

ASSISTANT DIRECTOR,

GRANT & CONTRACT ADMINISTRATION
Radford University’s Office of Sponsored Programs and Grants Management seeks strong applicants for the position of Assistant Director for Grant and Contract Administration.  The successful candidate will be responsible for a range of activities including the following: Direct pre-award budgeting and post-award grant management in accordance with university, state, federal and funding agency rules and regulations.  Serve as authorizing official for designated proposals.  Responsible for coordination and implementation of compliance requirements for sponsored projects. Recommend changes in policies and procedures as appropriate. Draft and/or negotiate contracts and subcontracts; set up account budgets and files; respond to queries from faculty, staff, administration, and auditors.  Manage selected awards as required.   Review account set-ups, close-outs and invoicing, and monitoring of sponsored agreement expenditures and activity including subcontracts. Prepare and/or review invoices.   
Qualifications Required:  
Considerable demonstrated working knowledge applying federal grant regulations required with preference for knowledge of higher education grants.  Knowledge of federal contract regulations desirable.  Ability to be pro-active in identifying and resolving problems using sound judgment and reasoning.  Ability to prioritize tasks with multiple deadlines in a fast-paced environment.  Excellent interpersonal, oral and written communication skills.  Ability to prioritize tasks, work with diverse clientele and exhibit strong organizational skills.  Demonstrated ability to supervise staff.  Demonstrated knowledge of computer systems to include spreadsheets, word processing and financial/accounting software.   
The minimum starting salary is $39,384.   
Application Deadline: 
5:00 p.m. on March 12, 2007.  Submission may be electronic, but must include a completed Commonwealth of Virginia’s application form. Submit the state application form (www.radford.edu/pers-web/), referencing position #00260A.   Postmarks will not be honored.  E-mail address: pers-web@radford.edu. Fax#: (540) 831-6278.  Mailing address:  Department of Human Resources, Radford University, P.O. Box 6889, Radford, VA  24142.  Hand deliveries to 704 Clement Street, in Radford Virginia.   

RU is an EO/AA employer committed to diversity.
Radford University (a state university) offers a collegial work environment and is located in the beautiful rolling hills of Virginia, 15 miles from Virginia Tech and 40 miles from Roanoke, 4 hours from Washington DC, 3.5 hours from Richmond, and 3 hours from Charlotte.  Over 9,200 students enrolled in 108 undergraduate programs and 38 masters degree programs.  The State Council has just given approval for RU to offer its first doctoral program, the Psy.D. 


