
[image: image1.wmf] 

  Georgia State University
Job Specification
Job Title: Sponsored Programs Specialist, Senior
Effective Date: April 1, 2007
BCAT Code: 445X AP
Revision Date: February 1, 2007
Pay Grade: G14  
FLSA Status: Exempt
General Description

Under direct supervision, provides administrative support and assistance to the Sponsored Programs Officers, Associate Director, and Director.  May serve as lead on a team or project.
Examples of Duties

· Provides technical assistance and guidance to faculty and administrators in the development and preparation of funding proposals.

· Responds to general inquiries regarding sponsored programs policies and procedures.

· Reviews OMB circulars, A-21, A-122, A-133 applications to ensure accuracy.

· Accesses database to verify regulatory compliance approvals, as applicable, before establishment of project account.

· Maintains internal proposal/award tracking database (InfoEd).

· Prepares and disseminates award notification, amendment, and related documents.

· Assists with the coordination of project closeout between principal investigator, Office of Sponsored Programs and Office of Research Financial Services.
· Performs other related duties as assigned.
Knowledge, Skills and Abilities

· General knowledge of federal regulations, guidelines, and practices.
· Ability to communicate effectively verbally and in writing.
· Proficiency with word processing, spreadsheets, and database software
· Ability to work independently and prioritize multiple tasks with attention to detail.
· General knowledge of web or other internet accessions.
Minimum GSU Hiring Standards

Bachelor's degree and two (2) years administrative experience in a college or university setting; or a combination of education and experience.







The above is a general description of duties performed by employees holding this job title and does not represent

a complete list of duties that may be assigned to an employee.
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