UNIVERSITY OF PITTSBURGH MEDICAL CENTER

WESTERN PSYCHIATRIC INSTITUTE AND CLINIC (WPIC)

JOB DESCRIPTION

JOB TITLE:

Assistant Director of Research, WPIC
DEPARTMENT:
WPIC / Department of Psychiatry
REPORTS TO:
Chairman, Department of Psychiatry 

and Director of Research, WPIC
FUNCTION

The Assistant Director of Research is responsible for playing an integral role in the planning and management of the research activities and initiatives within the WPIC and the Department of Psychiatry, which includes a grant portfolio of more than $70 million dollars annually.  This position is also responsible for overseeing the WPIC Office of Grants and Contracts, as well as working closely with the Associate Director of Research Administration and Development, the Office of Academic Computing, the Office of Space Planning and Management, the WPIC Fiscal Office, the Department of Psychiatry’s Academic Council, the Department’s Academic Administrator, and the University of Pittsburgh’s Office of Research.  This position has overall responsibility for the fiscal management of research and research training; for providing assistance in the short and long-term planning of resources, such as space, facilities and staffing in support of these activities; and to provide administrative direction to the Director of the WPIC Office of Grants and Contracts.  This position reports directly to the Chairman of the Department of Psychiatry and the Director of Research of WPIC.  This position is also the liaison between the WPIC / Department of Psychiatry and the University of Pittsburgh, the UPMC Health System, and federal and foundation funding agencies.   

QUALIFICATIONS
1.
Master’s degree in research administration or equivalent experience in the area of research and research administration.

2.
Minimum of five years experience dealing with government grants and contracts, restricted funds, and industry-sponsored contracts and related fiscal and budget issues.

3.
Sophisticated knowledge of information systems technology, particularly with respect to grants management and fiscal matters.

4.
Ability to maintain cooperative working relationships with the University, UPMC Health System, and relevant fiscal and administrative offices.

5.
Ability to conceptualize and operationalize complex budget and proposal presentations for agency review.

6.
Detailed knowledge of federal, state, and private sponsor regulations and procedures applicable to grants and contracts.

7.
Ability to supervise and manage senior staff members to insure that day-to-day work is carried out in an efficient, competent, and professional manner.

8.
Excellent oral and written communication skills, analytic ability, and negotiating skills a must.

9.
Background in behavioral/mental health is desirable.

PROBLEM SOLVING

Demonstrates independent judgment and analysis in the implementation and

administration of research programs and initiatives. Ability to define problems, develop plans, implement procedures, meet frequent deadlines, and coordinate and manage multiple responsibilities simultaneously.  Ability to function as a team leader in a large interdisciplinary research department.

RESPONSIBILITIES

1.
In conjunction with the Chairman and Director of Research, the WPIC Executive Committee, the Academic Council of the Department, the Associate Director of Research Administration and Development, and the Academic Administrator, establish priorities and initiatives related to the research endeavors within the Western Psychiatric Institute and Clinic and the Department of Psychiatry.

2.
Develop and implement plans to accomplish the research goals of the WPIC and the Department.

3.
Provide administrative direction and oversight to the Director of the WPIC Office of Grants and Contracts to insure the proper management and tracking of funds awarded to the WPIC and Department as well insuring that the pre-award process runs efficiently. 

4.
Work  closely with the Office of Academic Computing and the Office of Space Planning and Management to insure that appropriate infrastructures are established for new and ongoing programs of research.

5.
Work closely with the WPIC Office of Fiscal Affairs to insure that funds awarded to WPIC and the Department are properly managed, supervise the reconciliation of year-end fiscal reports to funding agencies in cooperation with the University of Pittsburgh Research Accounting Division, develop the annual research budget and analytical reports for short and long-range strategic planning for WPIC and the Department.

6.
Represent the Department of Psychiatry to sponsoring agencies and other academic departments in areas related to the administration and funding of research projects including, but not limited to, the transfer of grant funds from other institutions, subcontracts, cooperative agreements, and compliance with governmental regulations.

7.
Develop and implement a plan to provide ongoing training and assistance to faculty and staff with the preparation and submission of applications, progress reports and renewals as well as management of awarded funds.  This also includes overseeing the monthly Research Administration Forum (RAF), a regular meeting of principal investigators and/or their research coordinators and a vehicle for disseminating pertinent information related to the conduct of research.

8.
Serve as liaison to national consortia of funding agencies (e.g. the Federal Demonstration Partnership) and to national professional organizations (e.g. SRA, NCURA) insuring ongoing access to information, new developments in federal policy governing research administration, and innovations in research administration at other institutes.  Such information would be incorporated into the strategic planning for research activities within the WPIC and the Department. 
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