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NCURA Peer Reviewer

DESCRIPTION OF POSITION:  NCURA Peer Reviewers are responsible for conducting confidential peer reviews initiated by a given institution.

DURATION: 2-year appointment which may be renewed. 

A. Function of Position – To assist institutions in assessing the effectiveness of their sponsored programs operations, identifying areas for improvement, best practices, or alternatives that may improve an operation’s effectiveness and services.

B. Essential Duties and Responsibilities and Percent Time Devoted: NCURA Peer Reviewers represent NCURA in a professional manner and are responsible for: 

Pre Site Visit
· Reviewers will read and review institutional material and prepare questions for site visit.
· NCURA Reviewers will participate in pre-review telephone discussions with institutional representatives.
· The Review Team will hold conference calls to coordinate site visit questions and issues.

On-Site Reviews

· NCURA Peer Reviewers are expected to be available to travel to the institution requesting the review. 

· Depending on the scope of the review, Reviewers will be available for a two to three day institutional site visit.
· Reviewers will be expected to interview and interact with institutional employees.
· Reviewers must be able to quickly distill site visit information into key issues to be presented in an exit interview.

Post Site Visit

· Within 30 business days of the site visit, the Review Team must submit a final draft report and be available for a conference discussion with the institution should they request it. 

· The Team will submit a final report 10 business days following correction of inaccuracies by the institution.
· The Review Team will be available for a final conference call with the institution, should it be requested.
Total time commitment averages 5-6 days per review; 1-2 reviews each year
C. Qualifications/Requirements

1. Declare any potential Conflicts of Interests and sign a Confidentiality Statement to hold confidential all aspects of the peer review program and peer reviews conducted. 

2. Be a current member of NCURA

3. Possess current knowledge of applicable professional standards

4. Have at least 10 years recent experience in the area of research administration
5. Have at least 10 years experience in a senior management position (makes decisions, directs an area, effects change process, builds a team, implements policy changes, supervises personnel).
6. Have demonstrated leadership in the field of research administration.
7. Be engaged at a national level.

8. Possess a broad knowledge of institutional practices and beyond their own institution.
9. Be able to succinctly analyze large amounts of information and be excellent at writing extensive in-depth reports.
D. Training and Support –Reviewers must attend and complete a training session sponsored by NCURA in the review process and the National Standards for offices of sponsored programs prior to becoming an active reviewer. Costs for attending the required training are covered by the attendee. When conducting a peer review, support is provided to the Review Team by the Program Coordinator. Standards and templates for the review process are utilized for each review. 
E. Additional Information - Peer Reviewers receive a modest honorarium and direct travel costs for each review.
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