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Classification Specification
	

	
	2216100

	
	GRANT SPECIALIST



Class Summary

The responsibilities of this classification include assisting with the preparation of necessary documentation and monitoring the progress for a major competitive grant-funding program. This is an entry-level professional job, and work is performed under close supervision.  

Distinguishing Characteristics

This is the first level within a three-level Grants classification series. The opportunity for costly errors and the potential for legal liability are not present because of the level of review provided. This level is an entry level and requires close to moderate supervision, while the second level is a seasoned grant analyst.

Examples of Duties (May vary by position)

1. Prepare grant applications, grant amendments, grant-related correspondence and requests for reimbursement as instructed.

2. Monitor and report grant program developments to more senior staff as directed.

3. Monitor grant project progress.

4. Assist in providing analysis and evaluation of supporting documentation.

5. Assist in researching grant documents.

6. Monitor staff data inputs.

7. Assist in processing grant documents as instructed.

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

Knowledge of accounting principles and practices
Knowledge of grant management principles and practices
Presentation skills
Skill in operating a personal computer using word, spreadsheet and relational database software
Technical writing and proofreading skills
Licensing, Certification and Requirements

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

None
Certification Desired

CPM (Certified Procurement Manager)
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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