
Our company is growing rapidly and is hiring for a grants management specialist.
We appreciate you taking the time to review the list of qualifications and to apply
for the position. If you don’t fill all of the qualifications, you may still be considered
depending on your level of experience.

Responsibilities for grants management specialist

Advanced university degree in Business Administration or Project
Management
A minimum of 5 years of relevant professional experience including two years
of progressively responsible experience in contribution management and the
development of donor reports and proposals
Conducts close-out compliance monitoring, close-out and auditing processing
of USTDA's grant programs
Administers close-out stage review of deliverables, including all final reports
and cost share certifications, to ensure all grant activities are in compliance
with technical and administrative terms of the grant agreement
Makes recommendations whether to approve the final report and final invoice
or take corrective actions
Serves as agency's point of contact and advisor to the supervisor, agency
management and staff on matters related to grant management and
compliance, recommending correction actions, as appropriate
Supports the development of monitoring and risk management strategies to
ensure successful grant administration and program delivery
Participates in dispute resolution during the closeout and termination phase
of grants administration, including collecting data, contracting for technical
reviews, and termination of awards, audits, and de-obligation of funding
Designs and implements new policies and processes to ensure that all
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is completed satisfactorily, contractor performance appropriately
documented, and records are in order
Serves as the compliance manager of the agency's "Success Fee Program,"
reviewing and analyzing all success fee reports for compliance

Qualifications for grants management specialist

Prior experience in an academic biomedical research department strongly
preferred
Ability to read and interpret documents such as grant proposals, contract,
and financial reports
Ability to analyze and determine the applicability of grants management
data, to draw conclusions, and make appropriate recommendations
Ability to perform arithmetic computations with accuracy
Bachelor's degree required and a minimum 3 years of experience
Understanding sponsor guidelines and helping investigators adhere to them
when applying for grants


