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Feinberg School of Medicine

Senior Research Administrator - Research Administrator 2  
JOB SUMMARY:

Under general direction, accomplishes objectives with limited guidance, following established policies and procedures.  Leads comprehensive pre and post award administrative support efforts.  Works closely with principal investors, faculty members, and research staff to support the department's research enterprise.  Prepares proposal submissions, develops award budgets, prepares research progress reports, reviews award expenditures, prepares technical and financial reports, and conducts effort reporting activities.  Assists in developing department policy and procedures.  May lead or supervise research administration staff. 
DEPARTMENT HISTORY

Established in March, 2009 under the direction of Dr. David Cella, the Department of Medical Social Sciences aims to establish itself as a leader in advancing and applying outcomes/effectiveness research to improve patient care and influence policy. Medical Social Sciences bridges clinical activity and health outcomes research across multiple Departments, Centers and Institutes at Northwestern University. This includes but is not limited to the Departments of Biomedical Engineering and Communication Science and Disorders as well as numerous Institutes and clinical Departments within the Feinberg School of Medicine, such as the Robert H. Lurie Comprehensive Cancer Center, the Institute for Healthcare Studies, Institute for Policy Research, and Departments of Medicine, Psychiatry, Neurology, Urology, Surgery, Preventive Medicine and Pediatrics. Our strong academic ties with these groups make possible comprehensive and state-of-the-art health outcomes development and assessment activity, including collaborations in disease management, prevention and control that utilize innovative health information technology applications. We intend to meet a growing need for expanded interdisciplinary scientific collaboration, to promote discovery of multidimensional mechanisms of health and disease, to improve adult and pediatric health status assessment, to develop and apply novel technologies for outcome assessment, and to collaborate with partners in genetic, epidemiologic, biologic and behavioral translational research paradigms. 

ROLE SUMMARY

The Sr. Research Administrator will report directly to the Department Administrator by contributing expertise and offering forward-thinking leadership for all research administration (pre and post-award support, compliance, clinical- site support, industry clinical research operations, etc) efforts of the Department and operations of all MSS research facilities/resources related to MSS's research mission. This position, along with the DA, is responsible for the operational success of the Department of Medical Social Sciences in fully realizing its research mission and strategic initiative as a bridge across the Northwestern/McGaw Medical Center community. The Research Administrator initiates support to connect and guide 14 or more Principal Investigators, with an expectation of faculty growth in the near-future, each with project budgets ranging from $500k-$5M annually, 12 technology/informatics staff, translation staff, 15 project staff, biostatistics staff, the administrative team, on-site consultants and 3 office locations. Under a pooled resource operations model the incumbent will lead all pre- and post-award administration, financial oversight of discretionary funds, business management of a research core and senior level consultancy to the department's industry/pharmaceutical team. Serve as the liaison between the department administration, University research administration, the PI and funding agencies. 

Commitment to help foster the department's culture of respect and teamwork are equally important as job qualifications. 

Specific Responsibilities: 

●
Maintains management responsibility for department's research administration activities; Ensures all research administration activities are completed in a timely, accurate, and compliant manner;  Integrates all departmental staff efforts for grant and contract management;  Ensures work products meet department, and university requirements;  Provides research administration training and develops staff;  Responds to inquiries related to research administration;  May assign and review staff work and provide direct supervision to research support staff; Acting as liaison with Department of Medical Social Sciences and other departments on shared grants in clinical research to ensure that costs, including salary, are allocated correctly; Develops and maintains an accurate and flexible department fund accounting system, to help monitor monthly activity, link pooled resources, track short-turnaround sponsorship and account for flow-through funds from NMH and NMFF; 

●
Responsible for pre-award administration of grants and contracts activities to include proposal submission and coordination; proposal budget and justification preparation; sponsor and university proposal form completion; coordination of IRB and ACUC protocols; sub-recipient coordination; coordination of facilities and administrative costs, space, and co-investigator agreements; and Just In Time (JIT) protocol.  Submit and coordinate submission of moderately complex to complex grant proposals and clinical trial/industry contracts, ensuring compliance with sponsor regulations/specifications and university policy/procedures; Responsible for coordination of large grant proposals, reviewing all sponsored budgets, budget justifications, and other required administrative data; Provide guidance to researchers and staff during preparation of research proposal budgets or budget modifications; 

●
Responsible for post award administration of grants and contracts to include account set up; labor distribution assignments; processing purchase orders; completing expenditure reviews; coordinating core resource account setup and maintenance; reconciling monthly payroll entries; verifying and processing cost share entries; preparing and submitting invoices to sponsors; regularly reviewing award budget status with investigators; preparing interim and final financial and technical progress reports; and facilitating account close out activities; 

●
Prepares special reports based on investigator, chief, administrator, and departmental requests;  Maintains departmental funding commitments for investigators;  Assists Administrator organize necessary documentation for reports; Produces monthly pre-award reports for the department; Creates monthly, quarterly, annual account reports, and various financial analyses reports as needed; Serves as the departmental contact for new research faculty orientation activities;  Serves as the departmental contact and liaison for all research related audit requests;   

●
Proactively assists investigators with the search for new funding opportunities; serves as al liaison for funding agencies, subcontractors, collaborators, and institutes/centers/departments within the university;  Actively leads and participates in efforts to improve research administration for the department and school;  Serves on department, school and university committees related to research administration; Serves as a back-up manager of business operations in Administrator's absence and provides leadership to administrative team; 

●
Maintains department's research compliance program by ensuring adherence to all University policies and procedures, federal, state, and other funding agency rules and regulations; Provides guidance and training to investigators and research support staff on applicable rules and regulations; Compliance program components include, but are not limited to research safety, effort reporting, and conflict of interest reporting; 

●
Participates as a member of industry/pharma team by helping to provide proposal budgets, tracking project approval progress through OSR and billing sponsors; 

●
Performing other related duties as required or assigned. 

Minimum Qualifications: 

BS or BA in accounting, finance, business or related field with a minimum of 6 years in an administrative support role in an academic environment with 4 years direct experience in research administration or the equivalent combination of education and experience where similar knowledge, skills, and abilities may be acquired; 

Knowledge of federal, state, and other funding agency rules and regulations; 

Demonstrated knowledge of University research compliance requirements; 

Demonstrated ability to work on multiple projects simultaneously; 

Strong computer skills to include advanced use of Word and Excel software programs; 

Ability to identify, research, and solve problems; 

Strong oral and written communication skills; 

Attention to detail. 

Preferred Qualifications: 

Master's degree in business or health care administration; 3-5 years of research administration; Knowledge of Federal and University accounting and compliance standards (i.e. NIH). 
Northwestern University is an Equal Opportunity, Affirmative Action Employer 
To apply please click link below and proceed to job code 14840
http://www.northwestern.edu/hr/jobs/
