
Institution Name Whitehead Institute for Biomedical Research 

Job Title Senior Grants Officer 

Job Description 

Position Overview 
Reporting to the Associate Director of the Office of Sponsored Programs (OSP), the Senio r 
Grants Office r manages g rants fo r both pre -award and post-award services, including, but 
not limited to revie w a nd in stitutional sign-off on all p roposals and  gra nt relat ed 
correspondence. Provide s support and p rofessional a dvice on d ay-to-day g rants 
management. Serves a s l ead contact for a ssisting with pre- a nd po st-award activities for 
Institute research grants with emphasis on non-financial aspects of the grants. Specializes in 
the reg ulatory requi rements of fundi ng age ncies, contract a dministration, transfe rs and 
changes, intera ctions wit h other insti tutions, and  other relat ed matters. Has pri mary 
responsibility for promoting the awareness of funding opportunities among Institute staff and 
for maintaini ng cu rrency with elect ronic re search a dministration needs a nd spe arheading 
Institute resp onses. Communicates In stitute pol icies a nd proce dures to research suppo rt 
staff and principal investigators. 
Characteristic Duties  
• Serves a s a resource to faculty and staff for pote ntial funding opportunities, questions on 
Whitehead policies related to grants policies, procedures, and administration;  
• Provides assistance to Whitehead scientists and laboratory administrators in a ll aspects of 
proposal preparation;  
• Officially signs a nd el ectronically submits grant and fello wship appli cations to extern al 
sponsors on behalf of the Institute; 
• Serves as liaison with external funding agency staff on grant-rel ated administrative issues 
throughout the propos al submission and award ac ceptance processes. Reviews terms and 
conditions of  awa rds for acceptability and compliance with ap plicable in stitutional p olicies 
and guidelines; negotiates terms with sponsors as needed; 
• Prepares a ward set-up  che cklists for data entry of award inf ormation into  La wson and 
COEUS; 
• Organizes and leads workshops and small group sessions to train laboratory staff in various 
aspects o f research ad ministration. Pr esents information and leads di scussions at monthly  
laboratory administrator meetings; 
• Particip ates in n ew employee trai ning initia tives f or la boratory admini strators and juni or 
faculty; 
• Fost ers clo se w orking r elationships wit h l aboratory administ rators an d person nel fro m 
central administrative offices; 
• Develops and implements written policies and procedures pertaining to the preparation and 
submission of proposals to external sponsors; 
• Oversees and manages the day-to-da y and long-te rm strategic directions of the Office of 
Sponsored Programs’ COEUS database,  
• Works with IT techni cal staff to impleme nt bug fixes, sy stem en hancements, an d 
modifications. Identifies and resolves technical and functional problems;  
• Administers the Directo r’s Fellowship Allowance program in conjunction with the Director’s 
Office staff ; 
• Actively participate s in l ocal a nd nati onal professional organi zations a nd u ser groups to 
keep abreast of new functional developments and technology; 
• Performs other duties as required.  

Qualifications 

Knowledge, Skills and Abilities  
• Skilled with desktop computers and word-processing and spreadsheet applications;  
• Knowled ge of datab ases related  to rese arch, electroni c resea rch administration 
procedures, and web page design is preferred; 
• Excellent verbal  and wri tten communication skills including stand-up training development 
and presentation skills; 
• Strong organizational skills, especially as related to collecting and communicating complex 
information; 
• Ability to work independently with minimal supervision; 
• Strong knowledge of COEUS or similar databases. 
Qualifications  
A Bachelors Degree in a related field plus a minimum of five years of experience with federal 



grant policies and procedu res. Working knowledge of the federal regulatory environment, or 
an equivalent combination of education and experience. 

Salary Range (Optional)  

Closing Date 2-17-2012 

Contact Name Rodney Byrd 

Email address of contact resumes@wi.mit.edu 

Phone number of contact 617-258-5000 

Website for applications 
to be submitted https://nematode.wi.mit.edu/careers/ 

Other relevant information 
(Optional) Please submit a cover letter along with your resume. 
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