WVSU Research and Development Corporation

  
Job Summary: 
The Director of the Office of Sponsored Program is primarily responsible for the planning and development of extramurally supported programs of the University, and for facilitating faculty and staff participation in such activities. The Office of Sponsored Programs works closely with the Assistant Vice President of Research and Public Service to provide technical assistance throughout the Pre-Approval, Pre-Award, and Post-Award phases of grants management. The Director provides overall direction to the Office of Sponsored Programs (OSP) to ensure that the mission of the Office is being effectively pursued. The Director encourages, assists in the development of, and provides review and preliminary approval of, all proposals to ensure submission is consistent with University and sponsor guidelines and ensures the financial integrity of all externally funded projects. In addition, the Director is responsible for ensuring that each project awarded is carried out in a manner consistent with University and sponsor policies and procedures. West Virginia State University seeks an OSP Director with competencies to work effectively and collaboratively in this unique campus environment where we are dedicated to academic excellence in the liberal arts and sciences and the intellectual, creative, ethical and leadership development of our students.

Essential Duties and Responsibilities:
· Work in coordination with Assistant Vice President of Research and Public Service to cultivate research capabilities across all academic divisions at the University and provide service to the faculty by facilitating their efforts to pursue scholarly activities, professional development, creative endeavors, training programs, equipment acquisition, and community service through the acquisition of extramural funding.
· Strengthen the infrastructure of policies and procedures that facilitate involvement of faculty in research and scholarly pursuits and develop and conduct training programs to educate faculty and staff in the policies and procedures for proposal development and sponsored project administration.
· Promote externally sponsored instructional, research and public service programs by disseminating information on funding sources to faculty and conducting periodic grant information workshops. In addition, facilitate the coordination and integration of interdepartmental research.
· Develop, recommend, and implement policies and procedures for the administration of contracts and grants. This includes the submission of applications, acceptance of awards, monitoring of project activities and expenditures, preparation of financial reports, and complying with sponsor and University terms and conditions.
· Serve as liaison with the Institutional Review Board (IRB), Office of Business and Finance, Office of Human Resources, Office of Vice President of Research and Public Service, and Chair of the Research and Development Corporation to facilitate the management, administration, and conduct of Sponsored Programs including pre-award, post-award and close out as required.
· Compile statistical reports and other data for reports to the University administration.
· Direct the establishment and maintenance of essential records and files.
· Participate in professional conferences and meetings.
QUALIFICATIONS: 
Master’s degree required with five years of relevant experience in the administration of externally funded sponsored research and associated funding agencies required. One to two years minimum of supervisory experience. 

Must have demonstrated experience and the ability to:
· Interact with governmental agencies, private foundations, businesses, and other community organizations in an academic context.
· Successfully plan and administer a sponsored program with extensive knowledge in Federal, State, and Local contract and grant policies, procedures, terms, and conditions.
· Work in a University setting and with diverse communities.
· Independently work on multiple projects in a time-sensitive environment.
· Produce creative and innovative solutions and approaches to common problems.
· Evaluate and implement grant management software.
This position is designated as security-sensitive. Before offer of employment is made, a pre-employment background investigation, which may include a criminal background check, educational, DMV, and prior employment.  
Please send cover letter, resume, unofficial transcript, and recent letters of recommendation from three professional references with contact information to: Brunetta Gamble-Dillard, Director of Business and Finance/Human Resources, West Virginia State University Research and Development Corporation, POB 1000, 204 ACEOP Administration Building, Institute, WV 25112 or via email RDemployment@wvstateu.edu. Questions may be directed to 304 766 4133. Review of applications will begin immediately and continue until position is filled. 
[bookmark: _GoBack]West Virginia State University Research and Development Corporation is an equal opportunity/affirmative action employer.
