Grant and Contract Administrator

Position: Grant and Contract Administrator
Vacancy Number: 554417

Date Posted: 04/01/2004
Department: Office of Grant and Contract Services

Status: Full-time, Regular, Service Professional

Special Information
· This is a new position within the Office of Grant and Contract Services.

· This position will be filled as a Grant and Contract Administrator or as a Senior Grant and Contract Administrator depending on the qualifications of the selected applicant.  
Job Description

· This position provides research administrative services for the preparation and submission of proposals, negotiation and acceptance of awards, and administration of sponsored projects. It requires the ability to successfully and productively interact with all segments of the University community as well as external granting agencies in the public and private sectors. The position reports to the Director, Office of Grant and Contract Services.

· Facilitates the University’s involvement in projects and programs funded by external sponsors.

· Proactively works with individual and multidisciplinary groups of faculty, staff and students to develop new proposals; assists with budget development and formatting of proposals to meet agency and University requirements and guidelines.
· Provides administrative oversight including negotiating the terms and conditions of awards and sub-awards, and monitoring awards for compliance with the University, state, federal, and sponsor requirements.
· Develops contacts with the major funding agencies and matches potential funding sources with faculty research interests.
· Provides training to faculty, staff and students. 
Minimum Qualifications
· Bachelor's degree in a related field and 3-5 years experience in University grant and contract administration, with preference for applicants with both central and departmental-level experience. 
· Master's degree preferred. 
· An equivalent combination of experience, training and/or education.

Desired Knowledge, Skills and Abilities
· Familiarity with programs and processes of primary granting agencies including federal agencies as well as corporate and private sponsors.
· Skill in program development and implementation, including developing project budgets and providing guidance to faculty in project management.
· Experience in negotiating and writing contracts with federal agencies and/or commercial entities
· Knowledge of the university research environment.
· Familiarity with federal and state regulatory and compliance issues affecting Universities.
· Strong written communication and oral presentation skills.

· Analytical and problem solving skills.

· Outstanding time management skills.
· Ability to handle multiple priorities and to work comfortably in a fast-paced, deadline-driven environment.

· Computer literacy required. The NAU Office of Grant and Contract Services uses a pc-platform with Windows XP Professional, MS Office Professional, and other specific software that support grant and contract management. 

· Proficiency with MS Word, Excel, PowerPoint, and Access.

· Ability to work with individuals from diverse cultural backgrounds.

General Information

· The Office of Grant and Contract Services (OGCS) is the central administrative office responsible for authorizing and submitting proposals for extramural funding, negotiating and accepting awards, and providing non-financial administrative oversight of funded projects. The staff consists of a Director, Grant and Contract Coordinator, and three Grant and Contract Administrators which will expand to four with the addition of this position. 

· A criminal and employment history background investigation will be performed prior to employment offer.

Annual Salary

· Salary will be commensurate with education and directly applicable experience.

Application Procedure

The position announcement and State of Arizona/NAU application forms can be found at www.nau.edu/hr.  Submit a cover letter, resume, and application form to the NAU Human Resources Department, P.O. Box 4113, Flagstaff, AZ 86011-4113. 
Application Deadline

Applications will be reviewed beginning 05/01/2004. The position will be open until further notice.

