Intellectual Property and Sponsored Programs Administrator 
Whitehead Institute for Biomedical Research (MIT Affiliate)

Whitehead Institute for Biomedical Research is a leading, nonprofit research and educational institution that has defined the cutting edge of biomedical science, creating a legacy of research excellence and academic eminence since 1982. Wholly independent in its governance, finances and research programs, Whitehead shares a teaching affiliation with Massachusetts Institute of Technology (MIT), offering the intellectual, collegial and scientific benefits of a leading research university. Whitehead's Faculty Members and Fellows run pioneering programs in cancer research, immunology, developmental biology, stem cell research, regenerative medicine, genetics and genomics-programs with a record of success. 

Whitehead offers a generous comprehensive benefits package which includes health and dental plans, retirement program, paid time off, reimbursement accounts (FSAs), short and long term disability and much more. 

Summary

Responsible for assisting in administrative matters relating to biotechnology patent applications, material transfer agreements and other legal matters.  Also provides administrative support for pre-award sponsored programs staff.  Responsibilities include maintaining intellectual property and grants databases, organizing and maintaining files, contacting inventors to gather administrative information, and agreement tracking.  Must be self-motivated, extremely organized and enjoy working with scientists.

Characteristic Duties

.     Maintain intellectual property databases for: patents and patent

applications, invention disclosures, material transfer agreements, confidential disclosure agreements, inter-institutional agreements and other legal matters as needed.

.     Organize and maintain patent and other legal files, including

ensuring that assignment forms, powers of attorney and declarations are properly executed

.     Complete forms and maintain files for intellectual property and

biological materials licenses

.     Obtain Notary Public qualification in order to witness assignment

forms

.     Perform other administrative duties as required

.     Enter and maintain grant & contract applications in COEUS database

.     Manage the time and effort reporting system for the Institute

o     disseminate monthly effort reports to the labs

o     review/verify returned reports for signature and supporting

documentation

o     establish deadlines and follow up with labs regarding late reports

o     develop and maintain an effort report tracking spreadsheet

Qualifications

.     BA preferred or equivalent training and experience

.     Minimum of 3-4 years of professional administrative support

position.  Experience with patent administration and licensing support in a law firm or technology licensing office preferred.  Experience providing administrative assistance to an Office of Sponsored Programs is a plus.

.     Proficiency in Microsoft Office and experience with databases

.     Professional written and oral communications and the ability to

interact with all levels of WIBR community and external affiliates

.     Excellent organizational and time management skills

.     Strong attention to detail and follow trough skills

.     Ability to independently prioritize and multitask in a fast paced

environment

Interested candidates should send resume to:

Dilly Wilson

The Whitehead Institute

Senior Human Resources Specialist

resumes@wi.mit.edu

5 Cambridge Center

Cambridge, MA 02142

Tel: 617-258-6725

