JOB DESCRIPTION
TITLE:

Pre-Award Services Grants Coordinator
UNIT:

Office of Sponsored Programs

DIVISION:
Office of the President
QUALIFICATIONS:
Masters degree in English, Higher Education or a related field.  This position requires a minimum of five years experience in proposal development, knowledge of funding opportunities protocols of federal agencies, foundations, corporate and community foundations.
REPORTING AUTHORITY:
Reports to the Director of Sponsored Programs
SUPERVISORY RESPONSIBILITY:
Not Applicable
PRIMARY GOAL:  Increase the volume of extramural grant awards to Wiley College 
TERMS OF EMPLOYMENT:
Twelve-month contract; serves at the pleasure of the President of 




the College.

PRIMARY RESPONSIBILTIES:

1. Identify new funding opportunities and disseminate campuswide on a weekly basis.
2. Provide leadership to the development of grant proposals in collaboration with faculty and staff.

3. Prepare the requisite institutional letters of commitment in consultation with the director.

4. Develop and maintain a grants resource library, including information on funding agency requirements, standardized forms, grantsmanship manuals and other material essential to successful grantseeking initiatives.

5. Review all components of each proposal to ensure that guidelines have been adhered to and ensure submission, through the College’s approval process, prior to the announced deadline date.

PRIMARY RESPONSIBILTIES (continued)

6. Monitor the status of each submitted proposal and respond appropriately if additional information is requested.

7. Ensure provision of grantsmanship training to interested faculty and staff on a regular basis.

8. Review all awards and conduct start-up meetings with principal investigators or project directors and with the College’s grant accountant to review grant terms and conditions, allowable costs and reporting requirements.

9. Prepare specialized sponsored programs reports and newsletters.

10. Design an appropriate sponsored programs website to include hyperlinks to federal agencies, regularly used forms, proposal completion checklist and related information such as budget templates, etc.

COMMITTEE ASSIGNMENT:


To be assigned.
Approved GFC:10132011

