The Rockefeller University, a leading biomedical research institute, is seeking two qualified Grants Management Specialists (GMS) to join our Office of Sponsored Research and Program Development (SR-PD).  

SR-PD oversees the administration, compliance, and documentation of sponsored programs for The Rockefeller University, and works towards furthering the University’s research enterprise.

The GMS will perform research administration and will support investigators and their laboratories in seeking, pursuing, and managing research funding. The GMS will work with researchers and their staff on preparing budgets, verifying compliance and contractual issues, reviewing grant applications before submission, monitoring and informing faculty of pertinent reporting requirements, regulations and laws, maintaining a database with application/award information, and routinely corresponding with investigators and sponsors.  The GMS will be assigned other projects as required for SR-PD operation and continuing development. This position requires the ability to work in a team and to regularly interact with other office staff and with investigators and their staff, as well as with other University offices and sponsors’ staff. Other Responsibilities include:

· Stay informed about relevant sponsored project terms and conditions and University policies and procedures.

· Interpret and provide advice on University policies and sponsor regulations to investigators and staff involved in grants and contracts administration.

· Advise as needed on allowable/unallowable cost categories based upon detailed review of governing sponsor policies and procedures.

· Support preparation of interim and final reports (property, patent, etc.) for timely transmission to sponsors. 

· Guide and assist electronic submissions.

Bachelor's degree is required. Experience in biomedical research administration, business and accounting, and, in particular, experience with funding from federal agencies such as the NIH is highly desirable, and InfoEd experience is preferred.   The successful candidate must have excellent attention to detail, a professional attitude and conduct, and excellent interpersonal, organizational, oral and written communication skills.  Must be computer proficient in MS Word, Excel, Access, Internet, and able to interact successfully with a wide range of professional and other constituents.  Salary is commensurate with work experience and education.

We offer competitive comprehensive benefits, and tuition reimbursement.  AA/EEO/VEVRAA Employer.  

