Responsibilities To Be Included In Job Description

For Departmental Grants Personnel
Preaward

· Prepare applications, including all required internal documents, correctly and completely.  

· Maintain proficiency in internal and sponsor-required application systems, including ePTF, Conflict of Interest, JeffShare, grants.gov or other sponsor systems as required.  

· Maintain working knowledge of Jefferson policies, sponsor guidelines, and federal regulations specific to sponsored programs.  Ensure departmental compliance with same.  

· Prepare internal and sponsor-required budgets completely and accurately.  Maintain working knowledge of institutional and sponsor-required rates for F&A, fringe, salary caps, etc.    

· Maintain regular contact with investigators and chair(s) to ensure proactive management of applications, awards. 

· Meet all ORA requirements, including training requirements. 

Postaward

· Maintain working knowledge of Jefferson policies, procedures, sponsor guidelines, and federal regulations specific to sponsored programs. 

· Maintain proficiency in internal and sponsor-required application systems, including ePTF, Effort, VistaPlus, General Ledger, Labor. 

· Review and approve sponsored programs-related expenditures and transactions. 

· Maintain auditable departmental documentation of all expenses, transactions, and reporting requirements.  Maintain auditable justification for all expenses.  

· Reconcile each account each month using documentation and systems access listed above. 

· Manage account budget, cash, and closeout according to Jefferson policies and sponsor guidelines.
· Meet all ORA requirements, including training requirements.  
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