Office for the Advancement of Research and Scholarship

Assistant  Director, OARS

The Assistant Director will assist students, faculty, and staff with the planning, preparation, and submission of external proposals.  They will provide budget preparation guidance and act as a proposal facilitator. 

Assistant Director duties:

1. Promote sponsored project development by faculty and staff at Miami

• Liaison with departments 

Serve as liaison person for OARS with designated department and offices at Miami.

• Learn of faculty interests and capabilities within these departments

• Encourage and facilitate sponsored project development (Encourage the development of scholarly and teaching projects)

• Proposal & budget development

Provide assistance and encouragement (to faculty and staff) at various stages in the proposal development process, as follows:

• discuss project ideas with faculty

• recommend funding sources

• interpret and advise on agency guidelines

• review and comment upon proposal drafts

• assist in rewriting

• assist faculty in making contacts with potential funding agencies

• assist with budget development

2.   Review and approve proposals to external agencies

Review proposals being submitted to external agencies for consistency with University policies and agency requirements.

During transmittal process, review, and sign off for University, proposals from designated departments for University commitments and cost sharing, adherence to agency, federal and state requirements

3. Develop and present proposal writing and grant writing workshops
Offer proposal writing and grants writing workshops and related training programs.


• Develop and conduct annual workshop for newer faculty


• Meet with departments, centers and campuses for special targeted sessions

4.   Coordinate collaborative proposals and special solicitations

Coordinate the solicitation and internal review of proposals to special programs such as Scioto County Area Foundation and the NEH Summer Stipends programs.

5. Represent the University with sponsor agencies and professional organizations

Represent the University with sponsor offices and at meetings of NCURA, GRC and other professional organizations.

Maintain knowledge of federal, state, and private foundation funding through attendance at meetings, direct contact with agencies, and regular reading.

Develop relationship and contacts with federal, state, and private funding agencies

• Direct contact through phone calls and agency visits

• Arrange for campus visits by program officers

• Attendance at meetings such as the NCURA, GRC, and other professional  associations

6.
Serve on the Committee for Faculty Research; administer PREP account

• Administer the Page, Reprints, Exhibition and Publication (PREP) program 

• Administer the Subvention program

7.
Analyze, prepare & distribute information & special reports on scholarship & teaching


Analyze data and prepare reports to communicate the work of the office, such as the Research Challenge Claims Report 

8. Evaluate policies & procedures, assist in policy development 


Evaluate policies and procedures related to sponsored project development, recommend revisions, and participate in policy development.


Assist in the development of goals, priorities and policies to provide a University climate supportive of scholarship and teaching.

9. Work with University Relations, Grants Accounting, Budget, and other University Offices to create supportive environment for scholarship & teaching.

Work closely with other offices throughout the University, such as the Development Office, Budget Office and Accounting Office, to create a climate of support and facilitation for research and sponsored projects.

Work with the University Development Office in the preparation and coordination of proposals to corporations and foundations

Work with the Budget Office, Grants Accounting Office and other offices in the university to facilitate the application and post-award processes

Required Qualifications:

This position requires at least a Master's degree. Candidate should have highly developed written and oral communication skills, ability to deal effectively with faculty and administrators, and be proficient with word processing and spreadsheets.  

Desired Qualifications:

Desired qualification include: 2 years of teaching, research, and/or administrative experience, demonstrated familiarity with federal policies and procedures, and working knowledge of web-site maintenance and development.

Questions regarding the position, and applications should be addressed to:

Gilbert Pacey

Associate Dean for Research and Scholarship

Miami University

Office for the Advancement of Research and Scholarship

Oxford, OH  45056

Phone: 513-529-3734

Email: paceyge@muohio.edu

