POSITION: Director of Sponsored Programs
Description: 
The Director of Sponsored Programs is a 12-month, 30 hours per week position. The director will be responsible for post-award and limited pre-award activities for fellowships and grants. These responsibilities include developing guidelines and policies to support faculty and staff in the institutional grant approval process; delivery of the proposal to the funding agency; and grant and reporting management. This person will assist faculty and staff in identifying funding sources, providing resources for developing/writing grant proposals and budgets, and providing oversight of federal, state, and college compliance issues related to sponsored programs. To foster an academic climate that is rigorous and transformative, faculty will be encouraged to attend workshops that will provide them with information that will facilitate their development of project ideas and acquisition of grant support. 

In addition, Sponsored Programs is committed to promoting the mission and goals of Meredith College by enhancing faculty research, scholarship, and collaboration. This office will strive to set up mechanisms and procedures to facilitate the college’s acquisition as well as the administration of grants so that all academic areas can compete for academic grants and fellowships. 

The Office of Sponsored Programs (OSP) is a resource for faculty; providing information and assistance in the grant seeking process. Enhanced searching capabilities for grants are made more accessible to faculty through a subscription database system. Assistance in the identification of foundation and government agencies that support specific funding is provided on a limited basis. The Director of Sponsored Programs will be involved in facilitating all stages of grant acquisition on a limited basis as well as grant administration on a limited basis.

The Director of Sponsored Programs will assist faculty in pre-award grant acquisition (limited to 15 hours per week) by:

· reviewing RFPs from, state and federal governments from subscription databases and Grants.gov*
· informing faculty of due dates and deadlines* 

· assisting faculty in grant application and requirement interpretation (executive summary, proposal schedule, proposal matrix, detailed outline)*
· preparing institutional information for the grant *
· editing grant applications for technical requirements
· being a source for grant writing tips 

· providing grant guides and forms to facilitate communication on campus 

· maintaining a faculty grants website of pre-award information*
· coordinating efforts between faculty and Institutional Advancement

· preparing budgets and calculating person-months*
· negotiating sub-award contracts*
· preparing electronic registration with Grants.gov

· submitting electronic proposals 
· providing access to subscription databases 
· maintaining NSF FastLane registrations for faculty and the college
The Director of Sponsored Programs will assist faculty in the following post-award functions (20 hours per week) by:

· obtaining or creating required federal forms from participants (time & effort, conflict of interest, and debarment, cost-share
· providing workshops

· maintaining grants database

· supervising grants administration (reporting, compliance, budget management) 
· reviewing annual reports

· reviewing grant budgets

· updating faculty of new guidelines and policies of external funding agents

· providing faculty with Post-award Grant Manual with policies and procedures 
· preparing budgets and calculating person-months

· creating, managing, and reviewing forms from the Sponsored Programs Office

· acting as a liaison between accounting and technology and PI in setting up Awarded Budgets and access to Informer
The Director of Sponsored Programs will report directly to the Dean of Natural and Mathematical Sciences. The Director will work with the Office of Institutional Advancement and the Accounting Office to assure alignment of proposals with the college mission and goals and they have appropriate fiscal management.
* Expanded or added functions
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