional policies; be responsible for all phases of contract/subcontract/cooperative agreement administration with federal and non-federal sponsors; prepare documents; negotiate terms/conditions with sponsors at the pre-award and post-award stages; review and approve all proposals; complete the internal review process; solicit and distribute up-to-date information on public, private and corporate funding programs; monitor government and agency-specific publications and websites for grant-related information, notices, regulations and policies; conduct individual funding searches; facilitate in-house workshops, assume the responsibilities/authorizations of the Director in his/her absence, and perform related tasks as required. 
MINIMUM

REQUIREMENTS:
Applicants must have a Bachelor’s degree in an appropriate academic discipline and seven (7) years experience and/or demonstrated success in a full range of pre-award grants and contracts activities OR a Master’s degree and five (5) years experience as outlined above. (A Masters degree and ten (10) years experience is preferred.) And Applicant must have a thorough understanding of administration of federal research contracts and/or grants, OMB Circulars A-21 and A-110, Federal Acquisition Regulations, and preparation of budgets and statements of work. Preference will be given to persons with experience using electronic research administration tools (online databases, government/agency electronic submission requirements); Internet resources; spreadsheets, and funding databases. Knowledge of grant/contract policies and procedures in an academic environment is a major plus. Candidate must possess strong interpersonal, organizational, and management skills, as well as excellent oral and written communication skills. The ability to work independently and as a member of a team, and to prioritize workload is required.


SALARY:

Competitive, commensurate with skills and experience.

APPLICATION

INTERNAL





EXTERNAL

DEADLINE:

January 6, 2004





January 6, 2004

APPLICATION

PROCEDURE:

Submit cover letter, resume, and names, addresses and telephone numbers of three (3) references to:






Department of Human Resources






Kennesaw State University






ATTN: Associate Director – Sponsored Programs






1000 Chastain Road, Mailbox #3504






Kennesaw, GA  30144-5591

POLICY

STATEMENT:

AA/EEO. Kennesaw State University is a member of the University System of Georgia. 
Employment is subject to the successful completion of a Criminal Background check.  Georgia is an Open Records State.

