
 

Manager 

Research Management Centre 

Full-Time 

 

Perdana University in Selangor, Malaysia, seeks to fill a full-time staff as Manager of 

the Research Management Center (RMC). This position will be part of the Perdana University Center for Research Excellence (PU-CRE).  

RMC provides administrative support for research faculties and ensures that the policies and procedures involving the conduct of research are 

equitably applied and monitored across the university. 

 

The successful applicant must possess at least an M.S. degree in research field or a B.S. degree with at least 5 years of experience in research 

management. Applicants with prior experience in university research administrations will be given priority. The candidate will provide 

financial and grant management expertise, and administrative support for the PU-CRE and PU Institutional Review Board (PU-IRB), under 

the direction of the Deputy Director of PU-CRE and PU-IRB Chair, respectively. The candidate will be responsible for overseeing the day-to-

day operations of the RMC, and manage 1-2 administrative support staffs. PU-RMC will work closely with research faculties and staffs of 

the University and with local and international research collaborators. Candidates should be fluent in written and spoken English. 

 

Specific Duties: 

1. Manage, coordinate, monitor, and evaluate multiple research and educational grants, subcontracts, service agreements, 

and collaborative research agreements (both local and international). 

2. Assist research faculty with project budget development, financial management and compliance, and reporting research 

progress to sponsors. 

3. Responsible for pre-award management, including assistance with grant proposal preparation and review of application 

requirements. 

4. Responsible for post-award management, including budget reconciliation, projections, and updates; final financial 

reporting to the sponsors, reviewing and approving accounts payable, and monitoring expenses to ensure appropriate 

expense allocation. 

5. Ensure compliance with all local, international, and sponsor-specific regulations. 

6. Point person for all Institutional Review Board (IRB)-related communications. 

7. Coordinate the privileged and confidential institutional review and approval process of proposed research activities 

involving human subjects to protect their safety, rights and welfare. 

8. Communicate committee requests to investigators for additional information and revisions and review responses. 

Prepare correspondence, reports, agendas, and certifications of review for funding agencies related to review and 

approval process. 

9. Independently review and approve administrative and procedural modifications; reconcile proposals for funding with 

the approved Institutional Review Board Applications; facilitate approval for emergency or unique opportunity 

situations. 

10. Advise faculty, staff, and students in preparation of applications for research proposals involving human subjects and 

consent documents. 

11. Coordinate review of proposals for public and private research agencies. 

12. Provide orientation and training to new Institutional Review Board members, investigators, and departments. 

Assist in program development, implementation, and evaluation. 

13. Perform related duties as required. 

Requirements: 

Strong self-starter who is comfortable in applying judgment within ambiguous situations 

 Excellent computer skills with knowledge of MS Office 

 Meticulous organizational skills 

Proven ability to multi-task and work independently and effectively in multi-departmental, cross-functional teams 

Demonstrated problem-solving ability and attention to detail while working in a fast-paced, deadline driven environment 

 Excellent judgment, and interpersonal skills with proven ability for effective cross-cultural communication 

 Demonstration of excellent communication skills, both written and oral 

 

Interested candidates should send curriculum vitae (as a single PDF), to the following email address: 

 

hrrecruitment@perdanauniversity.edu.my 

 

 

Deadline for receipt of application is May 15, 2020. Short-listed candidates will then be asked to submit letters of recommendation. 


