Job Description

Title:
Unit:
Range:
Synopsis:

Rational

Incumbent

Grants Specialist
CSEA 262
95

Update Minimum Qualifications

In reviewing the job description and posting for the vacant Grant Specialist position, Human
Resources recognizes the narrow minimum qualifications for an extremely specialized position.
Therefore, it is recommended that the following be added to the minimum qualification in order
to have a successful pool of applicants.

1 Vacancy; 1 Incumbent




Board Approved March 25, 2015
FLSA: NON-EXEMPT

GRANTS SPECIALIST
DEFINITION
Under general supervision, performs specialized duties related to developing and monitoring complex grant
budgets, reconciling budget issues as they arise, preparing a variety of budget and personnel transaction
requests, assembling grant applications, conducting research in support of grant proposals, preparing special

reports and correspondence, and maintaining accurate and orderly financial and other grant-related records.

SUPERVISION RECEIVED AND EXERCISED

Receives general supervision from Director, Grants. May exercise technical and functional direction over
and provides training to student workers and hourly employees.

CLASS CHARACTERISTICS

This classification provides grants administration support. Responsibilities include budget development,
expenditure monitoring and grant funds disbursement. Incumbents serve as a resource for grants
administration analyses and studies. The work has technical aspects requiring the interpretation and
application of policies, procedures, and regulations and involves frequent contact with students, faculty,
and outside organizations. Incumbents at this level perform the full range of duties as assigned, working
independently, and exercising a higher level of judgment and initiative. Incumbents at this level receive
only occasional instruction or assistance as new or unusual situations arise and are fully aware of the
operating procedures and policies of the work unit. This class is distinguished from the Director, Grants in
that the latter has overall management responsibility for all functions, services, and activities related to the
District’s grant program.

EXAMPLES OF ESSENTIAL FUNCTIONS (Illustrative Only)

1. Coordinates and performs administrative work in grants administration and reporting, including
assisting the Director, Grants in researching and disseminating funding opportunities, and reviewing,
approving, and tracking requisitions, reimbursements, and payroll documents for all grant projects;
assists in preparing grant budgets and interpreting funding agency regulations and requirements.

2. Participates in the development and implementation of goals, objectives, policies, and priorities for
assigned services and programs.

3. Ensures compliance of grant budgets with policies, regulations, funding agency requirements, and
accounting protocols and procedures; facilitates documentation requirements.

4. Develops operating budgets for funded projects, including account set-up; coordinates, prepares, and/or
edits various budget documents, including budget revisions and appropriation transfers.

5. Responds to inquiries regarding policies and procedures related to budget development and grant
monitoring.

6. Prepares budgets for specially funded projects, gathers necessary data from appropriate college staff
and applies regulations from external agencies and internal departments.

7. Develops and maintains specialized databases and systems for recording and tracking grant proposals,
awards, and related statistical information; reconciles grants budget system with other system
databases; generates reports as needed.

8. Collects, compiles, and analyzes data and information from various sources related to assigned
functions.

9. Provides information and assistance to the departments regarding research of funding opportunities;
receives and responds to questions relating to assigned area of responsibility.

10. Creates and distributes standard special reports, summaries, and analysis as requested.
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11.

12.

13.

Maintains accurate grant project records and files; develops storage of records and retention schedules;
ensures compliance with rules, regulations, and audit standards.

Attends meetings, conferences, workshops, and training sessions and reviews publications and
materials to remain current on grant funding policies, regulations, procedures, and new developments.
Learns and applies emerging technologies and, as necessary, to perform duties in an efficient,
organized, and timely manner.

14. Performs other related duties as assigned.

QUALIFICATIONS

Knowledge of:

1. Principles, practices, and procedures of budgeting, funding sources, and grant funds disbursement.

2. Grant administration, finance, accounting, budgeting, analytical processes, and report preparation
techniques; and related governmental services.

3. Organizational practices as applied to the analysis, evaluation, development, and implementation of
programs, policies, and procedures.

4. Basic principles and practices of public administration as applied to operational unit and program
administration.

5. Research and reporting methods, techniques, and procedures.

6. Principles and practices of data collection and report preparation.

7. Applicable Federal, State, local, and District policies, codes, regulations, technical processes, and
procedures related to grants development and administration.

8. Modern office practices, methods, and computer equipment and applications, including word
processing, database, and spreadsheet applications.

9. Record keeping principles and procedures.

10. Principles, practices, and techniques of effectively dealing with the public and basic public relations.

11. English usage, spelling, vocabulary, grammar, and punctuation.

12. Techniques for providing a high level of customer service by effectively dealing with the public,

vendors, students, and District staff, including individuals of various ages, disabilities, various socio-
economic and ethnic groups.

Skills & Abilities to:

7.
8.
9.
10.
11.
12.

Coordinate and oversee departmental and programmatic administrative, budgeting, and fiscal reporting
activities as they relate to grants administration.

Assist in the development of goals, objectives, policies, procedures, and work standards for grant
administration.

Plan, organize, and carry out assignments from management staff with minimal direction.

Interpret, apply, explain, and ensure compliance with applicable Federal, State, local and District
policies, procedures, and regulations.

Conduct research; analyze, interpret, summarize, and present technical information and data in an
effective manner.

Compose and prepare basic reports, correspondence, and other written materials independently or from
brief instructions.

Make accurate mathematical, financial, and statistical computations.

Establish and maintain a variety of filing, record keeping, and tracking systems.

Organize own work, set priorities, and meet critical time deadlines.

Operate modern office equipment including computer equipment and specialized software applications
programs.

Use English effectively to communicate in person, over the telephone, and in writing.

Understand scope of authority in making independent decisions.
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13. Review situations accurately and determine appropriate course of action using judgment according to
established policies and procedures.

14. Establish, maintain, and foster positive and effective working relationships with those contacted in the
course of work.

Education and Experience:

Equivalent to graduation from a regionally accredited four-year college or university with major coursework
in finance, accounting, business or public administration, or a related field, and three (3) years of experience
in governmental grant budgeting, accounting, writing, and/or management, preferably in an institution of
higher education. Additional full time equivalent years of experience can be substituted for the required
education on a year-for-year basis up to four (4) vears.

Licenses and Certifications:

The incumbent may periodically be required to travel to a variety of locations. If operating a vehicle,
employees must have the ability to secure and maintain a valid California driver’s license.

PHYSICAL DEMANDS

Must possess mobility to work in a standard office setting and use standard office equipment, including a
computer; vision to read printed materials and a computer screen; and hearing and speech to communicate
in person, before groups, and over the telephone. This is primarily a sedentary office classification although
standing and walking between work areas may be required. Finger dexterity is needed to access, enter, and
retrieve data using a computer keyboard, typewriter keyboard, or calculator and to operate standard office
equipment. Incumbents in this classification occasionally bend, stoop, kneel, reach, push, and pull drawers
open and closed to retrieve and file information. Employees must possess the ability to lift, carry, push,
and pull materials and objects up to 25 pounds.

ENVIRONMENTAL ELEMENTS

Employees work in an office environment with moderate noise levels, controlled temperature conditions,
and no direct exposure to hazardous physical substances. Employees may interact with staff, students,
and/or the public in interpreting and enforcing departmental policies and procedures.
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