
Pre-Award Administrator

Job Code
1472

FLSA Status
Exempt

Job Family
Professional 1

Summary

The Pre-Award Administrator is responsible for administrative duties related to proposal development 
and applications to restricted external funding opportunities. Collaborates with the Director Office of 
Sponsored Projects (OSP), project staff, principal investigators, financial staff, grant writers, and other 
internal and external stakeholders in order to assist internal customers with proposal development. 
Communicates with internal customers in order to determine external funding needs, identifies 
appropriate opportunities to fulfill this need, and ensures the organization’s eligibility prior to 
Parkview’s commitment to the pursuit.  Serves internal customers by creating timelines and outlines for 
proposal completion, defines responsibilities regarding proposal components, prepares a variety of 
supplementary forms required by sponsors, assists with budget development, ensures that proper 
approvals are obtained prior to proposal submission, and submits proposals to sponsors in accordance 
with sponsor guidelines and deadlines. In an effort to minimize institutional risk, the Pre-Award 
Administrator also proactively identifies compliance issues and assures adherence to OSP policies and 
procedures throughout the Pre-Award process. 

Education

Bachelor’s degree required in Business Administration, Finance, Health Care, Writing Concentration, or 
other associated area.

Licensure/Certification

Addendums are required for 0153 Nurse Leader, 0249 Registry RN, 0252 Registered Nurse, 0235 
Advanced Registered Nurse, and 0236 Expert Registered Nurse. To view addendums, go to the job 
description page on Parkview’s intranet.

Experience

5+ years of progressive experience in writing is required. Experience with Microsoft Office products is 



required.  Experience with proposal development, budgeting, and grants management 
are preferred. Experience with PeopleSoft is highly valued.

Other Qualifications

Demonstrated skill to work well with a diverse group of stakeholders. Must be detail-oriented and able 
to multi-task. Must have excellent project management and organizational skills. Must have an 
understanding of the grant life cycle and associated terms and conditions used with the application and 
acceptance of extramural awards. Must have exceptional verbal and written communication skills 
including the ability to present information effectively to teammates, stakeholders, and Parkview 
Health leadership. Must be proficient in Microsoft Office suite and capable of independently learning 
how to use other software as needed.

Key Outcomes

Key 
Outcomes

Percentag
e

Growth Partners with key stakeholders throughout Parkview to successfully 
bring extramural funding to an existing portfolio of sponsored projects.

25%

Resources Utilizes existing resources to achieve best practices in the pursuit of 
restricted external funding. Identifies needed resources for the continued 
growth of the sponsored projects portfolio.

25%

Safety and 
Quality

Acts as the primary administrative control for adhering to sponsor provided 
proposal guidelines and proactively identifies compliance issues throughout 
the pre-award process.

25%

Service 
Excellence

Identifies and partners with key stakeholders throughout Parkview to 
educate and understand the needs of Parkview researchers and limitations 
of extramural granting agencies. Reduces administrative burden related to 
the proposal development process through specialized knowledge that is 
supported by professional development.

25%

Other

Other outcomes/duties as assigned.

Evidence of Competency

Competency Percentag
e

Action-Oriented/Bias for Action - Appropriately prioritizes tasks to ensure completion 
within required timeframe. Demonstrates ability to recognize customer needs to move 
forward based upon previous experience and knowledge of customer preferences.

50%

Analytical Thinking - The ability to systematically gather information from a variety of 50%



sources, analyze the information, identify implications of data, draw appropriate 
conclusions, generate viable, alternative solutions to a question or problem, and evaluate 
the consequences of choosing each alternative.

Americans with Disabilities Act (ADA) Compliance Legend
Frequencies based on DOT (Dictionary of Occupational Titles) standard frequencies

Never: 0% of the day, 0 per day, 0 min.
Occasional: 1-33% of day, 1-66 per day, 1 per 15 min.
Frequent: 34-66% of day, 67-200 per day, 1 per 5 min.
Constant: 67-100% of day, 200 plus per day, 1 per 30 sec.

Activity

Activity Frequency
Standing Frequent
Sitting Frequent
Walking Frequent
Bending - Forward Occasional
Bending - Sideways Occasional
Climbing Occasional
Grasping Frequent
Pushing (Carts, wheelchairs, etc) Occasional
Pulling (Carts, wheelchairs, etc) Occasional
Twisting at waist Occasional
Work above shoulders Occasional
Repetitive arm movement Frequent
Reaching - Overhead Occasional
Reaching - Forward Occasional
Reaching - Side Occasional
Reaching - Rear Occasional
Squatting Occasional
Kneeling Occasional
Crawling Occasional
Wrist & Forearm - Pronation/Supination Frequent
Nondependent patient transfers Never
Dependent patient transfers Never
May drive between worksites Occasional

Visual Activity



Activity Frequency
Close Visual Acuity Constant
Preparing data & figures Frequent
Transcribing Never
Viewing computer terminal Constant
Extensive reading Frequent
Visual inspection involving small equipment Never
Operation of machines/equipment Never
Using measurement devices Never

Lifting & Carrying Required

Weight Range Frequency
Under 10 lbs Frequent
10-19 lbs Occasional
20-29 lbs Occasional
30-39 lbs Occasional
40-50 lbs Never
51-100 lbs Never

Occupational Safety & Health Act (OSHA) Compliance

Occupational Exposure means reasonably anticipated skin, eye, mucous membrane or parenteral 
contact with blood, semen, vaginal secretions, cerebrospinal fluid, synovial fluid, pleural fluid, pericardial 
fluid, amniotic fluid, saliva in dental procedures, any body fluid that is visably contaminated with blood, 
and all body fluids in situations where it is difficult or impossible to differentiate between body fluids. 
Any unfixed tissue or organ from a human; and HIV-containing cell or tissue cultures, organ cultures, and 
HIV or HBV-containing culture medium or other tissues from experimental animals with HIV, or HBV. 
NOTE: Exposure determination shall be made without regard to the use of personal protective 
equipment.

Occupational Exposure Determination

No employees

Link to learn more about or to apply for this position: 

     https://www.parkview.com/careers/careers 

Hourly pay range for this position: 

     $26.41/hr - $39.62/hr




