Grants and Contracts Coordinator
HARC is a non-profit research hub dedicated to performing independent analysis for people and institutions seeking scientific answers in support of a sustainable future. HARC’s research focuses on clean air, clean water, and clean energy. Current research programs include Air Quality Science, Clean Engines and Emissions, Hydrology and Watersheds, Environmental Science and Energy Efficiency, the Gulf Coast Clean Energy Application Center, and Environmentally Friendly Energy Production. 

HARC is located in The Woodlands, Texas, 30 miles north of Houston.  HARC offers competitive compensation and benefits as well as the opportunity to work in an exciting collaborative environment. HARC information – www.harc.edu  

The Woodlands Information – www.thewoodlandstx.com.


QUALIFICATIONS

· Education: Bachelor’s Degree and 3 years experience
ESSENTIAL DUTIES AND RESPONSIBILITIES include, but are not limited to the following.  Other duties may be assigned.

Strategic:

· Reviews funding opportunity search sites on a regular basis for new funding announcements and conveys potential funding opportunities to appropriate PIs and Administration.

· Reviews proposals and their corresponding RFP, RFQ or funding guidelines to ensure that applications for funding are complete, accurate and timely.

· Performs post-award administration duties on a daily basis to ensure appropriate management of project resources and compliance with sponsors’ requirements.

· Contributes to the design, implementation and monitoring of financial system processes and enhancements to enhance efficiency and/or improve compliance with sponsors’ requirements.

Operations:

· Monitors and updates proposal status in a timely manner.

· Makes recommendations for the negotiations of new awards in a timely manner, obtaining guidance from Business Affairs colleagues or supervisor as necessary.

· Submits new project accounts in HARCs financial system promptly and accurately. 

· Manages subcontractor agreements to ensure compliance with project-specific contract terms and conditions and audit requirements.

· Maintains and updates project account files and grants management information system on an ongoing basis.

· Participates in month-end financial closing process to ensure that any budget or expense irregularities are immediately identified and resolved so sponsors can be billed promptly to maximize cash flow.

· Assists, as requested, with HARC’s audit.

· Assists as needed in the preparation of the annual HARC budget.

· Provides assistance and guidance in the use of the IFAS financial management system.


Research Support:

· Maintains positive, open lines of communication with PIs and AAs.

· Responds to PI’s and corresponding research team’s requests in a timely manner. 

· Assists researchers in finding external funding 

· Assists researchers in preparing their proposals and budgets and submits final documents to the sponsor on behalf of HARC

· Schedules new project award kickoff meetings to include the PI, AA, BA staff and others as appropriate to discuss the terms and conditions of the new award, focusing on financial and compliance requirements.

· Provides guidance and assistance as needed to Principal Investigators (PIs) and Administrative Assistants (AAs) with respect to Post Award administration, including, but not limited to, Sponsor requirements, compliance, and expenditures.

· Drafts research project subcontractor and consultant agreements for Sr. Grants and Contracts Specialist’s or CFO’s review to assist researchers with their project deliverables, making sure all applicable flow down clauses are included.

· Gently reminds PIs and AAs of project deadlines and deliverables.

External Responsibilities:

· In coordination with Sr. Grants and Contracts Specialist, serves as liaison with sponsors on contractual items and as a focal point for communications between PIs, AAs, and funding sources.

· With guidance from Sr. Grants and Contracts Specialist or CFO, as needed, serves as liaison with subcontractors and consultants on contractual concerns.

Internal Responsibilities:

· Serves as an active and essential member of the BA team, participating in meetings and discussions and offering proactive ideas for work process improvements.

· Develops and presents “Food for Thought” lectures as needed on relevant BA topics, either individually or in collaboration with other BA team members.

· Serves as requested on ad hoc committees to review job applicants and/or RFP responses.

Continuing Education

· Maintains broad knowledge of state-of-the-art principles, theories and practices in his/her discipline.

· Maintains knowledge and skills in nonprofit leadership and performance management.

Submit resume through HARC website:

http://www.harcresearch.org/careers
Click on the job title.

Follow directions for resume submission.

No phone calls, please

EOE/M/F/V/D

