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 West Virginia State University Research and Development Corporation

  Institute, WV 25112

Job Title: 

 Grant Specialist 
Department/ Office:
 Research and Public Service 

Reports to: 

 Director of Sponsored Programs
FLSA Status: 

 NON- EXEMPT 
Summary
This position provides administrative support for the Office of Sponsored Programs. Works closely with the Director of Sponsored Programs. Scheduling of grants due dates as well as submission dates. Coordinator of meetings and conferences and working on special projects. Also, answers non-routine correspondence and assembles highly confidential and sensitive information. Deals with a diverse group of faculty, staff, and other important external callers and visitors as well as internal contacts at all levels of the organization. Independent judgment is required to plan, prioritize and organize diversified workload, recommends changes in office practices or procedures.

Primarily responsible for advising faculty and staff on, and aiding faculty and staff in, applying for and securing Federal, State and/or private foundation grants.

Essential Functions
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

1. Help develop grant proposals with and for faculty and staff.

2. Support the work of the Director.

3. Organize faculty workshops on sources of external funding and provide information about grant writing to individual faculty, staff, programs, and departments.

4. Review drafts of proposals, including project narratives, budget, and other supporting documentation, in a timely manner to meet grant application deadlines.

5. As needed, serve as a liaison to granting agencies on behalf of the University and Corporation, promoting faculty research and the effort to secure new funding opportunities and maintain current relationships.

6. Maintain database of faculty and staff grants submitted and received.

7. Safeguard the confidentiality of departmental or office administration by exercising discretion in communicating information to faculty, students, and staff and handling departmental records, files, applications, proposal evaluations, and similar confidential materials.

8. Assist the Director in submitting letters of inquiry, proposals, reports, and other correspondence to granting agencies.

9. Disseminate a monthly newsletter to faculty and staff, highlighting funding opportunities.

10. Performs other duties as assigned.

Competencies
1. Technical Capacity.

2. Personal Effectiveness/Credibility.

3. Thoroughness.

4. Collaboration Skills.

5. Communication Proficiency both in orally and in writing.

6. Flexibility. 
7. Extensive software skills are required, as well as Internet research abilities.
8. Ability to effectively interact with a wide variety of people in a manner that positively portrays the University and the Corporation and its programs, personnel, and philosophies.

Supervisory Responsibility
This position has no supervisory responsibilities.

Work Environment
The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.  The noise level in the work environment is usually moderate. This job operates in a professional office environment. This role routinely uses standard office equipment such as computers, phones, photocopiers, filing cabinets and fax machines. 

Physical Demands
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to sit and reach with hands and arms.  The employee is frequently required to stand and walk.  Specific vision abilities required by this job include ability to adjust focus. 
Position Type and Expected Hours of Work
This is a full-time position. Days and hours of work are Monday through Friday, 8:30 a.m. to 5 p.m.   Summer Schedule is Monday through Friday. 8:00 a.m. to 4:00 p. m.
Travel
No travel is expected for this position.  

Required Education and Experience
Combination of education, training or experience that provides the knowledge, skills and abilities required to perform the essential functions.
 Preferred Education and Experience
1. Bachelor's degree or equivalent required.

2.  One to five years of experience in working with faculty in higher education to write and secure grants required.

Additional Eligibility Qualifications
None required for this position.

Other Duties
Please note this job description is not designed to cover or contain a comprehensive listing of activities, duties or responsibilities that are required of the employee for this job. Duties, responsibilities and activities may change at any time with or without notice. 

Work Authorization/Security Clearance
This position is designated as security-sensitive. Before an offer of employment is made, a pre-employment background investigation will be completed, 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,

West Virginia State University Research and Development Corporation,

POB 1000, 204 ACEOP Administration Building,

Institute, WV 25112.

PREFERRED: Information accepted as e-mailed in Word or PDF format to rdemployment@wvstateu.edu  Position is open until filled.

WV State University Research and Development Corporation is an Equal Opportunity/Affirmative Action Employer and does not discriminate against any person because of race, sex, age, color, religion, national origin or disabilities.

