POSITION 
Coordinator I – Office of Research, Sponsored Programs, The University of Tennessee

OFFICE DESCRIPTION

The Office of Research is responsible for administering all externally-funded programs and related documentation and activities for all of University budget entity -01.  In fiscal year 2006, Sponsored Programs staff in the Office of Research reviewed, negotiated, maintained data on, and/or administered 1289 proposals and 1071 awards totaling $127,983,213.  In addition, Sponsored Programs staff drafted and/or reviewed and administered a few hundred subcontracts to lower tier entities during fiscal year 2006.  

POSITION DUTIES

· advising and assisting faculty in the preparation of applications for external funding – ensuring compliance with University and sponsor policies and program announcements

· conducting negotiations with sponsors for contracts and grants

· managing sponsored programs post-award (non-accounting) activities

· serving as liaison among project directors, other University offices, and sponsors

· attending conferences/workshops for professional development 

· preparing and presenting workshops.

QUALIFICATIONS 

Candidate must hold a bachelor’s degree from an accredited college or university; must possess proven written and oral communication skills, strong problem-solving skills, excellent interpersonal skills for working individually or in a team environment under stressful and time-sensitive conditions, strong proficiency in word processing, spreadsheet and e-mail software, independent decision making abilities, high level of initiative, orientation to detail, strong skills in organization, prioritization, and reasoning/logic.  Desired qualifications include knowledge of University policies and procedures; demonstrated ability to interpret and disseminate complex data; knowledge of and expertise in federal regulations that govern sponsored programs; proficiency with Excel, Access, Adobe Acrobat, Word, WordPerfect, Coeus, internet searches, electronic research administration; demonstrated ability to develop and/or provide assistance with proposal budgets to University project directors/principal investigators.

Interested persons should send cover letter, resume, and references to Carol Malkemus, Chair of Search Committee, Sponsored Projects Accounting, 1534 White Avenue, Knoxville, TN   37996-1524.  Questions can be directed to LaVonna Hamer, (865) 974-2591, FAX (865) 974-0949, or e-mail lhamer@utk.edu.
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The University of Tennessee, Knoxville, is the state’s flagship research institute, a campus of choice for outstanding undergraduates, and a premier graduate institution.  As a land-grant university, it is committed to excellence in learning, scholarship, and engagement with society.  In all its activities, the university aims to advance the frontiers of human knowledge and enrich and elevate society.  The university welcomes and honors people of all races, genders, creeds, cultures, and sexual orientations, and values intellectual curiosity, pursuit of knowledge, and academic freedom and integrity.  The university intends that its graduates will promote the values and institutions of representative democracy, and be prepared to lead lives of personal integrity and civic responsibility. 

­­­­­­­­­­­­­­­­­­­­­­­­­­­­­­­­­­­­­­­­

All qualified applicants will receive equal consideration for employment without regard to race, color, national origin, religion, sex, pregnancy, marital status, sexual orientation, age, physical or mental disability, or covered veteran status.
Eligibility and other terms and conditions of employment benefits at The University of Tennessee are governed by laws and regulations of the State of Tennessee, and this non-discrimination statement is intended to be consistent with those laws and regulations.   

In accordance with the requirements of Title VI of the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972, Section 504 of the Rehabilitation Act of 1973, and the Americans with Disabilities Act of 1990, The University of Tennessee affirmatively states that it does not discriminate on the basis of race, sex, or disability in its education programs and activities, and this policy extends to employment by the University.  

Inquiries and charges of violation of Title VI (race, color, national origin), Title IX (sex), Section 504 (disability), A.D.A. (disability), Age Discrimination in Employment Act (age), sexual orientation, or veteran status should be directed to the Office of Equity and Diversity (OED), 1840 Melrose Avenue, Knoxville, TN  37996-3560, telephone (865) 974-2498 (V/TTY available) or 974-2440.  Requests for accommodation of a disability should be directed to the ADA Coordinator at the Office of Equity and Diversity.
