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Desert Research Institute



POSITION ANNOUNCEMENT

Director of Sponsored Research Administration

Administration

Position #10-015

Rank 0


The Desert Research Institute (DRI) is offering a unique opportunity for an experienced Director of Sponsored Research Administration. This position reports to the Vice President for Finance and Administration through the Assistant Vice President/Controller and is responsible for coordinating with the Vice President for Research for the overall development, administration, and expansion of the grant and sponsored research program at DRI.  The director assists with pre-award activities, including budget verification, interpretation of sponsor guidelines, review of final proposals, and negotiation of award terms.  The director oversees the post-award activities including account set-up, invoicing, monitoring, reporting, and closeout. DRI submits approximately 250 proposals per year and receives annual awards of over $30 million. 


POSITION: Duties include: 

· Provides leadership in the planning, designing, and implementation of DRI objectives for Sponsored Research. 

· Communicates and collaborates with the Vice President for Research, the Vice President for Finance and Administration and the Assistant Vice President/Controller for all aspects of pre- and post-award research administration.

· Ensures compliance with DRI, UCCSN, state, and federal regulations and standards for proper grant and contract management and serves as certifying institutional officer for grants and contracts.
· Serves as a resource and works with Department/Division business managers and SRO staff in development of management tools to coordinate and monitor the grant and contract process.

· Negotiates contractual agreements in accordance with DRI and UCCSN regulations for sponsored research projects.

· Serves as chief liaison between DRI and outside funding agencies, national organizations, local, state and federal governments.
· Provides workshops and training in sponsored programs, policies, procedures, systems to Department/Division business staff.
· Serves as SRO representative on all audit and accounting matters including negotiation of resolution of audit findings as well as developing and implementing changes required due to audit findings. 

· Assists with the preparation of the indirect cost proposal.

· Develops or revises sponsored research policies and procedures

· Assists Department/Division business staff in the areas of compliance, interpretation and information dissemination.

· Monitors delinquent receivables and coordinates efforts of the collection process.

· Supervises SRO staff of three and provides leadership, training and assistance to approximately 5 division business managers and their assistants.
· Prepares or oversees the preparation of regular reports for grants and sponsored programs as directed.

· Interaction and coordination with the Office of Technology Transfer as appropriate.

REQUIRED EDUCATION / EXPERIENCE

· Bachelor’s degree in business, finance, accounting, or public administration or related area.

· At least five years of high level sponsored research administration experience in a university or non-profit environment
· In-depth knowledge and technical competence with research administration and compliance issues.
· Experience and knowledge of fund accounting, recharge accounting, and audits. 

· Experience in a university or non-profit research environment.

· Experience with accounting software packages and ERA packages (i.e. grant and contract databases).

· Demonstrated skill and experience to design and implement management tools to administer complex awards.

· Demonstrated record of successful grant and contract administration.
· Extensive knowledge and experience with federal regulations and standards-OMB Circulars A-21, A-122, A-110, A133, federal acquisition regulations(FARS) and cost accounting standards (CAS).
· Excellent negotiation skills with demonstrated strong interpersonal and organizational skills.

· Skilled at building and maintaining relationships, fostering customer service orientation, and working with multiple constituencies within an academic/research setting.

· Demonstrated leadership and management experience, including hiring, training, supervising and evaluating employees

PREFERRED EDUCATION / EXPERIENCE

· Master’s degree business, finance, accounting, or public administration or related area.

· Certified Research Administration certification.

· Demonstrated experience in developing and negotiating facilities and administrative (indirect) cost proposals.
· Demonstrated experience and familiarity with grant and contract law.

SALARY / BENEFITS

Salary and startup package are commensurate with experience.  DRI provides an exceptional benefits package (see benefits summary at http://www.dri.edu/Admin/HR/docs/facultybenef.doc) 

APPLICATION / REVIEW PROCESS

To ensure full consideration, applicants must submit a cover letter detailing how they meet DRI’s education and experience requirements, current resume, and contact information from three professional references.  Applications not meeting these requirements will not be considered.

NOTE: The individual who is offered and accepts this position must provide (within 30 calendar days of his/her start date of the position) a copy of the transcript(s) awarded by an accredited institution as recognized by the United States Department of Education and/or the Council on Higher Education Accreditation (CHEA).

Refer to position #10-015.  Review of applications will begin immediately and continue until semi-finalists have been determined. Finalist will be subject to a fingerprint background check.  Send materials to: Human Resources, DRI, 2215 Raggio Parkway, Reno, NV 89512; email MSWord-compatible attachments to recruit@dri.edu; or fax application materials to (775) 673-7339. To learn more about DRI, visit our Web site at www.dri.edu or call (775) 673-7332.

DRI is an AA/EEO employer that only employs U.S. citizens and aliens lawfully authorized to work in the U.S.  Women and under-represented groups are encouraged to apply.
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