Saginaw Valley State University JOB DESCRIPTION

JOB TITLE:  Director of Sponsored Programs


Administrative Professional
DEPARTMENT:  Sponsored Programs



FLSA: Exempt
JOB SUMMARY:  Responsible to the Provost for serving in a key position in the university’s efforts to attract and manage external grant and contract funding that supports the research, service, instructional, and institutional components of the university’s mission, goals, and objectives.  Coordinates university grant and contract proposal submission and serves as the liaison between faculty and staff seeking to obtain external and internal funding for their projects.  Serves as the liaison between the funding agencies and university grant and contract management processes.  Directs the day-to-day operation of the Office of Sponsored Programs. Coordinates and facilitates the university’s efforts in obtaining external funding for research, seeking funding opportunities for faculty, and ensuring that all proposals and awards conform to federal, state, university, and sponsor guidelines.  Prepares and disseminates (monthly, quarterly, annual) reports of the University Sponsored Programs Office.  Assists the Provost in providing advocacy for the research and instructional component of the university’s mission and performs other related duties as assigned.  Masters or Ph.D. required.

ESSENTIAL DUTIES & RESPONSIBILITIES:

· Responsible for publications/announcements to faculty and staff through newsletter, e-mail distribution, and/or individual contact.
· Knowledge of web-based funding opportunities databases and ability to use them effectively to locate funding sources for faculty and staff.
· Knowledge of federal, state, and private funding sources and demonstrated ability to work effectively with them.


· Provides support for faculty in preparing proposals for internal funding competition.  
· Works with SVSU Foundation Office for grant funding opportunities.

· Assist faculty with interdisciplinary grants and proposals.
· Knowledge of grantsmanship and sponsored activities at the university level to aid in the development of innovative programs 
· Assists faculty and staff with grant and proposal budget preparation meeting sponsor guidelines, rules, and regulations
· Reviews all grants and proposals for adherence with sponsor, university, federal, and state guidelines.
· Supervises proposal transmission, including electronic transmission.
· Acts as university liaison with sponsor organizations including administration of institutional prior approval system.


· Knowledge of university organization, policies, and procedures generally used in higher education.
· Provides information to faculty and staff regarding sponsor guidelines, rules, and regulations.
· Knowledge of budgetary processes and ability to carry out accurate and appropriate budgets for a variety of projects.

· Assists faculty with grant close-out activities; review all interim and final reports.
· Knowledge of federal guidelines and regulations governing federal research grants including OMB circulars (A-21, A-110, A-133). 
· Knowledge of current regulations governing research using human subjects, animal care and compliance, and responsible conduct of research and biosafety.  Provides administrative support for IRB and IACUC
· Knowledge of tech transfer pertaining to licensing, patents, copyrights, and contracts.  Manages University licenses and patents.


· Hires, trains, supervises, and evaluates Sponsored Programs staff.
· Schedules/presents workshops regarding grantsmanship.
· Presents as an invited speaker to graduate and undergraduate courses that include instruction in grant writing.
· Attends professional meetings – NCURA, AUTM, SRA, GRC. Disseminates information obtained at those meeting to appropriate faculty and staff.



· Ability to plan effectively and meet multiple deadlines with a user friendly manner.
· Ability to communicate effectively with individuals and groups.

· Ability to write effectively and persuasively.

· Ability to interact with individuals from broad variety of disciplines.

· Ability to work as a team member with leadership, creativity, and motivational skills.

· Knowledge of higher education environment – what works and current practice

· Knowledge of quality improvement processes and tools.

· Knowledge of program evaluation processes, systems, and methods.

Supervision received:  This position will report to the Provost with semi-yearly evaluations.

Minimum Qualifications:  

Ph.D. or Master’s degree.  Experience in grant management and grant writing in Institutions of Higher Education (IHE).  Ability to work under multiple deadlines effectively.  Strong interpersonal, organizational, and management skills.  Excellent oral and written communication skills.  Knowledge of grant/contract policies and procedures used in an IHE environment. Preferred Certified Research Administrator.
Working Conditions:  Duties are generally performed inside and not exposed to adverse conditions.  

