
Western Kentucky University

Position Description

Position Title: Research Services Coordinator
FLSA Category: Exempt
Date: May 2007
Salary Grade: 107
Purpose of Position 

The Research Services Coordinator is responsible for providing assistance to faculty and staff in the proposal development stage and at the post award stage.

Primary Job Functions

The following duties are customary for this position, but are not to be construed as all-inclusive.  Duties may be added, deleted, and assigned based on management discretion and institutional needs.

· Constructs proposal budgets and reviews proposal before submission.
· Handles grant transfers, extensions, and the approval of grant purchases.
· Works closely with faculty to facilitate proposal submission and post award spending.
· Maintains the proposal and award database and assists with reports.
Secondary Job Functions

· Coordinates the grant purchasing card system implemented by OCSE and distributes F& A earned on grants.
Minimum Training and Experience Required

Bachelor’s degree required plus 3 years budgetary experience and a broad knowledge of Western’s financial system; experience with Banner financial system.
Knowledge and Skills Required
Knowledge of grant compliance guidelines; Most be proficient with Microsoft Office Professional, especially Excel.

Physical and Mental Abilities Required

Ability to determine when a purchase is within grant compliance guidelines; ability to construct budgets based on Sponsor guidelines; Must exhibit attention to detail and the ability to focus on numbers for large periods of time.
Organizational Relationships

Position reports to the Assistant to the Dean.
Performance Expectations

The duties and responsibilities of this position must be performed in a competent manner following the highest standards of professionalism, integrity, accountability, responsibility, cooperation, and customer service. 
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