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University of West Florida

Job Description: Research Administrator Intern

Who We Are: The Research Administration and Engagement Office works with faculty to plan

and submit research proposals to various sponsors such as federal, industry, and non-profits to

accomplish UWF values. We are a customer-service-oriented office that strives to help our

faculty find funding for their research as well as help them in the management of their external

research funds. UWF values research because it enriches the learning environment of our

students, provides solutions to problems in our region, and contributes to the well-being of our

community.

Position Summary

The Research Administrator Intern will assist in the administrative and operational aspects of

research projects. This role provides an opportunity to gain hands-on experience in research

administration, including grant management (pre and post-award management), compliance,

and project coordination. The intern will work closely with grants specialists, business

managers, research teams, faculty, and external stakeholders to support the successful

execution of research initiatives.

Key Responsibilities

Assist in the preparation and submission of research proposals and grant applications.
Assist in preparing financial reports and ensuring compliance with sponsor and institutional
guidelines.

Support the review, reconciliation, and projection of award finances.

Review research project budgets and financial reports.

Coordinate project activities, timelines, and deliverables.

Learning Objectives and Benefits:

Gain experience and exposure to entry-level research administration roles
Gain knowledge in federal regulations and cost principals
Gain experience in grant and financial management

Applicable soft skills will be gained to continue a career in research administration and beyond.

Qualifications:

High School Graduate

Currently enrolled in UWF undergraduate or graduate program

« Willingness and eagerness to learn



