Grants and Contracts Specialist

Vac Number:
Department:
Position Title:
Opened:

104422
Grants and Contracts Financial 
Grants and Contracts Specialist
8/5/2004

Administration

Position Number:
Hiring Range:
Work Hours:
Start Date:

533533
Commensurate
To Be Arranged
TBA
Minimum Qualifications:
Bachelor's degree in accounting, business or related filed and two years of experience in federal grant and contract administration.  Knowledge of federal grant and contract regulations.  Must show initiative, anticipate needs, and be diplomatic and organized.  Ability to set priorities while handling multiple tasks in a busy work environment.

Preferred Qualifications:
Five years experience negotiation grants and contracts and or experience in a university or nonprofit administrative setting. Knowledge of general regulations, contract law, intellectual property, state law, university policy and accounting procedures.
Description of Basic Duties: The Grants and Contracts Specialist will utilize university policy, state law, federal regulations, and good business practices in an effort to protect the interest of the university.  The individual will act as a liaison with funding agencies to negotiate award terms and resolve post-award issues as needed.  Counsels and assists college research offices and other administrative staff regarding interpretation of sponsor guidelines and regulations, and problem resolution. Provides professional staff support to Assistant Director and service to meet the grants and contracts business needs.  Work entails review of a broad range of contracts including, but not limited to,  federal, state, and private contracts, subcontracts, consulting agreements,  and teaming agreements.  The Specialist will work with the appropriate offices as required (i.e. Legal, IP, Compliance).  The individual must be able to able to work with projects involving multiple parties.  The person in this position must engage in problem solving and look for opportunities to share knowledge and information.
To Apply Send :
Cover Letter, Resume, Transcripts & Three References to:

Oklahoma State University

Grants and Contracts Financial Administration

401 Whitehurst Hall

Stillwater, OK  74075
Oklahoma State University is an Affirmative Action/Equal Opportunity Employer

