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Roles and Responsibilities – Teleconference

Research Grants Manager (RGM) 
1. Administrative Leader of Committee
2. Starts Zoom meeting using Personal Acct (30 minutes prior to start time)
3. Introduction to meeting
4. Policy Overview
5. Assist chair throughout meeting
6. Run Slideshow and adjust scores during discussion
7. Read Missing reviewer’s comments (if chair does not)
8. Monitors time and keeps discussion moving forward
9. Answer any questions from committee members
10. Adjust Order of Review as needed (missing reviewers, COIs, etc.)
11. Manage COIs
12. Verbally confirm Reviewers are back in meeting after COI
13. Confirm when committee is ready to move to next application
14. Ensure all reviewers are present for application

Backup RGM
1. Provide additional support to RGM
2. Be prepared to run meeting if RGM is unable to
3. Take Administrative Notes for Application Discussion using the “FY20 Committee Notes Template”
4. Take note of major strengths/weaknesses noted by the committee using the “FY20 Committee Notes Template”
5. Note any Policy Issues using the “FY20 Committee Notes Template”
6. Mute and unmute reviewers as needed (chair should always be unmuted)
7. Monitor chat box and Q&A for any questions or issues, forward to Policy (Krissa) as needed
8. Move conflicted reviewers to waiting room
a. Reviewers may not be moved back to the conference room until the next application’s slide is showing on the screen
9. Retrieve Reviewers from waiting room
a. If reviewer logged out of the meeting, use provided email template. If Reviewer does not join meeting within 5 minutes of email, call using the number provided in the contact list. 
10. Create slides for any applications pulled from triage during meeting

Administrator 
1. Provide administrative support for RGM
2. Roll Call
3. Count Votes in proposalCENTRAL
4. Announce when all votes are counted and RGM can move to next application
5. Monitor voting during meeting for scoring issues
6. Check Votes at end of meeting
7. Track Scores, observers, reviewers, and timing of each application summary from chair on Admin Tracking Spreadsheet
8. Delete Votes of Absent reviewers (in score report following meeting)
9. Assist reviewers with technical difficulties
10. Track Quorum
11. Assist reviewers at beginning of meeting with technical difficulties

Backup Administrator 
1. Starts Skype conversations
a. 1 conversation with all Komen Staff on Call
b. 1 conversation with all Komen Staff minus Lead RGM
2. Disable video for reviewers who share their camera
3. Track Scores, observers, reviewers, and timing of each application summary from chair on Admin Tracking Spreadsheet
4. Assist Administrator with assisting reviewers at beginning of meeting with technical difficulties
a. Using provided email templates as needed
5. Assist Backup RGM with COIs/Track COIs on Admin Tracking Spreadsheet
6. Assist Backup RGM with dismissing/retrieving reviewers as needed
a. Using provided email templates as needed
Policy 
1. Assist RGM with any policy questions
2. Ensure SGK’s Confidentiality policy is upheld
3. Ensure SGK’s Conflict of Interest policy is upheld
4. Ensure SGK’s Quorum Policy is upheld
5. Note any policy issues to include in Audit Report 
6. Communicates with RGM and Admin regarding policy issues
7. Assist Administrator as needed with technical difficulties

Chairperson
1. Leader of Committee
2. Guides Committee Discussion
3. Summarizes each Application
4. Announces when voting can begin
5. Scientific lead for reviewers
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