
Our company is searching for experienced candidates for the position of grants
coordinator. Please review the list of responsibilities and qualifications. While this
is our ideal list, we will consider candidates that do not necessarily have all of the
qualifications, but have sufficient experience and talent.

Responsibilities for grants coordinator

Able to make independent decisions regarding grant guidance
Oversee the day-to-day operations of the project including communication
with internal/external constituents and a variety of stakeholders
Assist in the review of grant evaluation protocols and in the development of
standard data collection instruments (e.g., surveys, interviews)
Ensure the project meets funder’s budgetary and reporting requirements,
maintenance of the Internal Review Board (IRB) and necessary regulatory
compliance
Assist with contractor/consultant contracting and ensure consultants are
invoicing regularly and in accordance with the scope of work for the given
project
Review and proofread correspondence and documents for grammar,
punctuation, pagination, tables of content, continuity of defined terms,
formatting, and references
Participate in the preparation of metrics and reports for funders and
stakeholders
Provide direct supervision and guidance to the administrative support staff
designated to work with the project
Maintain collaborative, team relationships with peers and colleagues in order
to effectively contribute to the achievement of goals, and to help foster a
positive work environment
Attend regularly scheduled departmental/agency meetings as required
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Sound judgment to make independent decisions under pressure
Ability to effectively communicate with and exercise tact, establish effective
working relationships, deal with conflicting views or issues and mediate fair
solutions, and maintain a high degree of professionalism when working with
CNS faculty, staff, University departments, other research administration
departments, and sponsoring agencies
Ability to resolve budgetary problems and issues
Strong attention to detail while working within deadlines and ability to
prioritize workload effectively
Ability to analyze complex problems, organize information, identify
underlying causes, and generate solutions
Four years of full time, or equivalent part-time, experience in administrative
work to include at least two years of grant/contract administration support
work


