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The next section is done using the column feature.  Position you cursor at the *** and begin typing (after erasing the ***).  When you finish the first numbered paragraph hit CTRL-ENTER and you will go to the second column where you can type the number representing the degree of criticality.  After typing the number hit CTRL-ENTER again and you are ready to begin the second paragraph.Typical Essential Functions:


Assist or monitor review of proposals and analyze award documents for conformance with Cal Poly Corporation (CPC), sponsors, and University rules and regulations.


Set up award accounts, establish chart of accounts, and prepare budget allocation.  Direct the establishment and maintenance of individual project files. Notify Project Directors of new awards and award augmentations. Notify Project Directors of cost sharing, release time and assigned time contained in the award budget.  Assist or conduct orientations for new Project Directors on CPC policies, forms and procedures.  May review award requirements with Project Directors.


Assist or monitor ongoing award financial activity and provide documentation for cost sharing, release time and assigned time expenditures and hours.  Review and approve purchase orders, payroll/human resources appointments and forms, invoices, check requests and other forms and documents of a financial nature.  Monitor payroll and expenditures on assigned grants and contracts; assist in resolving discrepancies related to any financial activity on an award.


Assist or prepare with the negotiation of subcontracts; prepare bids, review bid responses, prepare summaries or make recommendations to Project Directors.  Assist or monitor subcontractor expenditures; review subcontractor reports and invoices for accuracy. 


Prepare monthly, quarterly and final financial reports for sponsors. Review and correct monthly financial statements for Project Directors. Produce special reports as    needed. Monitor cash balances and other cash management duties. Follow-up on outstanding receivables on assigned grants and contracts. 


Assist or oversee close-out of awards and equipment disposition at award termination.  Assist with or report inventions and patents and ensure all contractual requirements have been met prior to close-out of grant or contract. 


Grant Analyst II and III: participate in screening, interviewing, training and evaluating new department personnel; assume delegated responsibilities of Manager as required. 


Grant Analyst III: provide day to day supervision of Grant Analyst I, II, and Program Assistant(s). Assist Manager with daily management and personnel issues. 





Requirements:


HS degree and three to four years of fiscal management experience, preferably in a higher education institution.  AA degree in business or related field, or six semester hours (eight quarter hours) of college accounting may substitute for one year of experience, education or training. Grant Analyst II requires five years experience and Grant Analyst III requires eight years.  Must be proficient in the use of word processing, spreadsheet software, and Internet applications, such as Explorer.  Must be computer literate and have excellent oral and written communication skills.  Must be able to apply sound accounting principles in a complex financial atmosphere, to reason and show logical conclusions, to interpret and analyze regulations, to monitor and maintain compliance with contract provisions, and be dedicated to the provision of high quality customer service.  Must have full time, regular attendance.

















Open until filled.  Review of applications will begin February 22, 2008.








Grant Analyst I, II, or III*


Sponsored Programs


$34,320/year - $56,202/year ($16.50 - $27.02/hour)


(*Level of position will be based on applicant’s experience & qualifications)











California Polytechnic 


State University


Established 1901, Cal Poly is part of the 23-campus CSU system





A nationally ranked university with over 18,000 students





Emphasis on “learn by doing”





Cal Poly Corporation


Incorporated in 1940 as a not-for-profit organization to support the educational mission of the University





Operates commercial activities on campus such as Campus Dining and El Corral Bookstore





Administers over $15 million per year in contracts and grants received by the University





Provides administrative  and accounting services for the Cal Poly Foundation and ASI





Application forms can be obtained from the Cal Poly Corporation Human Resources office, by calling 805-756-7107, or visiting our website at


www.calpolycorporation.org.





Resumes may be submitted to hold a position, but they must be accompanied by the Cal Poly Corporation application to be fully considered for the position.  You may email your resume to � HYPERLINK "mailto:fdnhr@calpoly.edu" ��fdnhr@calpoly.edu�.  





Mail application to:


 


Cal Poly Corporation


Human Resources, Bldg. 15


San Luis Obispo, CA  


93407-0707





Cal Poly Corporation offers        generous benefits including paid vacation and holidays, sick leave, medical, dental, vision, life insurance, and a retirement program.  Cal Poly Corporation is an Affirmative Action, Equal Opportunity Employer.





Employment for this position is with Cal Poly Corporation.  This is not a State of California position.











Position Announcement











