DIRECTOR, OFFICE OF SPONSORED PROGRAMS
TEXAS BIOMEDICAL RESEARCH INSTITUTE 
The Director of the Office of Sponsored Programs will report to the Vice President for Research Operations and Chief Operating Officer and is responsible for all pre-award and non-financial post-award activities for all grant and contract programs within the Texas Biomedical Research Institute. The Director will create a service-oriented culture, work closely with Finance to provide high quality and timely pre-and post-award support to the research community, and develop effective professional relationships with key internal and external constituents.
Major Duties and Responsibilities
· Provides assistance to faculty and staff in the development and submission of proposals to a variety of funding agencies. 
· Maintains knowledge of software for preparation and submission of proposals and other software relevant to fulfilling the duties and responsibilities of OSP. 
· Ensures proposals and awards are in compliance with applicable Federal and state laws and regulations and policies and guidelines of sponsors. 
· Reviews and negotiates awards from Federal and other grant-making agencies including commercial contracts.
· Prepares and distributes required budgetary, financial and administrative reports to the Texas Biomed staff, grantors, contractors, and relevant agencies and other reports as requested and required.
· Provides expertise and assistance with respect to research administration practices to the Finance Office for the Grants Accounting Module and other modules in Oracle EBS as necessary. 
· Creates accounts for awards and authorizes them for expenditures to begin. Assists in the identification of accounts for closing. Ensures the non-financial aspects of award close-out are completed. 
· Is responsible for modernizing and computerizing operations of the Sponsored Programs Office. 
· Is responsible for recruiting, hiring, and training OSP staff to support researchers and other personnel in securing funds for research and other activities supported by external sponsors. 
· Provides the Business Office with the estimated grant and contract revenue for budgeting.
· Performs other duties as assigned.

Required Education
Master’s degree in biomedical science, accounting or business administration from an accredited college or university. Ph.D. degree in a relevant biomedical science field preferred
Experience/Skills

Required: Ten or more years of relevant professional experience in a complex research environment and at least five years’ experience with progressively increasing responsibilities in sponsored projects administration in a non-profit or academic research setting. Supervisory experience required. Must have a broad working knowledge of Federal funding agencies, especially NIH, but also DOD and NSF. Must have familiarity with industrial sponsors and related contracting practices and procedures. Must have a demonstrated ability to foster a culture of customer service, professionalism, and proficiency. Must be able to work under the pressure of grant deadlines. Requires familiarity with OMB A-110, OMB A-122 or OMB A-21, OMB A-133, and OMB Uniform Guidelines.
Texas Biomedical Research Institute is one of the world’s leading independent biomedical research institutions.   Since its founding in 1941 by Thomas B. Slick Jr., the Texas Biomedical Research Institute has gained worldwide recognition in scientific and academic communities for the quality of its basic research. Each year, our scientists publish well over 100 articles in the international scientific literature. Their discoveries contribute important new information that helps advance the scientific community's effort to improve health and save lives.
Apply online at http://www.txbiomed.org/about/employment. Application packets are accepted electronically or in hard copy.  A completed application packet is a requirement for all positions.  Incomplete applications will not be accepted.  EOE
