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Job Purpose

Reporting to the Vice President of Research, International, the Director will provide support and direction to the overall administration of the Office of Research Services.  The Director will play a pivotal role in enhancing the research culture of Trent University.  The Director will lead a team dedicated to the review and administration of research awards, the conduct of compliance activities, and the provision of high quality support services including research accounting and reporting.  This will include reactive, interactive and proactive efforts to assist researchers in identifying potential research collaborators and funding opportunities in a highly competitive environment. The Director will facilitate the development of new research initiatives consistent with the strategic research plan, prioritizing the work-load in a fast-paced, deadline-driven, team environment.

Key Activities

VP and Institutional Research Support:

Provides administrative support to the Vice President Research as required by:

1. Initiating, promoting, leading, and implementing research development and strategic planning function of the Office of Research Services to increase research success.

2. Advising the VPR on policy and strategic issues related to research activities.

3. Constructively interacting with and serving as a resource to the VPR, the University senior executive, deans and chairs to advance the research mission of the University.

4. Represent the VPR as institutional delegate as required (i.e. Extended Management, Core Data Stewards Group, Space allocation).

5. Leading the development and implementation of a standard set of university-wide data, indicators and benchmarks related to research funding and research performance; Generate statistical reports to assist the AVP in completing the annual report to the Board of Governors.

6. Informing and providing guidance on changes needed to existing University research policies and programs and providing timely and innovative responses to shifts in University policy (as they translate into to best practices in research administration.

7. Drafting of grant applications and letters of intent to institutional funding programs.

8. Administration of institutional grant programs such as ICOR, SSHRC ASU, SIG, and MRI-Postdoctoral Fellowship Program including full applications for renewal, annual reporting and fiscal management.

9. Serve as the initial point of contact in providing advice and operational support to the research centres and institutes.

10. Represent the Office of Research as a member of CAURA.

11. Ensuring academic integrity, commitment to meeting research grant and contract obligations and compliance with University and federal/provincial regulations, guidelines and policies which are relevant to research and scholarly activities.

12. Assist in identification of risk by advising the VPR and making recommendations regarding risk management strategies.

13. Act as first point of contact for internal and external stakeholders on matters related to the day to day operation of the Office of Research.

14. Administration of the Internal Committees on Research (Peer adjudicated awards process: Operating Grants, International Travel Grants, Grant is Lieu of Salary, Trent University Research Fellowship, Research Leaves).
Proposal Development and Management;

Works with researchers in a facilitative and advisory capacity to aid in the preparation and development of competitive proposals in support of their research activities by:

1. Liaising with various public sector and private sector institutions, agencies, and boards to identify, pursue and maximize research funding potential. This includes providing ongoing feedback to funding agencies regarding the effectiveness of their programs and procedures and developing strong links with potential funding sources.

2. Networking with colleagues at other universities to improve anticipation of potential developments that could impact the research environment.

3. Providing services to researchers that maximize the potential for success, including identifying sources of research funding, proposal writing, online administration, etc.

4. Building positive and constructive working relationships with a diversity of staff, faculty members, honorary appointments, students, and research partners and clients.

5. Providing integrated leadership with respect to large and complex multi-disciplinary project efforts.

6. Collaborating and working closely with chairs, deans, as well as directors of various research centres and institutes to promote research and scholarly programs.

7. Consulting with researchers to determine research plans and activities; keeping abreast of their research strengths and expertise.

8. Maintaining a comprehensive database of funding opportunities. 

9. Interpreting and advising researchers on the applicable policies, procedures and guidelines of the university and external sponsors (compliance review).

10. Formulating budgets including the review and approval of all cash and in-kind contributions and the appropriate documentation of each.

11. Critiquing draft applications and providing advice for changes and/or improvement.

12. Confirm certification requirements (Animal Care, Biosafety, and Human Ethics).

13. Maintaining MERX access including circulating calls for proposals and assistance with the bidding process.

14. Preparing nomination dossiers for Killam, Fullbright, Royal Society of Canada, including administration of the Canada Research Chairs nomination process.

15. Administering the Distinguished Research Award selection process.
Administration/Competition and Award Processes;

Manages competition and administrative process for research grant applications, contracts, agreements, notices of intent, and awards including:
1. Negotiation and finalization of awards.

2. Maintain signing authority on all research accounts ($14.5m in 2011).

3. Authorizing the opening and closing of research accounts.

4. Provide administrative oversight of research personnel to ensure grant compliance (appropriately qualified personnel).

5. Administration of residual funds in accordance to granting agency guidelines or contract requirements (Federal, Provincial, public and private sector).

6. Participation in external annual audits (Tricouncil, National Council on Ethics in Human Research, Canadian Council on Animal Care, McColl-Turner, Canada Foundation for Innovation, etc.).

7. Completion of reconciliations of awards and requests for next installments.

8. Maintenance of research database (eRSO System) and research files.

9. Drafting supporting documentation for researchers including confirmations of employment, letters of appointment for postdoctoral fellows and visiting scholars (VISA requirement).

10. Administration of international vendor status including the completion of “Vendor of Record” documents for international grants, contracts, and agreements.

11. Administration of US bidding by maintaining Central Contractor Registration (CCR), Trading Partner Identification (TPIN), and Fastlane Registration (National Science Foundation).

12. Manage all requests for interruptions to ongoing programs of research and changes in appointment status (leaves, promotions, and transfers to other institutions).

13. Manage all institutional access to online portals serving as “administrator” for NSERC, Tricouncil Secured Site, CRC Program, Indirect Costs, and Canada Council for the Arts, etc.

14. Manage all special requests for research funding from the VP’s contingency funding

Research Agreements and Contracts;

1. Review and draft funding agreements for institutional consideration and endorsement in accordance with university policies and incorporating policies of sponsoring organizations.
2. Determining the contexts of research agreements, policy and legislation, an acceptable level of risk for the University and take action as appropriate.

3. Draft and execute sub-grant agreements.

4. Draft and finalize research agreements for supporting international research partnerships (i.e. CUBA-Biology Dept. Exchange).

5. Tracking of project end dates and issuing requests for renewal if appropriate to the appropriate federal, provincial, public or private sector sponsor.

6. Administer the transfer of grants and awards between universities and other partners.

7. Execute agreements and award notices in the absence of the VPR Act with executive authority in the absence of the VPR or an appointed delegate.
Office Administration;
As team leader, coordinates the day-to-day operations of the Office of Research Services and Research Accounting* (jointly with Manager Finance) including staffing administration, operating budgets, scheduling, chairing OR/Research Accounting weekly meetings, determine work flow to ensure deadlines are met by:
1. Planning, directing and implementing short and long-term service goals, objectives, strategic planning and operating procedures for the ORS and Research Accounting.

2. Directing and managing the human, financial and physical resources for the ORS and Research Accounting.

3. Mentoring the professional development of the ORS and RA team and providing strong hands-on leadership in their day-to-day functions.

4. Designing and maintaining organizational structure and allocating human and financial resources to effectively accomplish the University’s research services goals and objectives.

5. Implementing innovations to service delivery and methods of securing increased research funds for the University.

6. Improving and streamlining the business processes and information systems utilized in the delivery of research administrative services.

7. Recording vacation schedule and prepare absenteeism data monthly.

8. Managing department operating budgets.

9. Prepare hiring requests and casual employment forms as required.

10. Participate in performance reviews.
Policies and Procedures;

1. Interprets and communicates applicable policies, procedures and guidelines of the university and external sponsors to researchers and to academic and senior administrators.
2. Establishing administrative and systems-wide practices to ensure the smooth flow and appropriate accountability of research agreements and contracts.

3. Advisor to the Research Policy Committee.

4. Direct the practical implementation of the Tri-Council MOU Schedules.
Education Required

Masters Degree. 

Experience Required

1. A minimum of 8 years direct experience in a research intensive environment.
2. Experience at a senior management level in a complex, diverse organization.

3. Experience in research management and contracting with private and/or public entities.

4. Experience in academic research activities.

5. Demonstrated record of success in academic and/or management environments.

6. Demonstrated commitment to promoting effective university research and providing a proactive and innovative approach to service delivery and furthering the research portfolio.

7. Excellent interpersonal skills to facilitate interactions with diverse stakeholders, research support staff, government agencies and senior management.

8. Demonstrated ability in building teams, strategic planning and setting and achieving goals.

9. Knowledge and familiarity with research compliance issues.

10. Excellent supervisory skills and ability to manage all of the day to day aspects of the work of a diverse team of staff and foster a positive workplace climate.

11. Ability to successfully address emerging and unpredictable events in time sensitive and timely manner.

12. Capacity to effectively address issues requiring sensitive and discretionary decision making.

13. Demonstrated computer literacy and exceptional writing and editing skills.

Responsibility for the Work of Others

Direct Responsibility for the Work of Others: 

Direct Reports: Certifications and Regulatory Compliance Coordinator, Research Project Officer(s), Restricted Funds Accountants (3) (.50), Research Accounting Assistant (.50), Senior Research Accountant (new position .50). *Director will supervise with respect to interpretation of grant/contract guidelines and eligibility and on matters related to professional development, workflow, and service delivery

Manager of Finance will supervise with respect to interpretation of accounting principals and guidelines and financial reporting requirements

Communication

Effectively communicate with external sponsors, government, organizations and other universities with respect to research grants, contracts, and agreements and their administration Collaborate and coordinate with researchers, department chairs, senior administration with respect to the development, review, endorsement and transmission of applications, grants, fellowships, contracts and agreements.  Maintain and develop communication strategies and information programs to aggressively promote research funding opportunities and the services provided by the ORS and RA by:

· Preparing and presenting workshops, drafting and circulating information notices, brochures specific to research funding opportunities and administrative guidelines;

· Maintain the Office of Research website;

· Complete Permissions for Public Disclosure and provide notices of awards and project summaries to Communications for public release;

· Institutional and administrative  contact for Tri Council, Interagency Advisory Panel on Human Ethics, contracts and grants;

· Coordinate site visits, workshops, monitoring exercises, etc.;

· Respond to requests from the public as they relate to research.

Internal:
· Financial Services (Research Accountants, Purchasing, Budget Manager, Finance Manager)

· Human Resources (Payroll, Benefits Coordinator, Human Rights Officer, Health and Safety Officer)

· Office of the Associate Dean of Science (Biosafety Officer, Radiation Safety Officer, Animal Care Committee)

· Dean of Art’s and Science (Admin Assistant to the Dean, Administrative Assistant, Dean)

· Graduate Studies (Dean of Graduate Studies, Graduate Studies Officer, Scholarships and Liaison Officer)

· Trent International Program (Director)

· Academic Department Chairs

· Directors, Research Centres and Institutes (Directors and Administrative Officers)

· Office of Risk Management (Director, Administrative Officers)

· President’s Office (President, Assistant to the President)

· University Secretariat ( University Secretary)

· Advancement Office 

· Office of the Institutional Analyst

· Graduate Students Association (Committee Representatives) 
· Trent Legal
· Information Technology
· Research Policy Committee

· Natural Sciences Research Committee

· Social Sciences Research Committee

· Research Ethics Board

· Research Policy Committee

· Animal Care Committee

· Biosafety Committee

· Distinguished Research Award Committee

· Faculty, Research Assistants, Postdoctoral Fellows and Visiting Scholars

· Communications

External:

· Federal Tri-Council Granting Agencies (Social Science and Humanities Research Council, Natural Science and Engineering Research Council, Canadian Institutes for Health Research)
· Canada Research Chairs Secretariat
· Canadian International Development Agency
· Federal Ministries (Health Canada, Environment Canada, Human Resources Development Canada, Industry Canada, Department of Indian and Northern Affairs, etc.)
· Indirect Costs Program Secretariat
· Provincial Ministries ( Ministry of Research and Innovation, Ontario Ministry of Agriculture and Food, Ministry of Natural Resources, Ministry of Education, etc.)
· Audit and Contracting Canada
· International Granting Agencies (National Research Council (U.S.), Environmental Protection Agency (Ireland), Smithsonian Institute, Fulbright Program, etc.)
· National Centres of Excellence ( Auto21, Canadian Water Network, Sustainable Forest Management Network, ArcticNet)
· Ontario  Centers of Excellence
· Revenue Canada
· Immigration Canada
· Royal Society of Canada
· Canadian and International Universities and Colleges (Research Offices, Financial Offices, Dean’s Offices, Contracting Offices)
· Canadian and International Private Sector Partners (Proctor and Gamble, Astra Zeneca, Unilever, etc.)
· Granting Foundations (both Canadian and International)
· Canada Council of the Arts
· Regulatory Bodies both Canadian and International  ( Central Contractors Registry, Interagency Advisory  Panel on Human Ethics,  Canadian Council on Animal Care, National Council on Ethics involving Human Research)
· Canadian Association of University Research Administrators
· Canadian Association of University Business Officers
· Greater Peterborough Innovation Cluster
· McColl Turner (Auditors)
· External Media
Motor/ Sensory Skills

· Dexterity - Job duties require keyboarding throughout the day: dexterity requires a high level of precision, with minimal tolerance for error. There is a requirement for speed and accuracy. Time is allowable for spell checking but the completion of mathematical tables within budget modules does call for accuracy when reporting. Attention to detail is essential as there is a high degree of risk associated with error. 

· Institutional Administrator for Federal Granting Agency Online Modules (NSERC, SSHRC, Canada Research Chairs, CIDA, Central Contract Registry (U.S.), National Science Foundation (U.S.).  Must be able to accurately manipulate the sites, input the required data and submit grant requests by advertised deadlines.

· Entering project data in eRSO for accurate project management, facilitation and reporting.

· Development of budgets on computer and within online granting modules as part of contract or award negotiation, submission, and finalization.
Developing web pages, forms (form fillable), etc. for the Research website.

· Accurate and timely completion of reporting templates and reconciliations of active awards (all online modules).

· Hearing/Listening - When communicating with people to ensure that the information is communicated and received accurately

· Visual - Analysis of financial reports, reviewing contracts, reading queries or memos, verifying numbers

Effort

Mental:
· Sustained Attention - The job requires significant mental demands such as visual attention and sustained concentration and concentration for hours at a time on a weekly basis. Continual manipulation and verification of data for accuracy and completeness is required in financial reports, grant agreements, contracts, confidentiality agreements, and programming the eRSO.  The office is a deadline driven office serving the needs of multiple stakeholders, often with competing deadlines. Interruptions are frequent.  The total effort is demanding and does lead to fatigue.

· Listening - In communications with faculty and staff in busy office conditions

· Focus - Must be able to shift priorities and mental focus between several tasks at one time in order to ensure work flow



· Examples: 

· Drafting contracts and agreements including budget development, articulation of  project deliverables, reporting requirements, risk and liabilities, intellectual property, etc.

· Development and drafting of policy as it relates to research. i.e. Research Ethics Protocol, Travel Policy, Research Personnel, etc.

· Analyze, and evaluate awards for compliance with funding agencies and university policies and procedures

· Monitor and provide project management for approx. 600 ongoing funded projects of research (180 different funders, variable fiscal years, specific reporting requirements)

· Monitor research accounts (approx. 1000, $14 million in 2009) and provide fiscal oversight 

· Prepare award announcements (calls for proposals) and develop an internal adjudication process in the event of an institutional quota 

· Diversity of research and competing deadlines. Multiple and differing needs.  (Help me find a source of funding, how do I report on my SSHRC grant, Can you help me with the authorization for my research assistant with IT, Am I due to apply for an Discovery Grant this fall, Please review and execute and return my contract, Set up a new account in eRSO and authorize research accounting to make the award go live, revisit the status of the CCAC response to the site visit, Set up administrator status for the new CIHR online system and coordinate training for Monday, Check in on Suresh’s IRC, Process a invoice for a new project, deposit a cheque for $100k for a project without an agreement, etc.)

Physical:
· Fatigue - Extended periods of keyboarding during peek reporting and granting cycles.  During these periods, grant approvals can progress beyond the standard working day.  (example…staying up till midnight to provide the online administrative approval for NSERC grants)

Working Conditions
Psychological:
· Complaints, public criticism - Faculty who do not appreciate administrative oversight of their research projects

· Changing deadlines, time pressures - New calls for proposals or changes in nomination cycles and award cycles

· Dealing with frustrated, angry or confrontational people - Unsuccessful applicants for internal competitions or quota adjudicated competitions

· Interruptions - Serve a large stakeholder group both external and internal.  Accountability is significant

· Lack of control over pace of work - New calls for proposals, research walks in with a prospective private/public sector partner, audits, both monitoring of practices, procedures and policies to financial

· Multiple competing demands - Ongoing daily analysis and scrutiny coupled with new initiatives, reporting, facilitation

· Conflicting work priorities - Pulled of task for higher priority For example, a request from the President’s office or for information for the Board of Governors

· Multitasking - Must be able to do or be aware of several situations, problems, projects at the same time
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