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	Position Title: 

Grants & Contracts Specialist I 
Office of Sponsored Programs 
Position Responsibilities: 

This position will provide professional administrative and support in the pre-award Office of Sponsored Programs particularly focusing on proposal review/processing and the dissemination of grant and research information. Employee will work closely with Director and Associate Director to provide technical and administrative assistance in development of grant proposals and contracts to fund research, instruction, student scholarships, student support and public service projects; manage the office's technological resources, including computer applications, database management, Internet, web access, web design/maintenance, electronic research administration; monitors/implements requirements for electronic submission of proposals to external agencies; edits/publishes monthly electronic Grant Opportunities Newsletter; develops/delivers computer training sessions for faculty through workshop presentations and one-on-one direct assistance (e.g., NSF FastLane, NIH PHS application forms, CRISP funding database, and eGrants, etc.); design/update reports on grant activities of the university, faculty and staff; provide support and training for office personnel, faculty and staff ;and perform related tasks as required. 
Minimum Requirements: 

Applicant must have some college coursework or associate's degree and 1 year of related experience in grant proposal preparation & database maintenance OR a high school diploma and 3+ years related experience in grant proposal preparation. Strong computer literacy, organizational, interpersonal and information technology skills desired. Position requires expertise in MS Word, Excel and PowerPoint; HTML and DreamWeaver; GroupWise; Precisionscan; and various federal, state and private foundation grant software programs. 
Compensation: 

$33,010 annually 
Application Deadline: 

By 5 P.M. on October 18, 2005 
Application Procedure: 

Submit a letter of interest for this position and an updated application to the: 
Department of Human Resources 
Kennesaw State University 
ATTN: Grants & Contracts Spec I – Sponsored Programs 
1000 Chastain Road , Mail Drop #3504 
Kennesaw , GA 30144-5591 
Policy Statement: 

AA/EEO. Kennesaw State University, a member of the University System of Georgia. Employment is subject to successful completion of a Criminal Background Check and continuation of state funding. Georgia is an Open Records State. 
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