Critical Elements for Draft Grants Specialist (Grade 11) - 1101
A. Manages a complex portfolio encompassing all grant mechanisms (define portfolio for GS level) in an effective manner, as routinely demonstrated by all of the following: 

· Makes requests for additional information from grantees and program staff within timeframes that ensure awards process delays will not be incurred. 
· Forwards grants for signature in a time frame that provides adequate time for review and sign off.
· Grants issued on or before earliest possible start date (noncompeting award) or earliest possible start date (competing awards), as appropriate; otherwise, the specialist regularly apprises supervisor of issues/problems that will cause the grant award to be late or delayed.  
· Recognizes work overloads of other specialists, volunteering or being willing to help
· When signing awards, releases awards in a timely fashion.

B. Effective management of grants awards review and post-award processes, as demonstrated by each of the following:
· Typically award actions incorporate recommendations of the IRG, the IC Advisory Council, program staff, and other relevant materials, and are consistent with funds availability, legislative authority, and applicable federal, DHHS and NIH, and IC regulations and policies.  

· Actions generally reflect solid and current knowledge of IC procedures, procedures, and approaches to grants management work including familiarity the NIH Grants Policy Statement, relevant RFA/PA announcements, cost principles, policy manual chapter revisions, grants administration manual, and Office of Extramural Research guidance and information from seminars, workshops, and training.  
· Decisions reflect ability to independently reach sound conclusions on complex issues.  Recommendations are typically accepted by grants management supervisor and program staff. 
· Awards prepared for release are accurate, the budget is correct, appropriate terms are applied to the NGA, and the official grant file is clearly documented, with any exceptions/justification noted in the file.  File returns are rare. 
· Actions typically exhibit technical competence in use of equipment and electronic applications, including IMPAC, Payment Management System, and grant spreadsheets.  
· Participates in one or more continuing education opportunities.  Examples include GMAC Seminars; STEP seminars, courses offered by the NIH, HHS and other relevant sources; or relevant college coursework
· When signing awards, released awards reflect a thoughtful, thorough, and accurate review. 

C. Serves as a resource and advises IC staff, NIH staff, applicants, and grantees concerning grant matters; about grants management dimensions of proposed initiatives, policies and procedures; and about federal, DHHS, and NIH grants management regulations, policies, and procedures, as well as IC policies and procedures. Routinely performs the following:

· Responds to inquiries in a timely manner, with courtesy and discretion.  Responses are typically clear, complete, and reflect a solid knowledge of the applicable aspects of grants administration.  Phone/email inquiries are acknowledged within 24 hours or out-of-office message is in place.  Post award actions are handled within 30 days or grantee is notified of specific delay.
· Decisions reflect independently reaching sound conclusions on complex issues.  Recommendations are typically accepted by grants management supervisor and program staff. 
· Interactions with team members, Institute staff, NIH staff, and the grantee community are generally effective, eliciting cooperation and support.  Often functions well within the concept of a team, not just as an independent individual. Examples: 1) reliability and timeliness in office attendance and attendance in meetings; 2) recognizing work overloads of others and volunteering to help; 3) willingness to help train others; or, 4) willingness to mentor new employees in Grants Management 

· Participates on occasion in activities that benefit the IC, NIH, and/or the extramural grantee community.   Shows initiative by occasionally volunteering for these activities.  Examples: 1) serves on a Vision subcommittee or working group; 2) contributes to the revision of a NIH Manual chapter or other policy document; 3) presents or prepares briefing materials for a training seminar for IC staff on a particular policy; 4) serves as a subject matter expert; 5) assists another IC with policy & procedures--sharing IC policy; or 6) prepares a presentation for a Program Director’s meeting or meeting of research administrators.

