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	APPROVED TITLE:  Coordinator, Research Services

	DEPARTMENT:  Research and Sponsored Programs

	SUPERVISOR:  Director
	FLSA :  Non-Exempt
	EEO :  04

	APPROVED GRADE:  11
	DATE APPROVED:  5/7/01; rev, 4/12/04


POSITION SUMMARY:

Working under minimal supervision, performs a variety of administrative duties required for daily management of the Office of Research and Sponsored Programs.  Performs primarily post award administration functions.  Reviews all new and supplemental awards; works closely with Financial and Accounting Services to establish and update all sponsored accounts.  Manages internal awards programs.  Performs account reconciliations on a monthly basis.

QUALIFICATIONS:

Education, Experience and Training

Bachelor's Degree plus one to three years related experience, or an equivalent combination of education and experience.  Experience in university research administration preferred.
Knowledge, Skills, Ability

· Excellent organizational skills; must be detail oriented.

· Excellent interpersonal skills.

· Proficiency in Microsoft Office (Word, Excel, Access, the Internet and E-mail).

· Ability to demonstrate effective communication skills both orally and in writing.

· Ability to analyze and interpret policy and procedural questions.

· Ability to research and resolve office management problems and questions.

· Ability to prioritize workload.

· Ability to organize workflow and coordinate activities.

· Ability to operate standard office machines.

· Ability to update skills on a continual basis.

· Familiarity with federal, state and University regulations including federal (OMB) circulars.
Physical Requirements

Sedentary work.  Stooping, crouching, reaching, talking, hearing, repetitive motions.  Close visual acuity.  Not substantially exposed to adverse environmental conditions.
ESSENTIAL FUNCTIONS:

· Independently manages internal award process including maintaining/updating program guidelines, organizing review meetings, summarizing review committee’s recommendations, preparing award letters, monitoring expenditures on all internal award accounts. 
· Receives and reviews all new and supplemental awards for external funding.  Compares award information such as amount, start date, etc., with proposed information.  Reviews award terms for compatibility with University policy.  Works with Financial and Accounting Services to set up and/or update restricted accounts.  Updates RSP’s proposal database. 
· Reconciles all internal awards, the 30% account, and the office budget on a monthly basis.  Assists in the monitoring of commitments made against the 30% account and prepares a monthly summary of account activity for the Associate Provost for Research. 
· Assists in the review of proposals for compliance with University and sponsor guidelines, accuracy of budgetary and administrative information. Assists and advises faculty in the preparation and submission of proposals, including electronic proposal submissions, interprets sponsor guidelines, prepares funding agency forms as necessary, develops proposal budgets. 
· Manages close out of all grants (internal and external) including reminding researchers of reporting requirements/deadlines; preparing/sending close out reports as required.  Determines record retention period and verifies receipt of funds prior to storing file. 
· Serves as office receptionist answering the main line for the department; provides administrative support and assistance to director. 
· Plans meetings, conferences, workshops and special events including invitations, location of event sites, arranging catering services, and preparation of handouts. 
· Maintains current knowledge and expertise in University, federal regulations and policies (including OMB Circulars) that affect sponsored program activities. 
· Performs other related duties as assigned.
OTHER FUNCTIONS:

SUPERVISORY RESPONSIBILITY:

Assists in providing, training, work direction, and problem solving assistance for student workers.
AUTHORITY/ACCOUNTABILITY:
Works with minimal supervision.  Reports to Director.
Assists in managing annual departmental budget; tracks and monitors expenditures, including reconciling on a monthly basis. 

PROBLEM SOLVING: 

Solves problems associated with monitoring budgets.

Establishes corrective action for incorrect invoices, orders, etc.
Identifies problems with database and assists in determining corrective action.
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