[bookmark: OLE_LINK1][bookmark: OLE_LINK2]The Radiological Society of North America (RSNA) is headquartered in Oak Brook Illinois and is a 45,000+ member medical specialty society with a staff of 180 and a budget of $40 million. RSNA holds the largest medical meeting in the world, with around 60,000 attendees, in Chicago each November following Thanksgiving.
Position:
Grant Administrator/Contract Specialist: Accounting Department

Salary: $43,500

Basic Function:	
The Grants Administrator/Contract Specialist is responsible for the management of a portfolio of grants and contracts within a group of departments in RSNA.  These departments are actively involved in projects that have been awarded federal contracts.  Primary responsibilities include working with Principal Investigators to develop and fully manage and coordinate the funding proposal preparation for new, continuing, and competing grant and federal contract applications; functioning as liaison to federal and non-federal grantor agencies and subcontracting institutions.
			
Responsibilities Include:
· Work with Principal Investigator to coordinate all aspects of grants/contract submission; prepare budgets and budget justification; ensures proposal compliance with RSNA and grantor policies and procedures, as well as those of subcontracting institutions.
· Apprise investigator of submission dates and changes in the applications, submissions, and funding guidelines of the institution and of various funding agencies.
· Develop collaborative working relationships with Department of Research and Informatics.
· Assist Controller with research requests and initiatives impacting the Departments.
· Collect and analyze internal documents from PIs/assistants for new submissions.
· Maintain files of all pre-awarded contracts and fully executed sub-contract agreements.
· Work as the initial contact with sub-contractors.
· Administer contract reporting including payment requests and invoice processing.
· Prepare monthly internal contract status/progress reports.
· Maintains all registrations for Federal sites.
· Performs other duties as assigned by the Controller.
Requirements:		
· Bachelor’s Degree in Business or equivalent
· Demonstrated research administration experience with Federal contracts
· Experience managing compliance with federal government grants and contracts compliance issues in accordance with CFRs and FARs
· Strong analytical and organizational skills and the flexibility to handle multiple tasks and deadline pressures
· Ability to resource efficiently
· Ability to stay current with relevant technology and innovations
· Strong interpersonal/communication skills, or strong customer service skills
· Demonstrated proficiency in Microsoft Office, Word, Excel and Internet applications
· Willingness to take on new challenges
[bookmark: _GoBack]Apply:  all applicants should forward their resume and cover letter to Jessica Porter at jporter@rsna.org.
