	
Position: Grant Program Manager  

Department: Systems Biology

Salary: $47,600 – 71,400

Location: Houston, Texas

SUMMARY

Function:
Provides comprehensive management and oversight to the post-award grant, sponsored projects or contract (herein called grants) process.

Scope:

Impacts multiple grant activities, and financial operational procedures and practices throughout the Department and Kleberg Center.  Impacts the capability of the Chair to reach scientific and administrative goals.  Provides administrative planning for grant initiatives for a department.  Manages funds and fund allocation across multiple projects and reports appropriately.  Manages the daily operation of the department’s accounting system and processes and performs special assignments as required.  Responsible for the execution and effectiveness of an internal control system.  Mentors and develops others in the grant program process.
ESSENTIAL FUNCTIONS

· Award Set up

· Track award notices 

· Follow up to ensure timely set up of awards or that advanced set up is implemented according to institutional procedures.  

· Complete required paperwork for advanced set up

· Ensure that accounts are established efficiently. 

· Oversee or manage all grant and contract company centers

· Act as consultant to PI’s to maximize timely personnel assignments and monitoring of grant expenditures, income and invoicing during account cycle

· Serve as an expert resource to faculty and staff in regard to all application and reporting related issues  

· Provide ongoing information concerning changes in federal policy, institutional, and divisional initiatives relevant to department staff and PI’s

· Meet with PI’s on a regular basis to cover  the following:

· Prepare and review grant expenditure reports

· Forecast expenditures and company center status through the end of the grant period

· Monitor:

· Personnel funding assignments

· Responsible for correct and timely salary allocation all assigned company centers

· Create, compile, and maintain personnel and salary projection reports for company centers

· Forecast long term planning of promotions or transfers

· Expenditures

· Spend down plans

· Appropriate carry-over or ending balances

· Ending or expiring dates

· Renewals and extensions

· Develop and maintain grant and contract significant dates spreadsheet or database and communicate same and updates to faculty

· Manage funds and fund allocation across multiple projects and reports appropriately 

· Assure that appropriate departments are notified of any discrepancies and necessary adjustments.  

· Ensure that funds from grants are provided to subgrantees or contracts inside and outside the institution

· Ensure that funds for all members of department on grants to others in the institution come to the appropriate cost center

· Follow up on all discrepancies and adjustments to insure that corrections are posted to the appropriate company center

· Clear all deficits

· Processes

· Handle, process and monitor all position approvals, budgetary transfers and JDUF’s related to financial changes

· Compile and submit financial data for reports, as requested

· Coordinate the receipt of materials and prepare necessary reports to the appropriate awarding agency

· Audit the monthly company center reconciliations

· Applications

· Assist with grant or contract budgets for submission, as needed

· May assist in writing grant applications 

· Policies and Procedures

· With the Department Administrator, coordinate the implementation of systems, policies, and procedures affecting the submission, review, approval, contract negotiation, activation, regulation, tracking, and reporting of and submission of grant or contract applications and annual reports, according to institutional and external requirements 

· Audit to ensure quality and regulatory compliance 

· Responsible for the execution and effectiveness of a system of internal controls

· Conduct training on financial tools and processes

· Mentor and develop administrative support staff in grant and contract processing and accounting related tasks

· Ensure all financial information is on the financial shared drive

· Ensure compliance with all general, governmental, and other agency regulations and requirements

· Communicate and negotiate, at all levels, regarding decisions around the grant and contract process 

· Oversee, manage and complete the Effort Reporting (eCert)

· Prepare and manage yearly faculty incentive awards

· Monitor start up funds

· Maintain central files on all grants and contracts

· Complete special projects as assigned by management
QUALIFICATIONS:

Bachelor's degree plus four years of extensive administrative experience in an academic or research setting to include experience with preparing, coordinating and managing grants. NIH or other federally sponsored awards and industry sponsored research and research financial (budgets) experience.
Benefits:

We offer competitive benefits including medical coverage, incentive pay, 100% interest free relocation loans, life insurance, retirement plans, work life programs and more.  

HOW TO APPLY:
If you are interested in this position please apply on-line by clicking on the link below or visit www.mdanderson.org/careers 
http://sh.webhire.com/servlet/av/jd?ai=700&ji=2402546&sn=I




