POSITION ANNOUNCEMENT

Research and Graduate Studies – Contract Specialist
 

Contract Negotiations is a department within the Office of the Vice Provost for Research and Graduate Studies and the University of Kansas Center for Research. It is responsible for negotiating award terms and conditions of sponsored agreements prior to acceptance by the university; identifying research compliance issues; and preparing and negotiating subrecipient agreements. It manages nearly 750 agreements annually and plays a significant role in the administration of approximately $220 million in sponsored proposals and $121 million in awards for research and training. This is a key position in the daily research administrative operations of the Office of the Vice Provost for Research and Graduate Studies.  
DUTIES INCLUDE:

Contract Negotiation (95%) 

1. Review research, material transfer, and nondisclosure agreements from external sponsors for compliance with University policies; 

2. Negotiate and develop contract terms and conditions in accord with University research policies relating to classified research, intellectual property, liability and indemnification, publication rights, and licensing; 

3. Prepare subrecipient agreements and communicate and negotiate with subrecipient organizations as needed; 

4. Communicate verbally and in writing with researchers and other university personnel, attorneys and administrators in the federal, state, and local governments, as well as private corporations and foundations; 

5. Coordinate sponsored research activities with other departments throughout the university community; 

6. Use high-level analytical skills and make independent decisions on topics of vital importance to the university research community. 

Additional Duties as Assigned (5%) 

1. Assist with the research education of faculty and staff; attend and/or participate in other research administration related meetings as requested; other duties as assigned.  
 
REQUIRED QUALIFICATIONS:

·Bachelor's degree or three years of experience in university research administration 

Evidence of the following should be demonstrated by work history and addressed in the application materials: 


·Experience reading and comprehending contracts 
·Excellent written communication skills 
·Familiarity with university policies and procedures or similar system 
·Basic computing skills including word processing, spreadsheet and database system use   
 

PREFERRED QUALIFICATIONS:

·Work experience in sponsored research administration at a university 

·Work experience negotiating, reviewing, editing and writing complex contracts or agreements. 

·Demonstrated ability to analyze and interpret agency, federal, and state regulations 

·Experience with implementation of research policies 

·Strong computer experience 

·Law degree  
 

APPLICATION PROCEDURE: A complete application package will consist of the online application, a cover letter addressing the applicant's interest and qualifications for the position, a current resume, and contact information for three professional references.   Consideration will be given to complete application materials received by February 1, 2008.  For more information visit https://jobs.ku.edu and search for position number 00066429.
 

The University of Kansas is an Equal Opportunity/Affirmative Action Employer.  The University encourages applications from underrepresented group members.  Federal and state legislation prohibits discrimination on the basis of race, religion, color, national origin, ancestry, sex, age, disability, and veteran status.  In addition, University policies prohibit discrimination on the basis of sexual orientation, marital status, and parental status.

 

