Radiation Oncology Department -- Research Administrator

Centrally located in the Longwood Medical area of Boston, the Dana-Farber Cancer Institute (DFCI) is one of the foremost academic cancer research institutes in the country. Its mission is to provide expert, compassionate care to children and adults with cancer while advancing the understanding, diagnosis, treatment, cure, and prevention of cancer and related diseases. Consistently funded as a Comprehensive Cancer Center since the early 70’s, DFCI is known for its excellence in interdisciplinary cancer research and treatment, training of health professionals, patient education and outreach, and dissemination of information. Through its affiliation with Harvard Medical School, the Institute provides training for new generations of physicians and scientists. Dana-Farber's physician-researchers are involved in some of the most significant breakthroughs in cancer research and care. 
The Department of Radiation Oncology consists of 6 laboratory Principal Investigators in the Department of Genomic Stability and DNA Damage and Repair, the newly created Bio-Physics Research Division, and supporting 44 Radiation Oncology clinicians in their research activities. 

The Research Administrator is the senior research administrative person in the management and administration of the Radiation Oncology Department. The Research Administrator is a member of the Institute’s senior leadership team and works at the highest level of the Department serving as the leader of the Departmental Core Administrative Team, charged with managing all financial, research grants mgt, strategy, business development, planning, personnel, and operational elements of the Department. The Research Administrator is responsible for fiscal management of the department including research grants, contracts, clinical trials, discretionary funds, clinical and operating budgets.   Reporting directly to the Executive Director and indirectly to the Office of Research, the Research Administrator serves as an extender and liaison to other Institute Departments, Organizations, Cores, or Business Entities.  In this regard, the Research Administrator usually represents the Department Chair on Institute research administrative matters, conveying thinking, strategy, and directives regarding a specific line of business or issues specifically relevant to their department.  The Research Administrator works closely with the Office of Research on institutional and research administration issues and efforts to build support for a positive research environment. The Research Administrator will have a hands-on responsibility for grant submissions and must be the go-to person within the department for researchers and other administrators. The Research Administrator is accountable for all variance reporting associated with their specific line of business, as well as all personnel issues for both faculty and staff.  The Research Administrator will have demonstrated quantitative, qualitative, and personnel management skills at the highest level.  

Bachelor’s degree or equivalent experience or training required; Masters Degree preferred. Greater than five years experience in an office, clinical, research grants management or laboratory setting in an academic environment, including at least two years experience providing administrative, monitoring, and accounting support to a senior director, and five years supervisory experience is preferred. Experience working in a scientific research setting or comparable medical setting, or a technology oriented business environment is preferred.  The candidate is expected to have a good working knowledge of NIH grants submission process and policies and familiarity with related OMB circulars.   Excellent English language reading, writing, and speaking skills required.  Demonstrated ability to initiate and/or draft administrative documents as needed. Must have experience with information technology and be functional with spreadsheet and word processing applications. Demonstrated ability to coordinate complex projects or assignments.
