The Center for International Rehabilitation

POSITION ANNOUNCEMENT
Director of Grants Administration
 

Chicago, Illinois

The Center for International Rehabilitation (CIR) is an Illinois not-for-profit corporation focused on the development of programs and technology to assist people with disabilities in low-income countries around the world. The CIR is an outgrowth of Physicians Against Land Mines (PALM), a public education and advocacy organization formed in l996 to address the treatment and prevention of land mine injuries.  

The Director of Grants Administration is based in Chicago, Illinois and is responsible for providing management and oversight for all CIR grants to ensure goals are achieved and CIR is in compliance with all applicable guidelines and requirements.  

CHARACTERISTICS DUTIES AND RESPONSIBILITIES
Grant Writing

· Oversee the grants administration operations of CIR including assistance to faculty and staff in processing, preparation and pre-award administration of grant and contract proposals; supervises the establishment of budgets and budget justifications, technical and patent reporting, compliance conditions, preparation of business and contracting portions of proposals, grant and contract renewal, supplemental and continuation proposals

· Critically evaluate research proposals and pre-award revisions to assure compliance with sponsor and CIR requirements; resolve conflicts; summarize proposal budget issues as needed for CIR leadership; assume primary responsibility for submission of proposals to funding agency

Financial and Compliance Tracking

· Monitor grant awards to ensure CIR’s programs are in compliance with all applicable sponsor rules and regulations

· Remain current on the federal/state laws and OMB circulars (A-133, A-110, A-122) that affect sponsored program activities

· Assign expenses to grants and conduct ongoing fiscal oversight of each grant and project actual expenditures to ensure fiscal compliance
· Review and oversee grant draw downs and other account receivables
· Manage post-award grant and contract administration of sponsored projects, including postaward revisions, periodic and final reporting, subcontracts and closeout

· Oversee subcontract and consulting agreements and their reporting requirements 

· Prepare necessary financial reports for the funding agencies/organizations regarding the progress of the program

· Prepare and provide necessary documentation for the audit process and dissemination of information to auditors

· Participate in the development of new accounting and administration procedures with respect to contract and grants administration

· Assist in the preparation of cost studies for the establishment of indirect cost rates

Program Management

· Provide administrative liaison between CIR, sponsor and project director; interpret and advise faculty and staff on federal, state, and institutional policies, procedures, guidelines and deadlines on a daily basis 

· Provide assistance in preparing technical and patent reports which demonstrates CIR’s accomplishments and compliance with grant goals and objectives
· Advise CIR leadership on issues related to research administration, identifying trends and issues and proposing actions to be taken; formulate research reports and provide analyses of sponsored project activity to CIR leadership, project directors, and other staff as needed

KNOWLEDGE, SKILLS, AND ABILITIES
Bachelor’s degree and at least five years of progressive administrative experience in research and grant administration.  Must have excellent oral and written communication skills, be detail-oriented and be comfortable in a collaborative environment.  Interpersonal skills necessary to interact effectively with project directors, staff, and external funding agencies and to maintain a variety of external contacts.  High degree of organizational skills, ability to establish priorities and react promptly to a variety of requests and needs, sometimes in stressful situations.  Ability to work effectively under pressures of numerous deadlines.  Strong computer skills, including experience in electronic research administration (ERA), internet resources, spreadsheets.  Experience in rehabilitation, in an academic or non-profit environment, or with international organizations is a plus.

REPORTS TO

President
SALARY AND BENEFITS
Salary dependent on experience and abilities.  CIR offers a comprehensive benefits package that includes paid vacation, personal days, and sick leave plus employer-contributed medical, dental and disability insurance.

TO APPLY

Please submit your resume and references via email to Mary T. Spina, CRA, CIR Recruitment Consultant at m-spina@sbcglobal.net with a copy to Maria Veronica Reina, President, CIR, at mreina@cirnetwork.org.  A hard copy should also be mailed to the attention of Maria Veronica Reina, President, Center for International Rehabilitation, 351 East Huron, 2nd Floor Annex, Chicago, IL  60611.  CIR/PALM assures equal employment opportunities for all qualified persons without discrimination.

