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Classification Specification
	

	
	2216300

	
	GRANT ADMINISTRATOR



Class Summary

The responsibilities of this classification include leading and administering a full range of grant development, finance and administration activities for a County department/division. Serves as County representative with grantor agencies and works cooperatively with division/section/work units. Oversees the accounting and/or financial reporting of grant functions and provides leadership on the preparation, review and monitoring of major grant program development, implementation, project management oversight, financial management and audit preparation. 

Distinguishing Characteristics

This is the third level within a three-level Grants classification series. This classification is distinguished from the second level because incumbents in this classification provide leadership to project managers, department/division staff and others on all grant functions, while the Grant Analyst provides a supportive role, rather than a lead role. Incumbents are also expected to resolve issues through direct communication with grantor agencies and develop initiatives for improving the speed and volume of grant program activity. Errors made by incumbents in this classification can result in flawed grant acquisition and administration processes, affect financial management of grants, produce audit findings and create legal liability unanticipated by the County and delay highly visible projects or agency-wide programs.

Examples of Duties (May vary by position)

The incumbents in this classification perform most, or all, of the following functions in addition to the functions of a Grant Analyst in the course of performing their duties and responsibilities:

1. Review, analyze and make recommendations to management on major grant program development; prepare, review and monitor major grant program submittals, project amendments and project budget changes/corrections; review grant program regulations and guidelines and department-adopted budgets to identify projects that match the requirements for available grant programs; and assist in application, amendment and revision processes for assigned Federal and State grants. 

2. Act as agency’s liaison with federal and state grant agencies concerning legal and procedural requirements for grant development, financial administration, project management oversight and audit.

3. Develop internal guidelines and deadlines for department management and staff to meet grant program schedules; identify potential partners, negotiate partnering agreements, and coordinate application development including drafting and reviewing applications; work with project managers to monitor sub-recipients of grant funding.

4. Provide analysis and recommendations to senior management regarding issues relating to strategic investment in the regional area/system; serve as County liaison with grantor agencies and advocate for the County position on issues involving grant programs and agency requirements; represent the County at county, regional and sub-area forums; and provide interpretation of Federal, State and County rules and regulations, including pertinent factors such as costs, environmental review, contracting, procurement, right-of-way acquisition, and structuring of project partnerships on grant-funded projects.

5. Participate and provide leadership on grant-funded project teams; analyze and track existing projects and project budgets to determine priorities for amendments and revisions; implement strategies to secure project funding through grant amendments and revisions; advise department management, budget staff and project managers on information requirements for successful obligation of grant funds.

6. Know enough about the work of the entire grant management team to be able to fill in for any team member on a short-term basis.

7. Negotiate agreements and amendments with grantor agencies; administer the process of preparing and submitting drawdown reimbursement requests; review and monitor project budgets; coordinate with Finance Division; prepare financial status reports to management.

8. Train department/division staff and clients in policies, procedures, changing laws and new concepts.

9. Conduct grant research and monitor grant agencies.

10. Perform other duties as assigned.

Knowledge/Skills (May vary by position)

The incumbents in this classification generally possess the knowledge and skills of Grant Analyst in addition to the following knowledge and skills:

Skill in the application of accounting principles and practices, including the application of governmental accounting and audit techniques
Skill in contract development, review, negotiations, administration and management
Technical writing and proofreading skills, including ability to draft grant and contract language
Negotiation, project management and project scheduling skills
Licensing, Certification and Other Requirements

State Driver’s License or ability to travel throughout the County in a timely basis

GMC (Grants Management Certificate) or PMC (Project Management Certificate) within two years of appointment
Experience Required

Minimum 5 years progressively responsible experience in funding and administration of large, complex public works and/or capital grants
Additional licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.

	FLSA Designation
	Exempt (Administrative)

	Levels within same series
	Grant Specialist, Grant Analyst and Grant Administrator
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