University of Colorado Denver Job Ad
University of Colorado Denver 

Grants Development Coordinator
College of Liberal Arts and Sciences
[Job Posting # 805113]
The College of Liberal Arts and Sciences has an opening for a full time exempt professional staff position as a Grants Development Coordinator.  
The University of Colorado Denver seeks a Grants Development Coordinator to work in the College of Liberal Arts and Sciences at the Downtown Campus in Denver.  The University of Colorado Denver is committed to recruiting and supporting a diverse student body, faculty and administrative staff.  The university strives to promote a culture of inclusiveness, respect, communication and understanding.
 
The downtown campus is located in the heart of the city’s commercial, cultural and recreational district.  Its location in downtown Denver attracts a diverse population, comprising primarily commuters, many of whom are non-traditional students.  This diversity is enriched by our commitment to a philosophy of inclusion, embedded in all aspects of campus life from its community members, curriculum, research and community service, allowing for the creation of a learning environment that welcomes, embraces, sustains and celebrates the unique and shared experiences of faculty, staff and students.
 
Job Responsibilities:  This position will serve as the CLAS liaison between the UC Denver Office of Grants and Contracts; all CLAS centers, students, and faculty; and sponsors to coordinate pre-award grant and contract aspects of CLAS.  Specifically, the individual will assist faculty in preparing grant and contract applications to insure they comply with policies of both the university and the funding agencies.  Additionally, this position will liaison with the Office of Grants and Contracts and the funding agencies in all aspects of grant pre-award and grant and contract continuations and renewals.
Required Qualifications:  Minimal requirements include 2 years of professional experience in sponsored programs in an academic setting, a bachelor’s degree or clear evidence of relevant skill acquired through experience.  Specific experience with grants and contracts and familiarity with and ability to apply concepts presented in OMB circulars A-21 and A-110 is necessary.
Preferred Qualifications: Experience with grants and contract including budget development and submission procedures, online submission systems (such as fastlane and grants.gov) and knowledge of Microsoft Office applications as well as Adobe Acrobat and PeopleSoft are preferred. 
Salary and Benefits

Salary is commensurate with skills and experience.  The University of Colorado offers a full benefits package.  Information on University benefits programs, including eligibility, is located at http://www.cu.edu/pbs/
Applications are accepted electronically at www.jobsatcu.com
Review of applications will begin September 30, 2008, and continue until position is filled.

Required Application Materials:  

When applying at www.jobsatcu.com, applicants must include: 
1) A letter of application which specifically addresses the job requirements and outlines qualifications

2) A current CV/resume

3) The names, addresses, daytime telephone numbers and e-mail addresses for three professional references 

Questions should be directed to Tammy Stone at tammy.stone@ucdenver.edu. 
The University of Colorado Denver is dedicated to ensuring a safe and secure environment for our faculty, staff, students and visitors. To assist in achieving that goal, we conduct background investigations for all prospective employees prior to their employment.
The University of Colorado is committed to diversity and equality in education and employment.  

