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University of Texas at El Paso 
Job Description 

 
Job Code: 9816  
Job Title:  Research Administrator 
Department:  Office of Research and Sponsored Projects 
Reports To:  Director 
FLSA:    Exempt 
Prepared by:  Human Resource Services            
 
Creation/Revision: December 16, 2010 
 
Summary:  Under limited supervision and with considerable latitude for the use of initiative and independent judgment, provides 
support to faculty and staff and facilitates application process throughout proposal development, review and submission. Reviews, 
negotiates, and obtains institutional approvals for the structure, terms and conditions of sponsored project contracts and cooperative 
agreements. Responsible for establishment of accounts and oversight and administration of sponsored project contracts and grants to 
insure compliance with applicable laws, policies, and procedures. Assists and trains Principal Investigators (PI’s) in managing 
sponsored project accounts. 
 
Note:  The primary accountabilities below are intended to describe the general content of and requirements of this position and are not 
intended to be an exhaustive statement of duties.  Incumbents may perform all or some of the primary accountabilities listed below.  
Specific tasks or responsibilities will be documented in the incumbents’ performance objectives as outlined by the incumbents’ 
immediate supervisor or manager.  This position is security-sensitive and subject to Texas Education Code §51.215, which authorizes 
the employer to obtain criminal history record information. Must possess a valid driver’s license issued by the State where the applicant 
resides and must be insurable as defined in the UT System BPM 16-05-02, as applicable to the performance of essential duties and 
responsibilities of the position. 
 
Statement of Duties and Responsibilities:  
 
Analyzes workload, determines work priority, assigns duties, and participates in professional duties of the Office of Sponsored 
Programs.  
 
Maintains current knowledge of private, state, federal, Regents, University and UT policies, regulations and guidelines in sponsored 
research, pre and post award.  
 
Furnishes advice and guidance to PIs regarding complex and large grant applications, deadlines, and format for proposal budget 
justification. 
 
Reviews Request for Proposals, Request for Quotations, or Request for Applications in order to determine programmatic, financial, and 
contractual elements. 
 
Assists PIs with completing grant and contract proposals; prepares proposal budgets, reviews completed applications, transmittals, 
proposals, and contracts for accuracy and compliance with University and Sponsor requirements.  
 
Provides technical assistance to faculty and staff in the preparation and submission of electronic proposals. 
 
Audits preliminary budgets and makes recommendations to include in grant application, ensures compliance with CAS standards of 
proposal budget costs, ensures application of current F&A (indirect) rate or F&A rate prescribed by sponsor. 
 
Prepares all cost-sharing proposals, and verifies eligibility in accordance with sponsor requirements; ensures department, college, or 
center approval before submission. 
 
Prepares Notice of Award which establishes account and sub account funding after reconciling proposed budget to that of the award 
document; reviews award terms and negotiates revised budget and scope of work with sponsor if necessary. 
 
Negotiates the terms and conditions of complex contracts with potential sponsors; interprets the content and negotiates the 
acceptability of terms and conditions of awards in accordance with University, Regents and UT policies. 
 
Generates and negotiates sub-recipient contracts under prime awards, reviews contracts for sponsor and University requirements, 
obtains institutional approvals. 
 
Follows up on pending agreements and awards that have not been fully executed by the sponsor or sub-recipient. 
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Establishes fiscal monitoring controls and troubleshoots problems on accounts, acts as University representative on behalf of faculty 
and staff to external funding agencies, in both pre and post award.  
 
Monitors and approves budget transfers, expenditures for personnel, travel, equipment, stipends, tuition & fees, and consultants on 
sponsored projects; ensures expenditures are in compliance with sponsor and University requirements. Responsible for the overall 
post-award compliance of accounts throughout the budget/project period, maintains complete and accurate files on all awards.  
 
Oversees the close-out process of awards ensuring that each expired account is closed out properly and all reports are submitted 
timely, correctly, and in accordance with sponsor requirements.  
 
Provides information to PIs in completing their time and effort reports, review salary sources and appointment changes.  
 
Prepares activity information and data for inclusion in the monthly activity report for review by management.  
 
Provides direct one-on-one training to PI’s regarding the financial administration of sponsored programs.  
 
Assists in the development or revision of policies and procedures regarding pre and post-award research administration.  
 
Adheres to internal controls established for department.  
 
Knowledge of all Microsoft Office software and able to learn and use institutional software systems. 
 
Complies with all State and University policies. 
 
Other duties may be assigned. 
 
Supervisory Responsibilities: No supervisory responsibilities. 
 
Qualifications: To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The 
requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made 
to enable individuals with disabilities to perform the essential functions. 
 
 Minimum Education required: Bachelor’s degree from four year college or university within area of assigned   

   responsibility. 
 
 Minimum Experience required: Two years related experience to the statement of duties and responsibilities; or equivalent 

combination of education and experience. 
  
 
Physical Demands: The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions. 
 
While performing the duties of this job, the employee is frequently required to sit; use hands to feel; reach with hands and arms; and 
talk or hear. The employee is occasionally required to stand; walk; and stoop, kneel, crouch, or crawl. The employee must occasionally 
lift and move up to 10 pounds. 
 
Work Environment: The work environment characteristics described here are representative of those an employee encounters while 
performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to 
perform the essential functions. 
 
The noise level for the work environment is usually moderate. 
 
 


