UNIVERSITY OF PITTSBURGH MEDICAL CENTER

WESTERN PSYCHIATRIC INSTITUTE AND CLINIC

JOB DESCRIPTION

JOB TITLE:

Director, Office of Grants and Contracts, WPIC
DEPARTMENT:
WPIC / Department of Psychiatry
REPORTS TO:
Assistant Director of Research, WPIC

Chairman, Department of Psychiatry

                                     and Director of Research, WPIC
FUNCTION

The Director of the WPIC Office of Grants and Contracts is responsible for planning and coordinating the grants management functions within the Western Psychiatric Institute and Clinic (WPIC) and the Department of Psychiatry.  The incumbent works closely with the Assistant Director of Research, WPIC, the Department Chairman and Director of Research, and the Academic Administrator as well as other University of Pittsburgh and UPMC Health Systems (UPMCHS) departments in the administration of externally funded research and sponsored programs, including pre-award and post-award services, fiscal management of awarded funds, and compliance with federal and other regulations.  

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

2.
Minimum of five years experience dealing with government grants and contracts, (both pre- and post-award functions) and fiscal issues related to funded awards.

3.
Knowledge of information systems technology, particularly with respect to grants management and fiscal matters, including databases for organizing information and websites for disseminating information.

4.
Ability to develop and maintain cooperative working relationships with University, UPMC Health System, and departmental accounting and administrative offices.

5.
Excellent knowledge of federal, foundation, and industry regulations and procedures as related to the application process and the management of funded awards.  Familiarity with University of Pittsburgh regulations and procedures (Office of Research, Research Accounting, and the University’s IRB a plus).

6.
Ability to conceptualize and operationalize complex budget and proposal presentations for agency review.

7.
Excellent oral and written communication skills, analytic ability and negotiating skills.

8.
Background in behavioral/mental health is desirable.

PROBLEM SOLVING

Demonstrates independent judgment and analysis in the day-to-day implementation and administration of grants and contracts.  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.
Manage the WPIC Office of Grants and Contracts, including supervise staff, develop and monitor its budget, develop and implement policies and procedures, and establish training and evaluation mechanisms within the office.

2.
Supervise the development of pre-award budgets and post-award fiscal management  for grants and contracts awarded to faculty and staff of WPIC and the Department of Psychiatry.  This includes monitoring overdrafts and write-offs if needed.

3.
Manage WPIC and Department of Psychiatry funds allocated in support of research and research training.  This includes insuring that salaries of all personnel involved in the conduct of research, whether faculty or staff, are assigned to the appropriate accounts at all times.  This also involves the quick and accurate posting of all non-personnel expenses to the appropriate accounts.  Regular reports must be provided to principal investigators regarding the above on a regular basis. 

4.
Insure that all data sets within the Office, whether fiscal or grant related, are kept up to date at all times so that tracking and other data reports may be generated on a regular as well as ad hoc basis. 

5.
Provide timely reconciliation of year-end fiscal reports to funding agencies in cooperation with the University of Pittsburgh’s Office of Research Accounting.

6.
Supervise and manage a professional staff in the successful completion of all grants management functions.  Responsibilities include hiring and terminating staff, setting priorities, distributing assignments, providing training, completing formal reviews and providing appropriate evaluation and feedback on a regular basis.

7.
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.

8.
Assist in developing annual research budgets and other analytical reports used for short and long-range strategic planning for the Department of  Psychiatry.

9.
Assist in the completion of any institute or departmental projects involving research data as indicated by the Assistant Director of Research, WPIC, the Chairman and Director of Research, WPIC, and the Academic Administrator of the Department.
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