POSITION POSTING:
CureSearch, National Childhood Cancer Foundation, invites applicants for the position of Research Account Manager.  CureSearch is located in Arcadia, California, approximately 20 miles from Los Angeles. Arcadia is known for beautiful neighborhoods, warm character and a "community of homes" atmosphere, and is frequently referred to a jewel among southern California communities.
The Research Account Manager plays a vital roll in reviewing and processing federal funding applications and sub-awards in an effort to cure Childhood Cancer.  Other responsibities include the following:

· Ensures compliance to all applicable laws and regulations related to research awards

· Provides policy interpretation & guidance relating to grants & contracts with all parties to the award

· Works effectively with both OSP and research personnel in submission of research applications in timely manner

· Negotiates and issues sub-award documents

· Maintains database to track execution of subcontracts

· Maintains electronic filing system for grants and contracts

· Assures timely submission of project renewal applications and progress reports

· Processes per case reimbursement payments

· Provides investigators with updated award information when necessary

· Provides reminders to investigators on reporting requirements

· Supports closeout requirements on all NCCF awards

· Develops and implements internal operating procedures for assigned team

Requirements & Qualifications: 

· BA degree in Business or Accounting from an accredited college; or equivalent years of related experience working directly with federal award processing 

· 5 years of grants and/or contracts management experience including budget management and proposal preparation and federal, review and submission experience
· Experience and knowledge with government grants and contract applications, budgets, proposal preparation, review and submission; ability to compose correspondence, letters, memos, summaries and general office communications

· Proficiency in Microsoft Office applications (Windows, Microsoft Word, Microsoft Excel, Access and other database systems); Working knowledge of Internet/Intranet databases. 

· Excellent interpersonal, organizational and communication skills; ability to organize, perform multiple tasks and to set priorities; exceptional customer service/interpersonal skills

· Proven verbal and written communication skills for internal and external communication; excellent skills in written and spoken English; proven skills with exceptional spelling and grammar required, with advanced editing and proofreading skills.

