
Senior Research Administrator

Office of Sponsored Programs
RA-0003-89

Boise State University’s Office of Sponsored Programs has an immediate opening for a pre-award sponsored programs administrator.  The ideal candidate will have knowledge of pre-and-post award grant and contract management practices in higher education. 
You will have the opportunity to:

· Provide support and assistance to principal investigators and university staff

· Assist in preparing and submitting electronic and paper proposals

· Interpret sponsor guidelines and university policies

· Provide budget development support
· Ensure compliance with university, federal and agency regulations, policies, procedures, forms and guidelines

· Respond to sponsor inquiries

· Act as a liaison to external sponsors and internal administrative units

· Provide assistance with problem resolution
At a minimum you should have:

· Bachelor’s degree or equivalent professional experience

· Three years experience in a similar position or two years experience in the same type of position including knowledge of government regulations pertaining to sponsored projects and experience creating and reviewing complex budgets
The preferred candidate will have:
· Bachelor’s degree or higher

· Two years or more of experience in the research administration field

· Experience preparing, managing and negotiating grants and contracts
· Knowledge of compliance issues

Salary and benefits:  Salary is competitive and Boise State University offers an excellent benefits package.
If this sounds like the job for you:
Please send a cover letter, resume and contact information for three professional references to osp@boisestate.edu or mail to:
Sue Hexum





Office of Sponsored Programs/COEN



Boise State University

1910 University Drive

Boise, ID 83725-2100
Review of applications will begin immediately and will continue until finalists are identified. Applications received after that point may be considered if the position is not filled from the finalist pool.
Boise State University is Idaho’s metropolitan research university, located in the state’s population center and capital city, a hub of government, business, the arts, healthcare, industry and technology.
Boise State University is strongly committed to achieving excellence through cultural diversity. The University actively encourages applications and nominations of women, persons of color, and members of other underrepresented groups. EEO/AA Institution, Veterans preference.
