
 
 

   

Job Description 

The following statements are intended to describe the general nature and level of work to be performed and are not 

intended to be construed as an exhaustive list of all responsibilities, duties and skills required of personnel so classified. All 
duties listed are essential functions for the position. It is understood that other related duties may be assigned. 

 

General Function (Description): 

 

 

 

 

 

Review proposals and contracts for accuracy and conformance with sponsor guidelines. 

 

 

 

 

 

 

 

 

Other duties as assigned. 

 

 

 

 

 

 

 

 

Position Title: Senior Pre-Award Research Administrator 

Department: Division of Research and Sponsored Programs 

Reports To: Director of Research and Sponsored Programs 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Knowledge, Skills and Abilities: 

 

Working knowledge of federal grant management policies and regulations governing sponsored 

agreements, specifically Uniform Guidance. 

 
Excellent written/oral communication and interpersonal skills. 
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Minimum Hiring Standards: 

Education 
Candidate should possess a BS degree (Master's Preferred)  

 

 

 

Years of Experience 

At least 5-10 years of grants/research administration experience. 

Experience working with Institutions of Higher Education 

Sponsored Programs Office (preferred). Should have experience 

with on-line application portals (e.g. Research.gov, grants.gov, etc.) 

and working knowledge of Uniform Guidance and other Federal 

guidelines. 

Years of Management/Supervisor 

Experience 

Preferred Management/Supervisory Experience in a University 

Sponsored Programs Office. 

Clark Atlanta University is an Equal Opportunity/Affirmative Action Employee 
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