Grant Manager Competency Checklist
	
	To meet the competency standard, the employee must demonstrate proficiency in performing the technical procedures listed below. 

Methods Used to Evaluate Competency: 

A. Demonstration 

B. Direct Observation

C. Review of work

G. Other                                                                      

	
	Employee Name: 

	
	Job Title: 

	
	Evaluator Name and Initials: 

	
	Evaluator Job Title: 

	Grant Management tasks
	Months completed in
	Date 
	Method Used
	Evaluator’s Initials
	Comments 

	Access SAP/Lawson and understand how to track commitments, determine balances, and report information to faculty using the DOM standard shadow budgets
	First 3 months

	
	
	
	

	Manage salary distributions as well as process cost transfers (SARFs, JE) through the appropriate institution.
	3-6 months
	
	
	
	

	Demonstrate understanding on how to submit a grant through the appropriate institution
	First 3 months
	
	
	
	

	Demonstrate understanding on how to set-up, track, and manage subcontract invoices
	First 3 months
	
	
	
	

	Understand the process to hire post-docs, fellows, research personnel, as well as how to process terminations.  
	3-6 months
	
	
	
	

	Understand how to manage students through the Student employment system.
	First 3 months
	
	
	
	

	Understanding of how Visa’s are processed through ISSO
	3-6 months
	
	
	
	

	Understand the BU effort reporting process and how PARs are certified 
	3-6 months
	
	
	
	

	Demonstrate an understanding of the org structure of each institution (i.e. OSP/PAFO contacts, HR contacts, LASC, IRB, etc.)
	3-6 months
	
	
	
	

	
	Additional Competencies per Section’s Needs: 

	Grant Management tasks
	Months completed in
	Date
	Method Used
	Evaluator’s Initials
	Comments

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


_______________________________________________________________________
Employ Signature 






Date

________________________________________________________________________

Evaluator Signature 






Date

Evaluator’s initials signify competency was achieved 








