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GILA COUNTY HUMAN RESOURCES
JOB ANNOUNCEMENT

1400 E. ASH STREET, GLOBE, AZ  85501


POSTED: JULY 10, 2018
OPEN UNTIL FILLED
	DEPARTMENT:  
	Finance
	POSITION:  
	Grants Administrator

	                                          

	LOCATION:                                 
	Globe
	JOB CODE:
	18-055

	

	
	ANNUAL SALARY:  
	$43,886-$50,185 DOE


 Purpose of the Job

The purpose of the Grants Administrator position is to work closely with program staff, and other stakeholders to research and apply for grant opportunities that support the County’s operational goals and objectives.  Ensures accurate financial reporting and procedural compliance on all grants; manages the grants received portfolio for Gila County; ensures organizational effectiveness and compliance, helps set relevant policies and provide technical assistance as required. The Grants Manager must possess the ability to see and understand all points of view; maintains knowledge of data resources that can be used to develop databases related to County population growth, housing development trends and economic development patterns on-going within Gila County, in coordination with various other departments which collect or need access to said data.  Assure that all State, Federal or private foundation guidelines are followed and that project responsibilities are carried out on a timely basis.  Provide detail information for the purpose of the annual audit in the form of the Schedule of Expenditures for Federal Awards (SEFA). The Grants Manager must possess financial acumen and a strong track record of success; collaboration and problem-solving skills and provides seasoned guidance on compliance issues as well as key financial and operational best practices. 
	SUPERVISORY RESPONSIBILITIES
	

	This position does not supervise other employees.

	ESSENTIAL DUTIES AND RESPONSIBILITIES
	TIME SPENT

	· Researches grant opportunities to meet the needs expressed by various County departments.  Participates in various County planning projects in an advisory role as needed.  Serves as the resident expert on grant compliance and interpretation of OMB Circulars and all applicable regulations, policies and procedures. Interprets applicable regulations and translates into operational policies as required. Works with various public agencies as are approved by the Gila County Board of Supervisors to obtain a match between their organizational needs and grant funding resources which may be available. Maintains a working liaison between Gila County and/or other agencies for whom grant projects may be written and the funding agencies from whom resources may be solicited.
	40%

	· Designs and executes monitoring processes, including conducting assessments and site visits, collecting and analyzing data, documenting results, and identifying and discussing implications. Proactively interprets and assesses communication/process gaps, provides technical assistance as necessary and addresses issues.  Prepares fiscal and programmatic reports and files reports with granting agencies according to reporting schedules.
	30%

	· Provides on-going training to departments, programs and finance staff as it relates to grant administration and organizational policies. Manages the invoicing and tracks expenses for Gila County’s grant portfolio. Prepares grant-related information including the Schedule of Expenditure for Federal Awards (SEFA) for the annual audit.
	20%

	· Maintains knowledge of various planning databases (i.e. U.S. Census Bureau website, U.S. Dept. of Education website), which may be used in the acquisition of grant funding. Said databases are in the areas of: population growth, housing patterns, school system enrollment trends, economic development trends and site locations, poverty/health care/juvenile justice/index – non-index crime patterns/runaway & homeless youth needs/senior citizen concerns and other areas of need.
	10%

	· Performs other duties as assigned.
	

	BUDGET RESPONSIBILITIES

	This position reviews, approves for submission and presents project and team budgets.  Reviews, edits and provides recommendations on department level budget. This position will work closely with Budget Director and affected Departments to apply for and receive/administer grant related projects and program funding.

	PROJECT RESPONSIBILITIES

	Provides project resource allocation based upon pre-approved resources for projects involving organizational planning, quality assurance and employee training and development. This position will research and apply for grant programs that meet the needs of Gila County and are sustainable with budget constraints.  Target areas will be coordinated between Finance and affected departments.

	ORAL COMMUNICATION DUTIES

	This position trains colleagues, explains County procedures or processes, responds to public inquiries, negotiates or persuades and moderates, supports departmental initiatives requiring grant funding.

	Continued on page 2…..

WRITTEN COMMUNICATION DUTIES

	This position creates or edits documents, internal memos, emails, procedures, formal letters, reports and prepares and submits grant applications.

	INTERACTIONS WITH THE GENERAL PUBLIC

	Interacts extensively with employees, the public, Board of Supervisors, regulatory bodies, and other Institutions over the telephone, by email, and/or in person.

	INTERACTIONS SPECIFICALLY WITH CUSTOMERS

	Regularly (More than 55% but less than 70% in a year)

	MINIMUM EDUCATION REQUIRED

	Bachelor’s Degree in Accounting, Finance, Business Administration or a related field or equivalent combination of education, training and experience. 

	MINIMUM YEARS OF DIRECTLY RELATED EXPERIENCE REQUIRED

	Five (5) years grants administration, governmental accounting experience; or equivalent combination of education, training and experience.

	PROFESSIONAL CREDENTIALS REQUIRED

	 None

	KNOWLEDGE REQUIRED

	Grant accounting principles and practices; Federal and State regulations governing grant accounting activities; processes for integrating and implementing grant match funds with County budgets; methods for developing grant financial reporting and programmatic documentation; applicable State and Federal Statutes, Rules, Codes, OMB Circulars and Regulations; business and personal computers, and Microsoft Office software applications; County organization, operations, policies and procedures.

	SKILLS REQUIRED

	Regular and substantial contact with others. Contacts usually involve discussions related to policies and programs and may include proposal or grant writing, negotiations with vendors, design and engineering issues, and the like. Handles sensitive, complex, and/or confidential information. Requires analytical thinking, reading, researching and communicating diplomatically. 

Presenting information and responding to questions from groups of managers, employees, auditors, granting agencies, and the general public; establishing and maintaining effective working relations with co-workers and representatives from other Local, State and Federal Agencies.

	ABILITIES REQUIRED

	Express one's self orally, solve problems using deductive reasoning, perform mathematical operations, make sense of multiple data, read and write at professional level. Assess and prioritize multiple tasks, projects and demands, and delegate tasks and authority; demonstrate analytical ability in defining problems, collecting data, analyzing information, and making logical conclusions based on facts; interpret a variety of technical instructions and manage abstract and concrete variables; apply mathematical operations to such tasks as frequency distribution, determination of test reliability and validity, correlation techniques, and factor analysis; develop departmental plans, objectives and policies; prepare financial reports; ensure compliance with accounting standards and regulatory requirements; demonstrate effective interpersonal relationships in bringing people together to solve problems.

	PHYSICAL DEMANDS

	· May be required to lift work related materials or equipment up to 75 lbs. 

· Constantly requires dexterity for keyboard operation; rarely requires dexterity for special gadgets and special machines.

· May be required to walk to and from work site, stoop and twist.

	WORK ENVIRONMENT

	Incumbents in this position constantly spends time in office environment.

	SAFETY RISK EXPOSURE

	Incumbents in this position are generally not exposed to safety risk.

	PROTECTIVE GEAR & SAFETY MANUALS

	Incumbents in this position are required to constantly follow written safety procedures and manuals relevant to the division or department.

	CONSEQUENCES OF ERROR

	Potential errors can have legal ramifications, loss of funding, loss of organization’s credibility.


NOTICE:  APPLICANTS MAY BE REQUIRED TO FURNISH, AT THEIR OWN EXPENSE, DOCUMENTARY PROOF OF EDUCATIONS, CERTIFICATION,  REGISTRATION, LICENSE OR ANY OTHER PROOF OF COMPETENCY AS REQUIRED IN THE OFFICIAL CLASSIFICATION DESCRIPTION OR ANNOUNCEMENT AND MAY BE REQUIRED TO UNDERGO PHYSICAL, PSYCHOLOGICAL AND/OR BACKGROUND INVESTIGATIONS AS A CONTINUING CONDITION OF EMPLOYMENT.  FURTHER, APPLICANTS FOR POSITIONS REQUIRING OPERATION OF A COUNTY OR PERSONAL VEHICLE ON   OFFICIAL BUSINESS MUST POSSESS AND MAINTAIN COUNTY OR PERSONAL VEHICLE OPERATORS LICENSE.  GILA COUNTY DOES NOT DISCRIMINATE ON THE  BASIS OF RACE, COLOR, NATIONAL ORIGIN, SEX, RELIGION, AGE OR DISABILITY, AND FAMILIAL STATUS IN EMPLOYMENT OR THE PROVISIONS OF  SERVICE AN EQUAL OPPORTUNITY/AFFIRMATIVE ACTION EMPLOYER.





NOTICE:  APPLICANTS MAY BE REQUIRED TO FURNISH, AT THEIR OWN EXPENSE, DOCUMENTARY PROOF OF EDUCATIONS, CERTIFICATION,  REGISTRATION, LICENSE OR ANY OTHER PROOF OF COMPETENCY AS REQUIRED IN THE OFFICIAL CLASSIFICATION DESCRIPTION OR             ANNOUNCEMENT AND MAY BE REQUIRED TO UNDERGO PHYSICAL, PSYCHOLOGICAL AND/OR BACKGROUND INVESTIGATIONS AS A CONTINUING CONDITION OF EMPLOYMENT.  FURTHER, APPLICANTS FOR POSITIONS REQUIRING OPERATION OF A COUNTY OR PERSONAL VEHICLE ON   OFFICIAL BUSINESS MUST POSSESS AND MAINTAIN COUNTY OR PERSONAL VEHICLE OPERATORS LICENSE.  GILA COUNTY DOES NOT DISCRIMINATE ON THE       BASIS OF RACE, COLOR, NATIONAL ORIGIN, SEX, RELIGION, AGE OR DISABILITY, AND FAMILIAL STATUS IN EMPLOYMENT OR THE PROVISIONS OF  SERVICE.  AN EQUAL OPPORTUNITY/AFFIRMATIVE ACTION EMPLOYER.








