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Classification Specification
	

	
	2217100

	
	GRANT SUPERVISOR



Class Summary

The responsibilities of this classification include managing overall strategic direction of major competitive grant funding programs while ensuring County-wide integration of such activities within each line of business and directing assigned staff. The Grant Supervisor represents the department in public and in policy making forums, reviews and analyzes legislation, works with other departments and agencies to implement policy initiatives, and briefs elected officials and other decision makers.

Distinguishing Characteristics

This is a stand-alone position that is responsible for supervising Grant Administrators. This classification is distinguished from the other levels because incumbents in this classification supervise subordinates, oversee and evaluate the work of others, and ensure consistency by interpreting policies and procedures. Errors made by incumbents in this classification can result in flawed grant acquisition and administration processes, affect grant close-out and audit, 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 the functions of Grant Administrator in addition to the following duties:                              


1. Create vision, mission, direction and work plans for assigned grants group; facilitate staff’s performance improvement and individual career development plans; provide coaching and mentoring; create a positive work environment; allocate resources, manage budget and supervise and coordinate work assignments.

2. Direct the training of staff and clients in policies, procedures, changing laws and new concepts.

3. Perform and document personnel actions such as hiring, discipline and performance evaluation; make recommendations for termination.

4. Provide leadership on department management team through involvement in developing and implementing department direction and strategy.

5. Oversee grant application program and administration processes.

6. Plan, direct and provide assistance and expertise for procurement negotiation phases of contract award and administration.

7. Develop, implement and administer business strategies related to the negotiation of contracts and change orders, supplements and amendments agency-wide.

8. Review and approve grant administration procedures; recommend revised policies to management.

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

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 Administrator in addition to the following knowledge and skills:

Skill in applying management and supervisory principles, methods and techniques
Skill in the application of accounting principles and practices, including the application of governmental accounting and audit techniques
Skill in analyzing and evaluating grant applications and proposed agreements
Skill in contract development, review, negotiations, administration and management
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 grant management principles and practices
Knowledge of business analysis, budgeting and scheduling practices
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
Negotiation, project management and 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
GMC (Grants Management Certificate) and PMC (Project Management Certificate) within two years of appointment
Experience Required 

Minimum 7 years progressively responsible experience in funding and administration of large, complex public works and/or capital grants, including 3 years in a supervisory capacity
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
	None
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