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Job Title: Departmental Research Administrator
Office of Sponsored Projects Administration, 
Research and Strategic Partnerships
FTE: 1.0 benefits eligible   Job Type: Academic Professional

Posted Date: September 27, 2012   
Application Due Date: Open Until Filled; Priority Consideration for Applications submitted by October 19, 2012
Position Summary 
Portland State University’s external research has been growing steadily over the past several years and Portland State is committed to providing research administrative support towards this effort.  The Departmental Research Administrator (DRA) provides critical administrative services to Principle Investigators (PIs) as they develop and conduct externally funded research and sponsored projects.  This position works with PIs to submit their proposals to external sponsors and manages the finances of sponsored projects for an assigned set of faculty/disciplines within several colleges/units across campus (including Fine and Preforming Arts, Graduate School of Education, School of Business and several other Centers and Institutes). The incumbent will provide proactive financial advice and planning as well as implement operating procedures to ensure compliance with university and sponsor rules and regulations. The DRA will play a key role in supporting faculty efforts to implement research grants they have been awarded. Responsibilities run throughout the process lifecycle (both pre-award and post-award): from working with faculty to develop proposal budgets and justifications, assistance with grant submissions, reviewing/approving financial and human resource transactions to support research activities, research account closures and monitoring of state/federal/private sector requirements. The Research Administrator is responsible for administration of sponsored awards within the various colleges/units that functions to encourage, significantly expand and facilitate the level of sponsored award support across campus. The DRA reports to the Assistant Director of Departmental Research Administration in the Office of Sponsored Projects Administration in Research and Strategic Partnerships.
Duties and Responsibilities Include:
Pre-Award
1. Maintains up-to-date knowledge of PSU/OUS and sponsor policies and procedures as well as federal regulations governing submission of proposals for external funding.   
2. Assists PI’s in preparation of budgets and justifications for applications and RFP responses including:
· examining proposals for fiscal viability and accuracy of rates such as tuition, pay and OPE as well as accurate categorization of expenses;
· calculating and applying appropriate Facilities and Administrative Cost (F&A) rates to proposal budgets; 
· assisting with gathering subawardee information as needed; 
· assisting PIs with preparing and collecting forms required for proposal submissions; 
· assisting PIs with securing internal approvals on proposal submissions; and 
· serving as liaison with central research administrators in Research and Strategic Partnerships to ensure timely and complete proposal submissions. 
· educating involved parties regarding the terms, conditions and status of agreements and contracts when a proposal is awarded.
3. Works closely with Research and Strategic Partnerships to track pending proposals, task orders and status of contracts, set-up sub-awards as applicable.

Post-Award
4. Maintains up-to-date knowledge of PSU/OUS and sponsor policies and procedures as well as federal regulations governing administration of sponsored awards.

5. Uses PSU financial systems to track budgets, expenses, encumbrances, as well as generate projections for sponsored projects.  Assure PI is spending in accordance to the CAS standards and that costs are allowable, applicable and allocable.  Structure and track matching funds and work with PIs to ensure timely fiscal reporting and reviews, re-budgeting and no-cost extension requests.

6. Meets with PIs regularly or as needed to review projects.

7. Interprets and explains regulations, policies, and procedures to staff and faculty.

8. Provides requests to staff responsible for preparing payroll, purchasing and payables forms to charge expenses to sponsored awards.  Review/approve purchase orders, invoices, subcontract requests, wage agreements (hourly, assistantship, etc.), travel and regular reimbursements, etc. Works with RSP and external collaborators on the establishment of subcontract agreements and subrecipient monitoring.

9. Maintains complete and accurate financial records for sponsored projects (including federal grants, industry contracts, internal PSU grants, state awards and match) in compliance with all state, university, federal, and grant requirements. 

10. Works with PSU’s Office of Research & Strategic Partnerships when needed to provide accurate and timely invoices and reports to the federal sponsor. 

11.  Serves as Personnel Activity Report (PAR) Coordinator for assigned faculty/disciplines to ensure accurate report of effort and to comply with federal effort reporting policies. 

12. Coordinates with the various units across PSU and responds to inquiries from funding agencies, university departments and staff, and PIs.  

General

13. Adheres to all of PSU’s policies including the policies on Prohibited Discrimination & Harassment and the Professional Standards of Conduct.
14. Meet with supervisor and attend various departmental staff meetings regularly.

15. Actively participates in campus RSP, RAP, HR meetings as well as attends budget and administrative briefings.
16. Functions and communicates effectively and respectfully within the context of varying beliefs, behaviors, orientations, identities, and cultural backgrounds.
17. Attend campus, regional or national trainings in research administration as requested.
18. Provide documentation and back-up for sponsored research projects as requested by RSP for all internal and external audits (A-133, sponsored award, equipment, etc.).
19. Safeguard flow of confidential and sensitive information.
20. Creates an environment that acknowledges, encourages, and celebrates differences.
21. Seeks opportunities to gain experience working and collaborating in diverse, multicultural, and inclusive settings with a willingness to change for continual improvement.
Required Qualifications and Skills
· Bachelor's degree and 2 years of related experience in an office or department (in higher education & research administration - preferred)
· Excellent written, verbal and interpersonal communication skills.  An ability to understand, convey and advise on complex regulations, policies and procedures.
· Ability to establish and maintain collaborative relationships with diverse individuals, including faculty, staff, students, departmental and senior administrators.
· Strong proficiency with computers, including Microsoft Office Suite, specifically Excel and experience with databases (BANNER experience preferred).
· Experience working with budgets and a basic understanding of accounting practices.
· Effective at problem solving and sensitivity to time-sensitive projects.
· A positive, customer-service oriented attitude is essential for this position. The position also requires someone who is comfortable in a deadline-driven environment and can complete projects on-schedule with a high standard of quality. Coordinating among various faculty in multiple departments requires flexibility, finesse, and professionalism. Intuitiveness, resourcefulness, confidence, directness, and versatility are essential, as is the ability to leverage resources to achieve successful outcomes.

Preferred Qualifications 

· Certificate in Research Administration. 
· Knowledge of government funding regulations, grant policies and procedures, federal OMB circulars (A-21 & A-110, etc.) and sound knowledge of research administration.
Compensation 

The starting annual salary rate for this position will be between $45,000 and $50,000 dependent upon qualifications and experience with an excellent benefits package including fully paid healthcare; a generous retirement and vacation package; and reduced tuition rates for employee, spouse or dependent at any of the Oregon University System schools. 

To Apply 

Please send a resume, cover letter addressing why you are interested and qualified for the position and three references to Sarah Fuller, Sponsored Projects Administration Specialist via email: sfuller@pdx.edu.  For questions, email communication is preferred, but you may also call 503-725-9989.   Position is open until filled.  Priority consideration for applications submitted via email by 5:00 PM, Friday October 19, 2012. 
Portland State University is an Affirmative Action, Equal Opportunity institution and welcomes applications from diverse candidates and candidates who support diversity.
Portland State University is a center of opportunity for nearly 30,000 undergraduate and graduate students. Located in Portland, Oregon, one of the nation's most livable cities.  Portland is an hour away from amazing skiing at Mt. Hood as well as the beautiful Oregon coast. The University's 49-acre downtown campus exhibits Portland State's commitment to sustainability with green buildings, while many of the 124 bachelor's, master's and doctoral degrees incorporate sustainability into the curriculum. PSU's motto, "Let Knowledge Serve the City," inspires the teaching and research of an accomplished faculty whose work and students span the globe.

