Program Coordinator - IGERT

Neuro-Engineering Integrative Graduate Education and Research
Beckman Institute for Advanced Science and Technology

University of Illinois at Urbana-Champaign

The Beckman Institute for Advanced Science and Technology at the University of Illinois at Urbana-Champaign is seeking applicants for a Program Coordinator for the Neuro-Engineering Integrative Graduate Education and Research (IGERT) program. The Program Coordinator will provide program management for this new interdisciplinary Neuro-Engineering graduate fellowship and certificate program, a six-year education and research program supported by a National Science Foundation IGERT award. Specific duties and responsibilities include:
· Organize and arrange seminars, meetings, and IGERT program events 

· Work with participating graduate students to coordinate their participation in the various IGERT program activities 

· Monitor the program, collect necessary data, and prepare reports as needed 

· Coordinate and support the participation of faculty and evaluators in the IGERT program, and coordinate with other relevant campus programs (e.g., Neuroscience) 

· Develop, update, and maintain program brochures, website, and other avenues for program information and publicity 

· Aid in recruitment of new students and establishing relationships with other institutions for recruitment purposes 

· Interest or experience in recruitment from under-represented groups in science/engineering desirable 

· Occasional travel for recruiting or program promotion purposes may be required 

· Other administrative tasks as directed by the principal investigators  

Minimum Qualifications: Candidates must have a Bachelor's degree from an accredited institution of higher education. 
Preferred Qualifications: The ideal candidate will have demonstrated experience in program/project coordination, graduate education experience or additional background in higher education, knowledge and experience working in an interdisciplinary research environment, excellent written and verbal communication skills, and familiarity with the policies, processes, and procedures of granting agencies and the University. 
The Program Coordinator position is a 50%-time regular academic professional position with the potential to become a full-time position in the future. For full consideration, applications must be received on or before Monday, December 7, 2009. Applicants may be interviewed prior to the closing date; however, no hiring decision will be made until after that date. The expected start date is as soon as possible after the closing date. Please create your candidate profile at https://jobs.illinois.edu and upload your cover letter, resume, and the names, addresses, e-mail addresses, and phone numbers for three professional references on or before December 7, 2009. All requested information must be entered for your application to be considered. For further information, please contact Beckman Institute Human Resources at hr@beckman.illinois.edu
The University of Illinois is an Equal Opportunity/Affirmative Action Employer. The administration, faculty, and staff embrace diversity and are committed to attracting qualified candidates who also embrace and value diversity and inclusivity.

