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Director of Sponsored Programs

Updated:  8/27/2012	
			FLSA:  Exempt
			Dept or Office: Office of the Provost  

Summary Description
Reporting to the Associate Provost for Academic Affairs, the Director of Sponsored Programs serves as the chief sponsored programs officer for the university and leads the university’s efforts to obtain and mange external grant funding.

Responsibilities & Duties
· Works collaboratively to support the research, scholarship and creative efforts of the faculty and staff as well as university wide grant and contract opportunities.
· Supervises and directs staff of the administrative efforts of the Office of Sponsored Programs.
· Supervises the hiring and training and the student workers with the Office of Sponsored Programs.
· Oversees the budget for the Office of Sponsored Programs.
· Provides training in proposal development for faculty and staff.
· Oversees the training needs of the staff of Sponsored Programs.
· Performs other duties as assigned.

Requirements – Education and experience
· Master’s Degree required.
· Three years of experience in progressively advanced work in the broad field of practice represented in sponsored programs, pre- or post-award management, research administration, or a closely related grant-making or writing environment. 
· Requires experience working within a university in the preparation, writing, or administration of grants.
· Requires knowledge and background of multiple funding sources and agencies.
· Requires strong research and analytical skills.



Note:  The statements herein are intended to describe the general nature and level of work being performed by employees, and are not to be construed as an exhaustive list of responsibilities, duties, and skills required of personnel so classified.  Furthermore, they do not establish a contract for employment and are subject to change at the discretion of the employer.
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