Sponsored Projects Specialist
Requisition Number: 55174
Salary Range: $36,598 - $50,349
General Description:  Act as first point of contact for contract proposal submission process. Review and interpret sponsor requirements, regulations and institutional policy intersections for proposals and post award. Evaluate and coordinate processing of responses to faculty and sponsors regarding proposals and awards. Ensures policies are met, correct cost rates are applied, appropriate forms are completed and submitted. Read and interpret Requests for Proposals, review proposals, including all verifications within Coeus, checking budgets and verifying accuracy and compliance with sponsor requirements. Respond to routine questions regarding rules and regulations governing sponsored programs. Coordinate sponsored project award reporting and close-out activities. Duties and responsibilities include: Prepare agency letters (JIT, IRB training certifications, etc.) Serve as specialized University purchasing agent for subawards with appropriate role in internal supply chain system. Approve purchase orders to encumber the subaward within the supply chain and accounting systems. Serve as lead administrative user of the various electronic systems used for research administration (e.g. Coeus, Oculus, eSubmission). Provide support to the users, including providing assistance in obtaining NIH Commons numbers, Coeus access, and the submission of JIT and eSnap. Recommend and enhance procedures, and administratively coordinate implementation of new or modified systems. Use Excel and university systems to create quarterly and annual sponsored projects activity reports as well as other ad hoc reports as needed. Assist with conversion of paper processes into a comprehensive electronic records system. Recommend and enhance administrative procedures. 

Posted Qualifications: Bachelor's degree in related discipline. Three years related administrative experience required. One year of which is in a sponsored research environment preferred. Additional education may substitute for required experience and additional related experience may substitute for required education, to the extent permitted by the JHU equivalency formula. Demonstrated experience with budget/pre-award process. Must be detail-oriented, well-organized, and able to handle multiple projects in a deadline driven environment. Expert knowledge of Excel requirement. Must demonstrate excellent verbal and written communication skills. Experience with Coeus and SAP software a plus.
