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TEXAS STATE UNIVERSITY
JOB DESCRIPTION


GRANT DIRECTOR, NON-FACULTY – 1496 (Unclassified)
GRANT DIRECTOR, FACULTY – 0194 (Unclassified)
Provides administrative direction to a grant. 
Scope: 
Provides management to grant-funded personnel who are gathering, interpreting, and evaluating data in a specific field. List specific scope here:




Supervision: 
Reports to Chair, Dean, or other administrative staff.

Supervises Grant Specialist and/or Coordinator personnel. May directly or indirectly supervise secretarial/clerical staff, student workers, and volunteers.

Examples of General Duties and Responsibilities:
Write grant, including the background justification, program plan, timeline, budget, and other sections as required by funding agency. Work with Office of Research and Sponsored Projects, Grants Administration, and funding agency representatives to coordinate implementation of grant. Hire funded personnel following university policies and procedures. Train staff on assigned projects. Develop policies and plans to administer the grant goals. Supervise the facilities and ensure that budget is properly monitored. Perform all administrative functions of the grant, such as purchasing accounting, time-keeping, or delegate functions to staff. Conduct original research consistent with the goals of the grant and serve as a consultant to members of the community. May supervise and assist Grant Staff in the development of specific procedures. Evaluate the performance of subordinates. Act as a consultant by assisting with specific problems, analyzing those problems, and recommending possible solutions. Develop surveys and ensure that they are properly administered. Compile survey results. Based on results of surveys and input from Grant Staff, evaluate the effectiveness of procedures, and adjust if necessary, Write or supervise the writing of evaluation reports to the funding agency representatives. Attend professional conferences. Write articles for professional journals based on research. Gather data from periodical literature in the field. Perform other duties as required. 

Specific Duties and Responsibilities:
(If applicable, describe any job-specific, technical, or programmatic responsibilities unique to this position which are not covered above.)












Knowledge, Skills, and Abilities: 
Knowledge of funding sources. Knowledge of university administrative policies and procedures. Extensive knowledge of the subject matter pertaining to the grant. Knowledge of descriptive statistics sufficient to develop survey instruments and interpret the results. Ability to communicate effectively both orally and in writing. Ability to effectively supervise professional and clerical/secretarial staff, students, or volunteers. Bachelor’s degree in a related field preferred.

Specific Knowledge, Skills, and Abilities 
(If applicable, list below any other specific knowledge, skills, and abilities required to perform the duties listed above.)




Other Requirements: 
(If applicable, list licenses or certificates required by law, statute, ordinance, or regulation for entry into this position.)




Qualifications: 
To qualify for this classification, an individual must possess any combination of experience and education that would likely produce the required knowledge, skills, and abilities. 

Preferred Qualifications: 
(If applicable, list those knowledge, skills, abilities, education, and experience statements preferred of applicants. Include desired certifications and/or licenses.)




For the Grant Director:
I support the above description as an accurate representation of the employee’s job duties.
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