POSITION CLASSIFICATION QUESTIONNAIRE

Department:  

Incumbent:   

Work Schedule/Location:   

Working Title: 
DIR OF CONTRACT SERVICES
Immediate Supervisor/Title:  

Position Summary (briefly describe the general purpose of the position)

Provide administrative support to the Office of Grants & Contracts customers facilitating both pre- and post-award processes for research investigators and staff.

Standard Duty Areas (list primary functions of the position with the percent of time generally allocated to each)

Thoroughly review application to ensure that: The application is compliant with institutional and agency guidelines; The budget and budget justification are concise and accurate; Direct and indirect cost have been appropriately recovered. Distribute face pages and monitor receipt of non-competing applications. NIH notice of grant awards Verify and update compliance information. Verify that cost categories are correct and transaction is appropriate. Fund code establishment request prior to receipt of award. Verify documentation to ensure that request is valid Fund code extensions Review legal agreement for language that would require agency permission or prevent the transaction Agency checks Identify the correct code for deposit. Identify and split payments when appropriate Outside Service and Purchased Service Agreements Verify legal agreement or grant to ensure that request is valid Close out documentation required by funding agencies Request required information from PI/Dept and/or Office of Sponsored Programs. 

Review commercially sponsored studies for liability issues Notify IRB office when indemnification or insurance certification must be requested Monitor indemnification Review indemnification issues to allow protocol approval Verify NIH grant concordance Obtain IRB approval for grant/protocol concordance review Generate federal certification forms for submission to funding agencies 

Enter NIH non-competing application Classify activity type; ensure that data is correct Enter award status Ensure and verify application, amounts, dates, terms and conditions of award document Agency assignment number Identify application and verify that it is the correct version Funding status changes Responding to system maintenance reports or funding agency actions Standard Reference Data Enter sponsors or subcontractors, verify information, and prevent redundancy 

Supervise Student Assistant(s) in routine tasks (filing, sorting mail) and special projects Reconcile office financial statements Monitor/Edit NIH IMPAC reports these are monthly reports that show the applications submitted to and awarded from NIH they must be accurate since they contribute to national ranking status Maintain office supplies and general office equipment Provide back up support to Grants & Contracts Specialists during deadlines/absences Provide back up support to LAN Administrator for System tape back up. 

The above statements describe the general nature and level of work being performed by individuals assigned to this classification. This is not intended to be an exhaustive list of all responsibilities and duties required of personnel so classified. 

Position Directly Supervises/Leads (name/title) 

Decision Making:   

Budget Responsibility: 
Interaction (describe type and frequency of interaction with internal staff, other departments, visitors, and outside organizations)
 

Accountability (direct responsibility for outcome of projects or decisions made) 

Essential Physical Requirements (list the percent time involved for each that is essential in performing the major duties of the position)

Bending  (%)______Standing  (%)______Walking  (%)______Eyesight  (%)______
Hearing  (%)______Driving  (%)_______Speaking  (%)_____
Repetitious Movement  (%)______
Lifting, weight lifted______

Lift to: waist, _______chest, _______above head_______

Exposure To Harsh or Extreme Conditions (chemicals, cleaning agents, blood and body fluids, extreme temperatures)

Equipment Used In Position (type and percent time)

Minimum Qualifications (knowledge, skills, and abilities needed upon entry into the position)

Ability to Follow Oral Instruction, Read and Write

High School, GED or formal educational equivalent

Baccalaureate Degree, Major:   Work requires a general educational background equivalent to a full high school education plus two years post-secondary education in a business- related field.
Advanced Degree, Type/Major: MACROBUTTON NoMacro [Click here and type degree]
Professional License/Certification: MACROBUTTON NoMacro [Click here and type name of license/certification]
Work Experience, (Length of Time, General and Directly Related)    Work requires 2 years related business or administrative experience to become familiar with general personnel practices, accounting and budgeting principles, grants and or coordination of major office activities.   OR AN EQUIVALENT COMBINATION OF RELEVANT EDUCATION AND/OR EXPERIENCE

I have participated in the review of my job and agree with the above description.

Yes_____No_____Comments_________________________________________________________________________________

Required Signature____________________Date________________________________________________________________

As supervisor of this position, I have participated in the review and agree with the above description.

Yes_____No_____Comments________________________________________________________________________________

Required Signature____________________Date_______________________________________________________________



