POSITION ANNOUNCEMENT
Position:

Coordinator II, Grants Coordinator
Location:

UTIA Sponsored Programs Office
Salary:

DOE&Q, pay grade 40
Effective Date:
8/15/2009
Duties and Responsibilities:
Position provides technical support and assistance to departmental faculty, including identification of funding opportunities consistent with research, education, and extension missions, contract/proposal preparation, budget development, assembly of proposal packages, and electronic submission methods via agency specific electronic means or other specified guidelines. Position works directly with faculty and in coordination with the sponsored programs management team assuring timely routing of proposals to external funding agencies and unit offices.  Position reviews contracts and subcontracts prior to submittal to approval authorities.  To ease proposal preparation, position maintains standardized database information including faculty members’ conflict of interest, CV, and current and pending support records.  Works to ensure that faculty, departments, units, and the University receive appropriate credit and funding for proposals submitted, including multi-disciplinary, multi-institutional and multi-state proposals.

Required Qualifications:

A Bachelor’s degree with a minimum of two years work experience in pre-award sponsored programs management and proposal development is required.  Alternately, five or more years work experience in pre-award programs management and proposal development will be considered.  Also required are: comprehensive knowledge of agency specific submission requirements including familiarity with electronic submission platforms; working knowledge of federal regulations governing externally funded sponsored programs including established cost principles and administrative requirements; the ability to work and/or lead within a team; and the ability to multi-task in a deadline oriented environment.  Superior customer service, interpersonal, problem solving, project management, and analytical skills are expected as is the ability to work independently.  Proficiency with office productivity software is required.  
Desired Qualifications:


Desired qualifications include five or more years work experience in pre-award sponsored programs 
management at a higher education institution or with a government agency.     
To Apply:
Submit a cover letter, resume and complete contact information of four professional references to:
Search Committee Chair
Grants Coordinator Search
103 Morgan Hall

2621 Morgan Circle Drive

Knoxville, TN 37996
All qualified applicants will receive equal consideration for employment and admissions without regard to race, color, national origin, religion, sex, pregnancy, marital status, sexual orientation, gender identity, age, physical or mental disability, or covered veteran status.

Eligibility and other terms and conditions of employment benefits at The University of Tennessee are governed by laws and regulations of the State of Tennessee, and this non-discrimination statement is intended to be consistent with those laws and regulations. 

  

In accordance with the requirements of Title VI of the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972, Section 504 of the Rehabilitation Act of 1973, and the Americans with Disabilities Act of 1990, The University of Tennessee affirmatively states that it does not discriminate on the basis of race, sex, or disability in its education programs and activities, and this policy extends to employment by the University. 

Inquiries and charges of violation of Title VI (race, color, national origin), Title IX (sex), Section 504 (disability), ADA (disability), Age Discrimination in Employment Act (age), sexual orientation, or veteran status should be directed to the Office of Equity and Diversity (OED), 1840 Melrose Avenue, Knoxville, TN  37996-3560, telephone (865) 974-2498 (V/TTY available) or 974-2440.  Requests for accommodation of a disability should be directed to the ADA Coordinator at the Office of Equity and Diversity.

