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     CONTRACT AND GRANT ADMINISTRATOR

Office of Research and Sponsored Programs

     Indiana University-Purdue University Indianapolis (IUPUI)

Applications are solicited for the position of Contract and Grant Administrator in the office of Research and Sponsored Programs.  This position will review, negotiate, and process contract and grant awards for all schools and units of the IUPUI campus of Indiana University.  

IUPUI, located in the state capitol of Indianapolis, is comprised of 18 Indiana University schools and 2 Purdue University schools, among them the schools of Medicine, Nursing, Dentistry, Law, Business, Informatics, Liberal Arts, Public and Environmental Affairs, Science, and Engineering and Technology.  Research activity on the IUPUI campus has substantially increased during the past ten years with 2,474 proposals submitted in FY04 and 1,462 awards totaling over $256 million.

Position Responsibilities:

Manage the administration, processing, and negotiation of contracts and grant awards from federal, State, and local government agencies; foundations; educational institutions; and other non-profit organizations.  Review, analyze, interpret, and negotiate legally binding terms and conditions of awards.  Resolve conflicts and facilitate contract and grant revisions through discussions and correspondence with agency officers and legal personnel, University counsel, and faculty and staff.  Prepare and process agreements, amendments, and subcontracts.  Advise faculty and staff on award terms and conditions.  Supervise and train legal assistants.  Develop, maintain, and ensure compliance with institutional policies and procedures related to awards.
Education and Skills:

Bachelor’s degree and four years of relevant work experience; Master’s degree and two year of relevant work experience; or JD degree plus one year with relevant legal experience.  Ability to use computer software including:  Outlook, Excel, Word, Access.  Ability to conduct research using the internet.  Ability to grasp and articulate complex concepts related to contracts and federal regulations.  

The individual in this position must have excellent oral and written communication skills, analytical and organizational skills, and have the ability to make sound independent decisions.  The individual must work well under pressure and constant deadlines and be proficient with computer technology.  A proven ability to successfully interact with all levels of University and agency constituencies such as co-workers, University administrators, researchers, faculty, agency representatives, and University counsel is also required.

Applications:

Applicants should submit on-line at http://www.hra.iupui.edu/.  A letter of application, resume, and the names, addresses, and phone numbers of at least three references (preferably current or former supervisors) should be included.

Additional questions should be directed to:


Pam McKeough

Director, Sponsored Program Administration

Indiana University-Purdue University Indianapolis

620 Union Drive, Room 618

Indianapolis, IN  46202-5167

pmckeoug@iupui.edu
IUPUI is an Affirmative Action/Equal Opportunity Employer
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