Grant Specialist, Pre-Award
The IUP Research Institute is a non-profit organization affiliated with Indiana University of Pennsylvania. This position is responsible for cultivating, developing, and submitting sponsored project proposals for the IUP Research Institute, IUP, Commonwealth University of Pennsylvania, and Pennsylvania Western University. Exceptional customer service is essential for successful interaction with university administration, funding agencies, and researchers. Strong understanding and use of the English language is essential. Full time salaried/exempt. Benefits include paid vacation, sick, and holiday time, medical insurance and 401(k).

Responsibilities
· Assist university personnel with researching and identifying potential federal, state, and private external funding opportunities
· Disseminate funding opportunity information in a timely manner to promote involvement in sponsored projects
· Provide assistance and support to faculty and staff with the review and submission of grant proposals
· Develop and refine budgets for sponsored projects, including personnel costs, participant support costs, supplies, travel, and other direct costs
· Ensure proposals are compliant with all applicable laws, regulations, policies, and agency requirements
· Facilitate the submission process for external funding through appropriate channels (web portals, email, etc.)
· Determines and applies appropriate facilities and administration costs to proposed budgets in accordance with agency regulations, university and Research Institute waiver policies and other project specific factors

Minimum Required Qualifications
·  Bachelor’s degree
·  Proficiency with Microsoft Office (Excel, Word, Outlook) and Adobe
· 3 years’ experience in grant administration or related field, preferably in higher education

Preferred Qualifications
· Master’s Degree
· Relevant Certifications or Specializations

Candidate must demonstrate excellent organizational and interpersonal skills, both written and oral communication skills, the ability to work independently and collaboratively, and must possess high attention to detail (i.e., consistent and reliable work, error identification, thoroughness, and problem solving).
For consideration, submit cover letter, resume, and contact information for three professional references via e-mail to Researchinstitute-2@iup.edu  Please put “Grant Specialist” in subject line. No phone calls, please. Review of applications will begin immediately and continue until the position is filled.
The IUP Research Institute is an equal opportunity employer.
This position does not support Visa sponsorship or work authorization. 
