
Our growing company is looking for a grant coordinator. Thank you in advance for
taking a look at the list of responsibilities and qualifications. We look forward to
reviewing your resume.

Responsibilities for grant coordinator

Provide guidance to primary timekeeper when complex payroll issues arise
Assist in Psychiatry’s Gerontology (GRU) and Neuroimaging research
programs orientation and training of new research staff
Assist in plans and participate in research projects with faculty members
Create and process purchase requisitions, travel requisitions, and expense
reimbursements for all college sponsored project accounts
Assist the Assistant Director of Research with the reconciliation of overhead
accounts, preparation of contracts and grant reports, and maintenance of
grant resource files
Coordinate with research collaborators (e.g., subcontractors, consultants,
evaluators, vendors, ) to ensure that all financial documents (e.g.,
subcontract/consultant invoices, vendor quotes, ) are current, accurate, and
complete
Assist the Assistant Director in reviewing and ensuring accuracy of project
cost share requirements, including the source, amount and approvals of
committed cost share wherever necessary
Assist College of Nursing faculty with the identification of research contract
and grant opportunities
Maintain database of deliverables and reporting requirements for all active
projects
Work closely with the Assistant Director to populate and maintain database
of proposal-related documents (biosketches, current and pendings, facilities)
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Powered by www.VelvetJobs.com



Previous experience and/or desire to work with and mentor college students
Bachelors Degree is desired )concentration in business, finance, audit,
economics, marketing, operations, systems or other analytical/business fields
preferred)
Support the Assistant Director in the development and coordination of
college research workshops
Work closely with Assistant Director in performing activities associated with a
grant close-out (e.g., accounting, final report, record archive, web site
closure)
Engage in continuing professional development to improve the value of
research administration services
Handle sensitive and confidential data (e.g., personnel data, salaries, FERPA)


