July 13, 2015

POSITION TITLE:

Grants and Contracts Manager
PERSONNEL STATUS:
Exempt, Full-time, Regular

DEPARTMENT:

Office of Sponsored Programs 

RESPONSIBILITIES:   
The incumbent will be responsible for both pre-award and nonfinancial post-award management for an assigned UMBC unit.  The Manager will work as a member of the OSP team to provide support for the campus.  Depending on the unit, the position may also support other core areas such as sub-recipient management, closeout, and campus outreach.  The position is authorized to submit proposals and execute awards for the institution. Specific duties include: coordinating the preparation, review, and submission of grant and contract proposals; reviewing negotiation and execution of extramural funding agreements; assisting principal investigators and administrative leadership with all aspects of research administration; cultivating both internal and external relationships and communicating regularly with constituencies; monitoring day-to-day award activity to ensure compliance with applicable rules and regulations; preparing and submitting required forms in a timely manner;  possibly assisting with the development and maintenance of systems for recording and tracking of statistical information; guiding and facilitating funding opportunities; conducting training and providing supervision to OSP Grants & Contracts Specialist(s); and performing other duties as assigned.
MINIMUM QUALIFICATIONS:

Education/Experience: Requires a Bachelor’s degree (Master’s Degree Preferred), and at least three years’ experience in research administration or related area, preferably at an institution of higher education. Must have excellent communication, organization, multi-tasking, and strong customer service skills.  Proficiency in balancing service with federal regulatory compliance required. Extramural support at a department level experience desired.  Experience with a broad portfolio of various sponsor types preferred. Experience in PeopleSoft ERP and other electronic research administration systems a plus.  
Note:
A background check will be required for this position.

SALARY:
Salary range is $55,000-$65,000 commensurate with qualifications and experience.
APPLICATION:   
  For best consideration, submit in single PDF file a cover letter, resume and contact information for three professional references by August 3, 2015 (resumes will be accepted until the position is filled) to:  

OSPManagerSearch@umbc.edu
As required by the 1986 Immigration Act, be prepared to present acceptable documentation upon hire showing your identity and that you are a U.S. citizen or an alien who is authorized to work.

UMBC IS AN EQUAL OPPORTUNITY/AFFIRMATIVE ACTION EMPLOYER

Please visit our website at http://hr.umbc.edu/employment/job-opportunities/ for additional employment opportunities

