Rosalind Franklin University of Medicine & Science

3333 Green Bay Road, North Chicago, IL 60064

STAFF VACANCY AVAILABLE

Please fax, mail or e-mail your


applications/resumes to:
Position # 83


HUMAN RESOURCES



Fax: 
847-578-3272



E-mail:
employment@rosalindfranklin.edu

POSITION:
                               Grant and Contract Officer   

Full-Time 
DEPARTMENT:
Office of Sponsored Research  
LOCATION:
Office of Sponsored Research  
QUALIFICATIONS:
Bachelor’s degree in business, finance, accounting or related field, or the equivalent combination of education and experience from which comparable skills can be acquired. Knowledge of federal regulations related to research administration and 2-5 years work experience in a sponsored administration setting at a higher education institution. Excellent communication skills and ability to work under pressure. Computer literate and proficient in Word, Excel spreadsheets, electronic submission of proposals, Internet searches and relational database applications such as Access and Oracle. Knowledge of accounting principles and practices.    
DUTIES/RESPONSIBILITIES:
Handling all aspects of pre and post award activities for the lifecycle of awards; providing support to investigators in proposal review and submission; identifying problems areas such as cost sharing, IRB, ACUC, Significant Conflict of Interest and Effort Time requirements before submission of proposals; serving as a resource to investigators in identifying funding opportunities through the SPIN system; providing assistance and guidance to faculty and departmental administrators during the lifecycle of an award and assures adherence to University and agency procedures and requirements; financial management of sponsored projects including financial reporting, monitoring expenditures, and coordinating audit activities; preparing and submitting financial and letter of credit reports in according with agency guidelines; independently monitoring and adhering to sponsoring agencies’ deadlines; interpreting policy and clarifying financial documentation as needed; reviewing effort commitments and reports to ensure accurate financial reporting. 

PHYSICAL DEMANDS:
Work is performed in a typical interior/office work environment.
SALARY RANGE:

Level X
STARTING DATE:

August 2004
POSTED:

July 15, 2004
EEO/AA Employer M/F/D/V

