Job Description

Grants Budget Specialist/Proposal Coordinator—Office of Sponsored Programs

Salary: 2493-4105 monthly

Closing Date:

Job Number:

Responsibilities: 
The Office of Sponsored Programs (OSP) at Texas State University-San Marcos invites applications for the position of Grants Budget Specialist/Proposal Coordinator. OSP is responsible for disseminating information about grant opportunities, working with faculty to develop proposals to external funding agencies, working with faculty to negotiate terms and conditions of contracts, and facilitating the process of submitting proposals for grants and contracts.  The successful candidate will have the willingness to work as a team member to help the office achieve the goals of its 5-year strategic plan.

The chief responsibilities for the person who holds this position include the following: 

Develop and review budgets for grant and contract proposals

Prepare forms for these proposals

Work with faculty to assemble all elements of proposals to external funding agencies, following agency guidelines.

Submit proposals either electronically or by paper, according to the funding agency guidelines

Track status of grant proposals and contracts

Maintain electronic and paper records

Use electronic databases

Conduct information research on the web

Perform comprehensive review of proposal requirements, including format, assurances, facilities and administrative costs, cost sharing and commitment of University facilities and resources

Other duties may include the following:

Track faculty research profiles and send information on funding opportunities in the appropriate areas

Make presentations/conduct workshops with other staff members

Qualifications:

Bachelor’s degree (preferably in Business Administration, Accounting, Mathematics, or a related field) from an accredited college or university required; master’s degree preferred

3-5 years of sponsored programs administration experience, with emphasis on budget preparation

Certification in Research Administration (CRA) or similar training courses preferred

Knowledge of Federal Guidelines such as OMB A-110, OMBA-21, EDGAR CFR 34, CFR 48 part 99, and Federal Acquisitions Regulations

Knowledge of contract terms and conditions

Experience with online research administration:  on-line funding opportunities databases, electronic submission application processes (such as NSF Fastlane), Internet resources, word processing software, computer software programs such as Excel, Word, Netscape Navigator

Ability to work as a team member with not only OSP staff, but with other administrative staff across the university, and with faculty, chairs, deans and directors

Ability to handle multiple priorities and to work comfortably in a fast-paced, deadline-driven environment

Good communication skills, both oral and written

The ability to work with demanding deadlines

Excellent organizational skills

Strong customer service orientation

Knowledge of university policies and procedures regarding grants and contracts

Knowledge, Skills and Abilities 
Ability to: read small print, computer screen; to understand funding source guidelines, university ledger sheets and other materials; to write memos, reports, and instructions; to perform advanced math; to work and communicate with faculty members, chairs and deans; to diffuse potential hostile situations; to oversee the work of others; to give instructions to staff; to explain problems to supervisor; to prioritize work; to use computer and computer software.

Salary range: 2493-4105 monthly 
For an application:

