	

	

	Grant & Contract Specialist
Children’s Hospital Los Angeles


	


	Job ID#:
2004-000453
Department:
Research Institute Admin
Metro Area:
CA - Los Angeles
Employment Type:
Full Time
Shift/Hours:
unspecified 
Degree Req'd:
B.A.
Salary Range:
Highly Competitive 
Travel:
No Travel
Years Experience:
4
Work Authorization:
US
Industry:
Healthcare
Field:
Accounting
Position:
Administrator
Post Date:
Dec 20, 2004
OTHER
Job Type:
Professional

	Responsibilities
The Grant & Contract Specialist will assist the Manager, Grants & Contracts with the pre and post award activities related to extramural grant & contract portfolio for CHLA extramural research activities.  Reviews and assists in negotiating contract and grant proposals with federal agencies and private sponsors, federal agencies, has limited signature authority on actions relating to administration of grants and contracts.  Negotiates terms and conditions on some awards. Assures quality of Sponsored Projects data entry into the data management systems and, participates in the development of new data systems and tools for electronic research administration.  Participates in the development of research administration policies and procedures. 

Bachelor's degree with two years experience in Research Administration or 4 years equivalent experience may substitute for a degree. Minimum 2 years experience in research administration including extensive experience in pre and post award administration of biomedical grants and contracts in particular with the National Institutes of Health (NIH) required.   Knowledge and expertise of federal regulations, policies, procedures, circulars, laws applicable to grant & contract activity, in particular OMB Circulars A110, A122, A133, OASC3, the PHS and NIH Grants Policy Statements, and the NSF Grants and Conditions. (Preferred) Extensive experience in pre and post award administration of biomedical grants & contracts, in particular with National Institutes of Health (NIH) grants. (Preferred).  Knowledge of fund accounting. (Preferred). Experience with the negotiation of large service contracts, Familiarity with federal regulations, policies, procedures and circulars applicable to Research Institutional Committees. (Preferred)  Experience in an academic research environment. Preferred) Analytical skills to review grants, contracts and Clinical Trial Agreements against established criteria. (Preferred) Membership in professional organizations such as SRA and/or NCURA. (Preferred).   

Excellent interpersonal skills to deal with complex, sensitive and confidential material with Principal Investigators, sponsors, and administrative and management personnel (Required).  Excellent written and oral communication skills. (Required)  Ability to work independently while still serving as a member of a professional team. (Required) Experience in an automated environment including effective utilization of Microsoft Windows including, but not limited to:  Internet Explorer (or Netscape Navigator), Word for Windows 6.0, Adobe Acrobat, Excel, Power Point, and electronic mail. (Required) Working knowledge of relational databases for management of grants & contract information. (Required) Experience in navigating and retrieving information from the Internet. (Required)

Children’s Hospital Los Angeles (CHLA) is a special place where children have been cared for and cured for more than 100 years. Our hospital has become one of the world's top pediatric facilities, acknowledged throughout the United States and around the world for our leadership in pediatric and adolescent health. EOE/AA
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