Position Announcement
Assistant Director

Office of Sponsored Programs and Research Compliance

Research Office, Oregon State University
Corvallis, Oregon 97331

Announcement for the Assistant Director Position

This position oversees the day-to-day operation of the Office of Sponsored Programs, requiring oversight of office employees, processing and authorization for over $400 million in research and scholarship proposals for external funding for Oregon State University.  The position manages financial and regulatory compliance policy and its application to research and scholarship proposals.  This position develops and executes university policy, based on federal and state regulations and legal requirements.  Extensive interactions are required with researchers, university administration, and external program officers within a complex institutional settings.  OSU is a Carnegie Research Extensive University and annually receives over $146 million in support of research and scholarship activities from the proposals processed.  

Duties
Responsibilities for the position include:

-
Recommends and helps develop policy for the university; revises policy and

implements policy;
· Makes decisions involved in the sponsored programs process – evaluation of proposals and policy interpretations from federal, state, and university regulations.  Decisions impact faculty, staff and administrative proposals for external funding; 

· Assists the Director by serving as institutional authorizing official for proposals as delegated;

· Makes decisions on streamlining processes, computerizing record keeping, and hiring and training staff;  

· Determines training needs of staff and responsible for implementation of such.

Salary
Starting at $61,000 commensurate with training and experience.  Benefits package includes several options for health/dental/life insurance, retirement, and tuition reduction program (some restrictions apply).  

University and Community 
OSU is one of only two American universities to hold the Land Grant, Sea Grant, Sun Grant, and Space Grant designation and is a Carnegie Doctoral/Research-Extensive university.  OSU is located in Corvallis, a community of 53,000 people situated in the Willamette Valley between Portland and Eugene.  Ocean beaches, lakes, rivers, forests, high desert, the rugged Cascade and Coast Ranges, and the urban amenities of the Portland metropolitan area are all within a 100-mile drive of Corvallis.  Approximately 15,700 undergraduate and 3,400 graduate students are enrolled at OSU, including 2,600 U.S. students of color and 950 international students.  

The University has an institution-wide commitment to diversity, multiculturalism, and community.  We actively engage in recruiting and retaining a diverse workforce and student body that includes members of historically underrepresented groups.  We strive to build and sustain a welcoming and supportive campus environment.  OSU provides outstanding leadership opportunities for people interested in promoting and enhancing diversity, nurturing creativity, and building community.

Qualifications

Required:  

· Master’s degree or MBA and four years full-time experience in sponsored projects administration.  A bachelor’s degree and six years experience in sponsored programs administration may be substituted for the Master’s or MBA degree
· Excellent communication skills (both written and verbal)

· Diplomacy and customer service

· Independent initiative

· Ability to perform multiple tasks at any given time with a high level of accuracy and attention to detail

· Ability to set priorities and manage time effectively

· Ability to work with all levels of employees in a respectful and supportive manner

· Computer literate, with working knowledge of Word, Excel, Access

· Ability to interpret regulations, apply regulations to written protocols, and convey information verbally and in writing to faculty and staff. 

Preferred:


-
Demonstrable commitment to promoting and enhancing diversity is preferred.
To apply
Send the following materials by 04/22/05 to ensure full consideration:

· Letter of application, describing your experience, and qualifications for this position;

· A resume; and

· Three letters of reference

To:
Toshie Gordon


Office of Sponsored Programs and Research Compliance


Research Office


312 Kerr Administration Building


Corvallis, OR 97331-2140

Fax: 
541-737-3093

E-mail:  Toshie.gordon@oregonstate.edu
Oregon State University is an AA/EO Employer,

 and has a policy of being responsive to the needs of dual-career couples.
