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DESCRIPTION OF DUTIES AND RESPONSIBILITIES: 

1. Main purpose of position:

Lead a strong program that supports research activity at the University.  
2.
Job Duties: 

Manage external grants and contracts awarded to the University of Baltimore and its faculty, coordinating fiscal management with Grants Accountant and fiscal staff at research centers, program management with project directors, and federal indirect cost negotiations.  This requires familiarity with federal grants management regulations in OMB A-21 and A110 and ability to reconcile UB accounting rules with federal rules.   

Interact with faculty seeking external funding to provide guidance and support to research constituents.  Review proposals and budgets to ensure compliance with funding agency and university policies.  Act as liaison between faculty and funding agencies as needed.
Develop and foster partnerships among industry, government, and academia that encourage proposal development.

Develop university policy related to grants and research, such as Intellectual Property Policy, Overload Policy, Establishment of Centers, and Indirect cost distribution.  

Coordinate Human Subjects, and other compliance issues at the university. 
Convene UB’s center directors regularly to discuss mutual interests and encourage collaboration.

Chair Research Committee and develop recommendations for University Council and senior administrators.
Prepare reports for System, University, and federal government on grant activity.
Interact with UB Foundation on shared funding for faculty projects.
Interact with Federal Relations officer, auditor, HR, Attorney, and other internal offices on grant related issues.
Provide Provost Office staffing on committees as needed.
Other duties as assigned.
3. Decision Making: 

Optimal funding sources for faculty proposals, negotiations with funding agencies in disputed grants, assignment of uncollected accounts to state collection agency, selection of committee members for IRB and Research Committee.  Preliminary review of human subjects research for compliance with federal guidelines. 

4. Contacts: 

Daily contact with fiscal agents, faculty and administrators who are project directors, funded program supervisors, Grant Accountant, and staff.
Frequent telephone contact with funding agency personnel.

Regular contact with Provost, Deans, other senior administrators, and the Comptroller’s Office.
Periodic contact with University System of Maryland Administration staff and other System Grants Administrators.

5.
Supervision Received:  

Provost:  Issues regarding policy, compensation requests, audits, HR, Indirect Cost negotiations, or recommendations from Research Committee.

6. Instructions, directions and guidance received from persons other than your immediate supervisor

Occasional direction from President or System Administration

7. Supervision Given:

Some supervision of Grant Accountant and Office support staff.  
Oversee time of contractual grant writers.
Directly supervise Grants & Contracts Specialist.
Additional comments, if any.
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