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Proposal Coordinator - Office of Research

Duties/Responsibilities: This position is responsible for advising and assisting faculty and staff in preparation of applications for external funding including budget development, budget revision, solicitation interpretation, and other aspects of proposal preparation; ensuring compliance with University and sponsor policies and program announcements; managing sponsored programs post-award (non-accounting) activities including agency negotiation; and preparing and presenting workshops on sponsored programs activities. 

Minimum/Required Qualifications: A Bachelor’s degree is required. Required experience includes a minimum of two years’ experience working in a professional office environment and proficiency with Excel, Word, Adobe Acrobat, and Internet searches. Candidate must also possess proven written and verbal communication skills; strong problem-solving skills; excellent interpersonal skills for working individually or in a team environment under stressful and time-sensitive conditions; independent decision making abilities; a high level of initiative; orientation to detail; and strong skills in organization, prioritization and reasoning/logic. 

Preferred/Desired Qualifications: Preferred experience includes a demonstrated ability to develop and/or provide assistance with proposal budgets to University project directors/principal investigators; a minimum of two years’ experience in proposal, contract and/or grant review and approval; evidence of extensive and intensive experience in working with faculty and other researchers in an academic or laboratory setting and with sponsoring agency personnel; a thorough knowledge of University policies procedures and federal regulations; UT experience; and experience working with large databases.

To apply, send a cover letter, resume and references to: Jane Taylor, Search Coordinator (Proposal Coordinator Search), Office of Research, 1534 White Avenue, Knoxville, TN 37996-15269 or email to: tayloje@utk.edu
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