COLLEGE OF CHARLESTON

Assistant Director of Research & Grants Administration
Salary Range:  $33,384 - $59,386* 

(*Starting salary commensurate with education/experience which exceeds the minimum requirements.)

Description of Duties: 

Manages pre-award proposal preparation and processing functions.  Assists faculty and staff in interpreting funding agency instructions for proposal preparation, budget development, identification and documentation of required cost-share, completion of certifications and representations and utilization of electronic proposal submission systems.  Completes internal routing forms for faculty and staff prior to proposal submission and ensures appropriate internal review by and approval of cognizant administrators.  Conducts final reviews of proposals prior to submission.  Approves and signs proposals on behalf of the institution.  Compiles and maintains pending project files and related records.  

Manages award acceptance.  Reviews programmatic, fiscal and legal terms and conditions of grant awards and contracts and ensures acceptability.  Negotiates terms and conditions with sponsors.  Formally accepts awards/contracts on behalf of the university.  Authorizes the opening of grant accounts.  Compiles and maintains funded project files and related records.  

Manages post-award administration.  Interprets, implements and monitors sponsor, state and institutional administrative/fiscal policies and regulations.  Serves as liaison between sponsors and principal investigators.  Consults with other university units (e.g., Budgets, HR, Procurement) to resolve grant administration/fiscal issues.  Develops and issues subawards and negotiates terms and conditions of award.  Assists principal investigators in day-to-day administration/fiscal management of projects.  Monitors fiscal activity and award end dates.  Identifies need for project extension and/or budget modification and assists principal investigators in obtaining sponsor approvals.  Identifies allowable transfer of expenditures or other adjustments to ensure project completion and successful closeout of grant/contract accounts.  Ensures submission of technical reports by the principal investigator.  Files required closeout reports (e.g., property, intellectual property).  Assists Grants Accounting in responding to audit questions.  

Operates internal administrative and fiscal project management and reporting systems.  Completes project reports for state Grant/Contract Report system maintained by the Office of the Governor.  Provides copies of selected proposals to Governor’s Office for review.  

Assists Director in development of departmental and institutional policies and procedures for grant administration.  Assists in development and implementation of internal management information systems, including design of data collection instruments, data entry and report generation.  Assists in the development and implementation of educational programs for faculty, staff and students.  Assists in preparation of reports and other documents regarding sponsored activities.

Minimum Eligibility Requirements:  

Bachelor’s degree and three years experience in public administration business or related field.  Master’s degree and relevant experience preferred.  Candidates with an equivalent combination of experience and/or education are encouraged to apply.  Ability to translate regulatory requirements into operational policies and procedures is required.  Must have the ability to analyze situations quickly and accurately and adopt an effective course of action.  Ability to establish and maintain effective relationships with a diverse constituency is essential.  Must have the ability to work under pressure and manage a heavy workload with multiple deadlines and competing priorities.  Excellent organizational, communication and presentation skills.  Experience in a university or teaching hospital environment and with pre/post-award services is strongly preferred. 

Work environment is fast-paced with rapidly changing administrative/fiscal requirements.  Uses Microsoft and customized web-based data systems.  Some overnight travel is required for participation in professional development activities.

Application and a letter of interest must be submitted to the College of Charleston Office of Human Resources, between the hours of 9:00 a.m. to 4:00 p.m. daily Monday through Friday or on line http://www.cofc.edu/~humres.  Applications for this position will be accepted UNTIL APRIL 27, 2004 at 1:00 p.m.  Job number is 04-048.
College of Charleston is an equal opportunity employer.  In the event of a contact for an interview, a person with a disability should inform the individual scheduling the interview of any accommodations needed for the appointment.

