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Contract Coordinator - Office of Research

Duties/Responsibilities: The candidate will review, negotiate and administer contracts and grants. Candidate will assist and advise faculty, researchers and staff with award administration. Candidate will thoroughly and critically review awards to ensure adherence to the University's mission and policies, state and federal laws and regulations, and sponsor guidelines. The candidate will advise and assist 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. Candidate will prepare and present workshops on sponsored programs activities. 

Minimum/Required Qualifications: Bachelor's degree; minimum 3 years of experience in the Research Administration area; demonstrated experience in negotiating and administering various types of contracts, awards, grants and other types of agreements with federal, state, local, and non-profit, is required. 

Experience: Candidate must possess an excellent command of the English language including excellent reading comprehension and the ability to craft appropriate contractual language. Candidate must be able to manage competing priorities and meet time-sensitive deadlines. Candidate must have strong organizational and analytical skills; strong customer service skills; strong verbal and written communication skills with a demonstrated ability to communicate effectively and work collaboratively with others at various levels both within and outside the University. Candidate must be proficient using Microsoft Office tools. 

Preferred/Desired Qualifications: Proficiency in using sponsor-specific online systems and experience working with large databases is preferred. Knowledge of generally accepted budgeting and accounting principles and current or previous employment at a university is desired. 

To apply, send cover letter, resume and references to: Jane Taylor, Search Coordinator (Contract Coordinator Search), Office of Research, 1534 White Avenue, Knoxville, TN 37996-1529 or e-mail to: tayloje@utk.edu
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