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Director of Business Operations

The Federal Demonstration Partnership (FDP) is an association of federal agencies and
academic research institutions organized to reduce the administrative burdens associated with
research grants and contracts. Under the auspices of the National Academy of Sciences, which
serves as the secretariate, the FDP has more than 450 representatives across administrative,
research, and technical roles working to streamline the management of federally sponsored
research by identifying, testing, and implementing more effective approaches for administering
federal research awards.

Through regular engagement, stakeholders identify shared challenges, develop solutions, and
pilot improvements through FDP Demonstrations—rigorously testing changes prior to broader
implementation to ensure practical effectiveness. These Demonstrations, which include studies,
surveys, pilots, and development of tools and guidance, are a hallmark of FDP’s work and are
carried out by institutional members, federal partners, and FDP committees, subcommittees
and working groups. Learn more about FDP Demonstrations here.

The FDP seeks an experienced, hands-on business professional to serve as Director of Business
Operations for both FDP and the FDP Foundation, its 501(c)(3) entity responsible for financial
and human resource functions. This role is well-suited for a self-starter and problem solver who
is comfortable executing day-to-day operations while serving as a key member of the
administrative team. The Director will work closely with the Executive Director, Director of
Demonstration Projects, Co-Chairs, FDP Foundation Board, Finance Committee, Executive
Committee, and National Academies of Sciences, Engineering, and Medicine (NASEM) officials.
This position will be hired on a contractual basis and will report to the FDP Executive Director.

The role serves as FDP’s lead for business, financial, and operational management, working in
close partnership with the Executive Director to ensure the organization has the financial
stewardship, operational infrastructure, risk management practices, and administrative support
necessary to advance FDP’s mission and strategic priorities. The Director provides leadership
for accounting, budgeting, financial reporting, procurement, grants management, and
organizational operations, while also supporting FDP leadership, operational committees, and
the FDP Foundation. This is an excellent opportunity for a seasoned professional to contribute
to a mission-driven organization that supports the national research enterprise.


https://thefdp.org/demonstrations-resources/

KEY RESPONSIBILITIES

1. Financial & Business Operations

Lead and oversee financial and business operations, including budgeting, accounting,
payroll, accounts payable/receivable, vendor procurement, contracts, and financial
reporting.

Manage day-to-day business and administrative operations, including membership
agreements and administrative support functions associated with FDP demonstrations.
Monitor and reconcile budgets, revenues, expenses, cash flow, and the FDP Foundation
investment portfolio.

Coordinate and manage the annual external audit and serve as liaison to auditors,
banks, investment advisors, and financial service providers.

Provide support and guidance to the FDP Finance Committee, contractors, vendors, and
external service providers.

Identify, assess, and manage financial and operational risks through effective internal
controls, business processes, and risk mitigation practices.

2. Policies, Procedures & Compliance

Develop, implement, and maintain financial, procurement, administrative, and
operational policies and procedures.

Ensure compliance with accounting standards, federal requirements, and all legal,
regulatory, and fiduciary obligations of a 501(c)(3) organization and federal award
recipient.

Organize and maintain all organizational files, including committee records, contracts,
and policies and procedures.

Support governance activities of the FDP Foundation Board and related committees,
including documentation, reporting and records management.

3. Meetings & Operations Support

Staff and support FDP and FDP Foundation meetings and webinars, including scheduling,
agendas, meeting materials, notes, and follow-up tracking.

Provide administrative, logistical, and technical support for FDP virtual and in-person
meetings and events.

Manage hotel, venue, contracting, AV, registration, and food and beverage
arrangements for in-person meetings.

4. Operational Committee and Working Group Support

Support and coordinate the work of FDP Operational Committees, including Expanded
Clearinghouse, Finance, Membership and other outreach and communications activities.



e Prepare and contribute to regular financial, operational, and programmatic reports for
FDP leadership, the Finance Committee, FDP Program and Operational Committees, FDP
Foundation Board, and Executive Committee.

5. Grants & Federal Compliance

e In coordination with the Executive Director, develop budgets and documentation
required by NASEM for federal support.

e Manage financial reporting, deliverables, and compliance for federal awards
administered through NASEM.

6. Organizational Support

e Partner with FDP leadership, committees, and the FDP Foundation Board to ensure
business operations align with organizational goals, strategic priorities, and mission.

e Support organizational planning and continuous improvement efforts to enhance
operational effectiveness and sustainability.

OTHER RESPONSIBILITIES

e Other duties as assigned.
e Availability for travel and required after-hours work, as needed.

EXPERIENCE

o At least five (5) years of directly related, progressively responsible experience in
business, finance, or operations.

e Prior experience working with or within institutions of higher education, non-profit
organizations, associations, research institutes, or federal agencies is strongly preferred.

KNOWLEDGE, SKILLS, AND ABILITIES

o Master’s degree preferred; relevant professional qualifications are a plus.

o Demonstrated ability to work independently while collaborating effectively with
leadership, boards, and committees.

e Strong organizational, analytical, and communication skills.

e Proven ability to manage multiple priorities and follow through on details.

e Solid knowledge of finance and accounting principles.



e Proficiency with business systems and tools (e.g., Microsoft 365, QuickBooks, Bill.com,
Gusto).

e Knowledge of federal grant management and research administration preferred.

¢ High ethical standards and professionalism.

e Availability for occasional travel and some after-hours work, as needed.

e Genuine interest in FDP’s mission.

WORK LOCATION

e Remote position with periodic travel to Washington, DC for FDP meetings and the
annual membership conference.

EQUAL OPPORTUNITY

Applicants will receive consideration for employment without regard to race, religion, color,
national origin, age, sex, sexual orientation, disability status, or any other characteristic
protected by applicable law.

APPLICATIONS

Interested applicants are invited to submit a resume and a brief letter of interest to
mkoszalka@nas.edu. For primary consideration, please submit your resume and letter by
August 15, 2026. All applications will be handled confidentially.

For further information about FDP please visit https://thefdp.org/. Inquiries may be sent to
info@thefdp.org.
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