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Classification Specification
	

	
	2216200

	
	GRANT ANALYST



Class Summary

The responsibilities of this classification include providing support for a complex grant-funding program while ensuring County-wide integration of such activities within County departments/divisions. This support includes grant development research, timely preparation of grant reimbursements/loan payments, effective maintenance of grant and loan files, and compilation of financial data and documents. This is a fully proficient professional classification, and work is performed somewhat independently but decisions are made within established guidelines. The responsibilities of this classification include participating in a variety of State and Federal grant finance and administration services for the County department/division. 

Distinguishing Characteristics

This is the second level within a three-level Grants classification series. This classification is distinguished from the third level because grants are administered using established methods, policies and procedures rather than through creation of tailored grants acquisition and management methods. Incumbents do not have lead responsibility. The functioning of major projects and programs can be affected by grants management activities. The opportunity for costly errors and the potential for legal liability are present on a regular basis. 

Examples of Duties (May vary by position)

Incumbents in this classification perform the functions of Grant Specialist in addition to the duties listed below:
1. Analyze, research and make recommendations in support of the coordination and oversight of major grants and loans for a County Department or Division.

2. Provide analysis and evaluation of supporting documentation to ensure accurate and timely submission of reimbursement requests to grantor agencies.

3. Analyze and research grant documents and costs for audit or grant appeals; assist in resolving grant audit issues in concert with auditors.

4. Assist in administration of grant/loan funds and payments in concert with the Finance Department.

5. Select method for organizing and overseeing grant database documents to ensure comprehensive audit-ready files; monitor staff data input for accuracy; ensure completeness of procurement file documentation for grant requirements; prepare grants for close-out and audit.

6. Oversee the preparation, review, approval and issuance of grant documents in accordance with policies and procedures; draft project specific contract provisions to address applicable program goals and objectives. 

7. Analyze and make recommendations regarding compliance issues, violations of contract provisions and policies and procedures.

8. Perform other duties as assigned.
Knowledge/Skills (May vary by position)

Incumbents in this classification generally possess the knowledge and skills of Grant Specialist in addition to the following knowledge and skills:

Skill in analyzing and evaluating grant applications and proposed agreements
Knowledge of Federal, State and local grant regulations/guidelines and laws, including FAR (Federal Acquisition Regulation), EPA Code of Federal Regulations, RCW (Revised Code of Washington) and WAC (Washington Administrative Code)
Knowledge of accounting principles and practices, including the application of governmental accounting and audit techniques
Knowledge of grant management principles and practices
Knowledge of business analysis, budgeting and scheduling practices
Knowledge of contract development, review, negotiations, administration and management
Presentation skills; ability to lead meetings and respond to technical inquiries
Skill in operating a personal computer using word, spreadsheet and relational database software
Technical writing and proofreading skills, including ability to draft grant and contract language
Project scheduling skills
Problem solving, conflict resolution and analytical skills
Licensing, Certification and Other Requirements

State Driver’s License or ability to travel throughout the County in a timely manner
Experience Required 

Minimum 3 years progressively responsible experience in funding and administration of complex grants
Certification Desired

GMC (Grants Management Certificate) and/or PMC (Project Management Certificate)
Additional licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.

	FLSA Designation
	Non-Exempt

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