Grants Coordinator
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JOB SUMMARY: 
Under general direction, prepares and submits annual entitlement grant; prepares contracts, contract billings, project amendments, and related reports; serves as liaison between the City, federal agencies, and the general public. 

JOB TYPE:
Position could be appropriate for a part-time role, paid internship or full-time opportunity.
POSSIBLE FUNCTIONS:

1. Assesses federal rules and regulations; coordinates monitoring and visits and prepares formal responses to monitoring reports. 

2. Prepares and submits annual entitlement grants and related information; prepares and submits accountability reports on the progress of various programs. 

3. Provides technical assistance to agency staff, local, state, and federal agency representatives and the general public; develops, implements, and assesses program progress for various third-party activities. 

4. Compiles statistical and informational data for use in reports. 
5. Participate in the inspection of project sites to ensure eligibility assistance or compliance with state and federal guidelines. 

SUGGESTED EDUCATION, EXPERIENCE, AND SKILLS:
1. Education: Two or four year Business or Public Administration degree program or equivalent
2. Skills: Working knowledge of methods and procedures used in review, rating, and evaluation of grant applications and of legislation regulating grant administration.  Ability to prepare and maintain administrative files on projects and technical reports of progress, to communicate effectively both orally and in writing, to establish and maintain cooperative working relationships with governmental agencies, to research applicable rules and regulations and apply them to specific programs and to prepare and review complex planning reports.
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