Research Program Coordinator
National Center for the Design of Biomimetic Nanoconductors
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 Research Program Coordinator for the NIH Roadmap National Center for the Design of Biomimetic Nanoconductors. The Research Program Coordinator will provide program management and closeout for this interdisciplinary research program that is supported by a National Institutes of Health award. 

Specific duties and responsibilities include:  
· Coordinate live, teleconference, and videoconference meetings across a wide geographical area both nationally and internationally 

· Coordinate technical reports, manuscripts, and other documents as the collaborating researchers produce results related to the project 

· Develop guidelines and means of communication to disseminate information across a wide array of audiences and research groups 

· Develop an external relations outreach plan for the media and general public 

· Develop and maintain a website for the Nanomedicine Development Center 

· Initiate and maintain online records related to budgetary and grant-related information 

· Coordinate the preparation and submission of grant proposals for projects to expand the scope of the Center, and provide adequate follow-up with internal and external business offices 

· Coordinate correspondence with job applicants as vacancies become available within the research team and as collaborating projects evolve 

· Conduct research and initiate complex web searches for ground-breaking information related to the multidisciplinary endeavors of this project 

· Initiate and develop documents related to intellectual property, working in compliance with the University and NIH guidelines 

· Supervise undergraduate and graduate employees as appropriate 

· Other administrative tasks as directed by the principal investigator 

Minimum Qualifications: Candidates must have a Bachelor’s degree from an accredited institution of higher education, demonstrated experience in communications, program/project coordination, or related field, demonstrated knowledge and hands-on experience with basic website creation and maintenance and strong familiarity with internet search techniques, excellent written and verbal skills, and the ability to exercise independent judgment and creativity.
Preferred Qualifications: Ideal candidates will possess knowledge and experience working in a multidisciplinary research environment and possess a familiarity of policies, processes, and procedures of granting agencies and the University.  
The Research Program Coordinator position is a 50%-time, nine-month, regular academic professional position. In order to ensure full consideration, applications must be received by 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.

