University of Maine
Job Description

Title: 

Assistant Director of Research

Department: 
Maine Sea Grant Program
Date: 

May 2021
Reports To: 
Director, Maine Sea Grant Program 
Purpose: The Assistant Director of Research will administer Maine Sea Grant’s research program in collaboration with the Maine Sea Grant Director, Associate Director, Communications Director, Fiscal Officer, and other Sea Grant staff and Marine Extension Team members. The individual will coordinate several annual Requests for Proposal (RFP) processes, including pre-award support for investigators and proposal peer review, as well as coordinate post-award communication and engagement with research teams, track and report on the outcomes of all research investments, engage appropriate audiences in contributing expertise to research priorities and projects, and communicate scientific information about Sea Grant-supported research to a variety of audiences. The individual will assist the Director in developing Sea Grant research partnerships and obtaining external funds to advance the program’s research-related activities. The Assistant Director of Research also serves as a liaison to other research institutions and individual investigators throughout Maine and beyond, and as Maine Sea Grant’s representative to the National Sea Grant Research Coordinators’ Network. This position will have no direct supervisory role but will participate as a member of the Sea Grant Management Team along with the other administrative staff members, and oversee student activities.
Essential Duties & Responsibilities: 

· Research Program Administration: 
· Oversee all elements of annual research competitions for funds from the Maine Sea Grant Program, including the biennial request for research proposals and project-specific request for proposals that might arise, and the National Sea Grant Office, including National Strategic Initiatives.  This includes pre-award support for investigators, proposal peer review, and post-award support and communication with investigators and students.  
· Serve as the National Environmental Policy Act (NEPA) compliance point of contact for Maine Sea Grant.  The Assistant Director will work with the National Sea Grant Office Environmental Compliance Team throughout the environmental review process.  This role will have the following responsibilities:

· Review all abbreviated environmental compliance questionnaires prepared by the Sea Grant program prior to submission to the NSGO to ensure the questionnaires have been properly completed by the appropriate PIs, and also include necessary supplemental documentation, including permits. 

· Train programs’ PIs on the proper methodology for filling out NEPA questionnaires.

· Participate in at least one virtual webinar a year to make sure they understand the role and responsibility of each Sea Grant program as it relates to environmental compliance review.  

· Assist the NSGO Environmental Compliance Team in resolving questions or concerns that may arise during the environmental review process of individual projects. 
· Research Project Reporting and Evaluation: 
· Coordinate the collection of progress reports, outcomes, and impacts of all research investments and related publications from research principal investigators and Sea Grant-supported students, through direct communication, field visits, and online research program management software. 
· Compile reporting data and evaluate research program impacts for annual reporting to sponsors.
· Research Event Coordination: 
· Coordinate biennial Maine Sea Grant Research Symposium and other research-related events and workshops.
· Be responsive to Maine Sea Grant research facilitation needs on an ad-hoc basis. Work may consist of drafting meeting agendas and planning activities that promote discussion and collaboration.  This may involve working in coordination with the marine extension team and closely with various researchers, stakeholders, and agencies.

· Science Communication: 
· Work with Sea Grant administrative, extension, and communications staff to prepare scientific information for outreach materials, presentations, and other media to communicate the outcomes of Sea Grant-supported research through formal and informal outreach and education programming.
· Co-supervise and collaborate with student and temporary professionals working on science communication products including blog posts on research, and synthesis materials that summarize research results.

· Research Network and Advisory Roles: 
· Serve as a conduit for communicating marine and coastal research priorities with the statewide research community and helping to engage coastal constituents in collaborative research activities
· Serve as the research liaison to the Sea Grant Policy Advisory Committee, UMaine Departments, other research institutions in Maine and the Northeast, and Sea Grant funded researchers 
· Serve as an active member of the National Sea Grant Research Coordinators’ Network 
· Research Program and Partnership Development: 
· Work with the Sea Grant Director to identify opportunities for new reseach partnerships, collaborations, and funding sources to advance Sea Grant’s mission and serve the needs of Maine’s coastal communities. 

· Identify calls for proposals within Maine Sea Grant’s strategic priorities and coordinate staff and researcher response to those calls.
· Sea Grant Administrative Management: 
· Participate as part of the management team, and support for the day-to-day function of the program 
· Plan and contribute to activities such as staff professional development, strategic planning, external program evaluations
· Provide research expertise to new areas of programming or collaborations.

· Student Support and Workforce Development: 
· Assists with all aspects of Sea Grant-supported fellowship, internship, and scholarship programs, including coordination and review of student scholarship and fellowship application submissions, award nominations, student training, and reporting on these activities. 
· Assist with advertising and evaluating students applying to various programs associated under Sea Grant and supervise selected students. 

· Perform other reasonably related duties as assigned. 

Knowledge & Skill Qualifications: 
Required: 

· Typically has attained the education associated with a PhD degree in marine or environmental science or other related course of study. 

· Demonstrated excellent oral and written communication skills. 

· Demonstrated strong organizational skills and data management skills. 

· Ability to work both collaboratively and autonomously. 
Preferred: 

· At least five years of relevant professional experience in fields related to marine or environmental science. 

· Experience administering competitive research competitions, facilitating technical review panels, and setting up and managing online data management systems. 
· Experience working with colleagues from a variety of professional backgrounds and areas of content expertise, including academic research institutions, marine and coastal industry, state and local government institutions, and community organizations.
Supervisory Responsibility: The Assistant Director of Research may occasionally provide guidance for student interns or professionals.  
Work Environment: This position will be based at the University of Maine in Orono, Maine. Normal University of Maine business hours are Monday through Friday 8:00 am to 4:30 pm. However, work outside regular business hours including weekends is typically necessary in order to complete the requirements of the position. Travel throughout the state and the nation is necessary.

Work Year: The position duties will be performed over a 12-month work year, with a work schedule of 30 hours/week. 
Work Schedule: Normal University of Maine business hours are Monday through Friday 8:00 a.m. to 4:30 p.m.  Due to the part-time nature of the position, and the fact that work beyond regular hours (to occasionally include evenings and weekends) will be necessary to meet the requirements of the position, the employee shall establish regular office hours in consultation with the Director, and adjust the work schedule as appropriate.

Work Location: This position is based at the Maine Sea Grant Program Office on the University of Maine Campus in Orono.

Position Type: Soft-money, externally funded position.  

Schedule for Evaluation: The Maine Sea Grant director will conduct performance evaluations annually. 
Job Family/Salary Grade: 11/05. 
The finalist for this position must have a valid driver’s license, and have a positive credit and State Bureau of Identification background check.

The University of Maine is an EEO/AA Employer. All qualified applicants will receive consideration for employment without regard to race, color, religion, sex, national origin, sexual orientation, age, disability, protected veteran status, or any other characteristic protected by law.
