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Grant and Contract Administrator

Position: Grant and Contract Administrator
Job ID: 
558062
Location: Office of Grant and Contract Services

Status: Full-time, Regular, Service Professional

Job Description

· This position provides pre- and non-financial post-award research administrative services for the preparation and submission of proposals, negotiation and acceptance of awards, and administration of sponsored projects. It requires the ability to successfully and productively interact with all segments of the University community as well as external granting agencies in the public and private sectors. The position reports to the Director, Office of Grant and Contract Services.

· Facilitates the University's involvement in projects and programs funded by external sponsors; matches potential funding sources with faculty research interests.

· Proactively works with individual and multidisciplinary groups of faculty, staff and students to develop new proposals; advises on budget preparation and formatting of proposals to meet agency and University requirements and guidelines.

· Provides administrative oversight including negotiating the terms and conditions of awards and sub-awards under the direction of the Senior Grant and Contract Administrators or the Director, monitoring awards for compliance with the University, state, federal, and sponsor requirements, and advising faculty and staff on these requirements.

· Advises and/or acts as an intermediary in communications with sponsor representatives to clarify requirements for proposal submission and award terms and conditions.

· Provides training to faculty, staff and students.
Minimum Qualifications
· Bachelor's degree in a related field and 3-5 years experience in University grant and contract administration. 
· Any equivalent combination of experience, training and/or education.
Preferred Qualifications

· Master’s degree in related field.
· Both central and departmental-level experience working with a broad range of federal, state, and private sponsors. 
Knowledge, Skills and Abilities
· Familiarity with programs and processes of primary granting agencies including federal agencies as well as corporate and private sponsors.

· Skill in proposal preparation and project management, including providing guidance to faculty on proposal and budget preparation and compliance with sponsor regulations and requirements.

· Experience in negotiating and writing contracts with federal agencies and/or commercial entities

· Knowledge of the university research environment.

· Familiarity with federal and state regulatory and compliance issues affecting Universities.

· Strong written communication and oral presentation skills.

· Analytical and problem solving skills.

· Outstanding time management skills.

· Ability to handle multiple priorities and to work comfortably in a fast-paced, deadline-driven environment.

· Computer literacy required. The NAU Office of Grant and Contract Services uses a pc-platform with Windows XP Professional, MS Office Professional, and other specific software that support grant and contract management.

· Proficiency with MS Word, Excel, Adobe Acrobat, and PowerPoint.

· Ability to work with individuals from diverse cultural backgrounds.
General Information

The Office of Grant and Contract Services (OGCS) is the central administrative office responsible for authorizing and submitting proposals for extramural funding, negotiating and accepting awards, and providing non-financial administrative oversight of funded projects. The staff consists of a Director, three Grant and Contract Administrators, two Senior Grant and Contract Administrators, and an Administrative Associate.

Northern Arizona University requires satisfactory results for the following: a criminal background investigation, an employment history verification and a degree verification (in some cases) prior to employment. You may also be required to complete a fingerprint background check. 

Annual Salary

· Salary will be commensurate with education and directly applicable experience.
· Northern Arizona University will implement a furlough plan, requiring employees to take time off without pay during fiscal year 2010 (July 1, 2009 -  June 30, 2010).  The required amount will be prorated for new employees based on the date of hire and the following criteria:

· Employees whose salaries are less than $40,000 per year will take up to 2 furlough days (16 hours for full time employees and prorated for part time employees)

· Employees whose salaries are $40,000 or more per year will take up to 7 days (56 hours for full-time employees and prorated for part time employees)

· Employees who are funded  90% or more by sponsored project funds (not including TRIF) are not required to take furlough time. 

More information about NAU's furlough program can be found at http://hr.nau.edu/m/content/view/1070/647/.
FLSA Status

Exempt

Benefits

This is a Service Professional (SPF) position.  NAU offers an excellent benefit package including generous health, dental and vision insurance; participation in the Arizona State Retirement System or the Optional Retirement Program; 22 days of vacation and 10 holidays per year; and tuition reduction for employees and qualified family members.  More information on benefits at NAU is available at www.nau.edu/hr .

Service Professionals are hired on a contract basis, renewable each fiscal year according to terms of the Conditions of Professional Service, which may be found on the Internet at: http://www.abor.asu.edu/1_the_regents/policymanual/chap6/6-301.pdf.

Application Deadline

Open until filled; review of applications will begin July 20, 2009

How to Apply

To apply for this position, please go to http://hr.nau.edu/m/content/view/797/550/ click on “Careers @ NAU” and select the Grant/Contract Administrator link. You must submit your application on line. If you need assistance completing your application there are instructions available on line at http://hr.nau.edu or in person in the Human Resources Department located in Building 91 on the NAU Campus - on the corner of Beaver and DuPont Streets. 
If you are an individual with a disability and need reasonable accommodation to participate in the hiring process please contact the Affirmative Action Office at 928-523-3312/TDD - 928-523-1006 or PO Box 4083, Flagstaff AZ  86011.

Equal Employment Opportunity

Northern Arizona University is a committed Equal Opportunity/Affirmative Action Institution.  Women, minorities, veterans and individuals with disabilities are encouraged to apply.  NAU is responsive to the needs of dual career couples.
