Grant & Contract Specialist (Post Award) – Remote Opportunity
Hi friends!  The IUP Research Institute, a nonprofit affiliated with Indiana University of PENNSYLVANIA (yes, located in Indiana, Pennsylvania) has had some transitions (external and internal) and we’re seeking an experienced Grant & Contract Specialist (post award, non fiscal) to join our post-award team!  IUP is an R2 with growth on the horizon – we serve other universities within the PA State System of Higher Education, and we have a College of Osteopathic Medicine that will admit our first cohort of medical students in Fall 2027. Good times are plentiful at IUP! Did I mention there's a remote option for the right candidate?  
If you enjoy solving puzzles, juggling a variety of projects, building relationships with faculty, and no two days looking exactly alike, we'd love to talk with you.
Our post-award specialists partner with principal investigators throughout the life of a grant—helping manage awards, interpret sponsor requirements, process modifications, coordinate and execute purchasing and travel, and ensure projects stay on track from award through closeout. Strong customer service, organization, and communication skills are essential.
We're Looking for Someone Who Has:
· Bachelor's degree in a related field;  Master's preferred
· 3-5 years of experience in sponsored projects administration, research administration, or a related grants management role
· Strong knowledge of post-award administration, federal regulations, and Uniform Guidance
· Advanced Excel skills and the ability to analyze, interpret, and manage complex financial data
· Exceptional critical thinking, problem-solving, and organizational skills
· Strong attention to detail with the ability to manage multiple priorities and meet deadlines in a fast-paced environment
· Experience supporting research programs within higher education or nonprofit organizations preferred
· Familiarity with Blackbaud, Kuali, or similar grants management systems preferred
· Excellent communication and customer service skills, with the ability to build productive relationships across departments
· A collaborative, team-oriented approach and a positive sense of humor
· A CRA is preferred but a desire to learn and certify in the future is required
Duties & Responsibilities:
· Review project expenditures to ensure costs are allowable, allocable, reasonable, and compliant with sponsor and institutional requirements
· Coordinate and execute travel and purchasing/procurement needs on grant projects
· Process and manage budget modifications, revisions, and no-cost extensions
· Negotiate, execute, and monitor subaward agreements and related activities
· Provide guidance and support to Principal Investigators (PIs) and departmental grants staff on post-award administration and compliance matters
· Monitor project financial activity and assist with budget forecasting and financial planning
· Support award closeout activities and ensure projects are prepared for timely and compliant closeout
· Maintain accurate records and documentation in accordance with sponsor requirements, institutional policies, and record retention guidelines
· Track and assist with the preparation and submission of interim, annual, and final technical and financial reports
· Serve as a liaison among PIs, university departments, and sponsoring agencies to facilitate effective communication and issue resolution
· Collaborate closely with Post-Award team members to provide responsive, high-quality service and support to researchers and departments
· Identify and address potential compliance or financial issues proactively, escalating concerns as appropriate
· Contribute to continuous process improvement initiatives that enhance efficiency, compliance, and customer service
Why join us?
· Fully remote opportunity for the right candidate (on-site events two-times per year)
· Supportive, collaborative team that genuinely enjoys working together
· Competitive salary based on experience, excellent benefits, and opportunities for professional growth – anticipated salary range based on the above KSAs is $55,000  - $70,000.
While we are super serious about research administration and compliance, we don’t take ourselves too seriously. We believe great work happens when talented people enjoy coming to work – even if it is remote! So, if you're looking for a position where you can make an impact, continue learning, and work with a terrific group of research administrators and researchers (we have some great ones!), we would love to hear from you.
Application materials must include cover letter and resume with at least three (3) professional references.  You can submit them via email to researchinstitute-2@iup.edu. Our website is iup.edu/researchinstitute if you want to learn more about us.  I’ll take questions via email at tracye@iup.edu, but please be respectful and don't call me.  

