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Grant Writer - Program Support Staff
Job Description

 		
Exempt: 		No
Department:		Development Services
Reports To: 		Director
Location: 		334 Elm Ave. 
Date Prepared:	October 12, 2016
Date Revised:		October 12, 2016

GENERAL DESCRIPTION OF POSITION
Responsible for developing, preparing, monitoring and administering federal, state, local and private grant applications.  This position plans, performs and coordinates the activities related to researching and identifying grant funding sources, writing and submitting grant applications, and overseeing the completion of grant obligations. Some overnight travel for training may be required.  This position reports directly to the Development Services Director.

ESSENTIAL DUTIES AND RESPONSIBILITIES

1) Research, identify, apply for, administer and monitor federal, state, local, and private grants, as assigned.
2) Provide oversight, coordination and monitoring of project implementation for a variety of citywide programs as assigned.
3) Assist with the application and monitoring of federal, state, local, and private grants for other city departments as requested.
4) Provide timely advice and information on funding opportunities, requirements and procedures, collaborate in defining and implementing project funding strategies.
5) Generate grant program and policy related recommendations for elected officials and city staff; and assist in the implementation.
6) Design, develop and implement project and record management systems to ensure program continuity and fiscal integrity for grant programs and projects
7) Coordinates, attends, and participates in City and other governmental meetings, related to grant needs and applications.  May address governing bodies, including the City Commission, local boards and commissions, state and federal officials.
8) Review and evaluate the performance of grant projects and programs and recommend and/or take appropriate action required to achieve the desired goals and objectives.
9) Coordinate and supervise the auditing, monitoring and scheduling of grant reports of various departments. Maintains accounts of all grant funds as assigned.
10) Represent the City as a grants implementation liaison between federal, state and local government, non-profit organizations and the private sector for specific activities.
11) Analyze federal, state and local laws, rules and regulations for applicability to city-based grant initiatives that will assure the compliance of City programs.
12) Coordinate and/or assist departments and other non-profit organizations in the preparation of requests for proposals and contracts relative to grants, in compliance with the City of Yukon purchasing procedures and applicable federal, state, and local laws and regulations
13) Serve as a resource to all city departments regarding all grant funded programs; provide information, research, analysis, written reports and recommendations as needed.
14) Prepare news releases about grant related activities.
15) Participate in preparation of the annual City budget, Capital Improvement plan and any revenue forecast relative to grant revenue.
16) Perform other related duties as required or assigned.

QUALIFICATIONS
Excellent writing, analytical and research skills;
Ability to work with diverse groups and organizations to achieve common goals.
Skillful in project management, including the ability to coordinate, manage, prioritize and perform a number of tasks concurrently, ensuring that anticipated results and outcomes are met.
Skillful in problem solving

EDUCATION AND EXPERIENCE
Equivalent to a Bachelor’s degree, from an accredited college, in business administration, public administration, finance, or similar field.
Minimum of three years experience in federal/state government program administration OR
an equivalent combination of education and experience which provides the required knowledge, skills and abilities.

COMMUNICATION SKILLS
Strong communication skills, oral and written

MATHEMATICAL SKILLS
Knowledgeable of City administrative procedures, including budgeting, budgetary control, monitoring and auditing.

CRITICAL THINKING SKILLS
Ability to implement City program policies and procedures and to generate meaningful outcomes in contract negotiations and conflict resolution situations.


REQUIRED CERTIFICATES, LICENSES, REGISTRATIONS
Current, valid Oklahoma driver’s license and a driving record in accordance with the City’s requirements;
CDBG Certification; or the ability to become certified within one year.

PREFERRED CERTIFICATES, LICENSES, REGISTRATIONS
Not indicated.

SOFTWARE SKILLS REQUIRED
Proficient in the use of Microsoft Office applications with emphasis on Word, Excel and PowerPoint; applicant should be familiar with online grant programs such as, OK Grants, grants.gov, SAM (System for Award Management), eCivis (Grant Management Software) and CDBG.

INITIATIVE AND INGENUITY
SUPERVISION RECEIVED
Under direction where a definite objective is set up and the employee plans and arranges own work, referring only unusual cases to supervisor.




PLANNING
Considerable responsibility with regard to general assignments in planning time, method, manner, and/or sequence of performance of own work; may also occasionally assist in the planning of work assignments performed by others within a limited area of operation.


DECISION MAKING
Performs work operations which permit the frequent opportunity for decision-making of minor importance and also a frequent opportunity for decision-making of major importance; the latter of which would affect the work operations of other employees and/or clientele to a moderate degree.

MENTAL DEMAND
Close mental demand. Operations requiring close and continuous attention for control of operations. Operations requiring intermittent direct thinking to determine or select the most applicable way of handling situations regarding the organization's administration and operations; also to determine or select material and equipment where highly variable sequences are involved.

ANALYTICAL ABILITY / PROBLEM SOLVING
Moderately structured. Fairly broad activities using moderately structured procedures with only generally guided supervision.  Interpolation of learned things in somewhat varied situations.

RESPONSIBILITY FOR WORK OF OTHERS

No supervision.

RESPONSIBILITY FOR FUNDS, PROPERTY and EQUIPMENT
Occasionally responsible for organization's property where carelessness, error, or misappropriation would result in moderate damage or moderate monetary loss to the organization. The total value for the above would range from $150,000 to $1,000,000.

ACCURACY
Probable errors would not likely be detected until they reached another department, office or patron, and would then require considerable time and effort to correct the situation. Frequently, the possibility of error that would affect the organization's prestige and relationship with the public to a limited extent, but where succeeding operations or supervision would normally preclude the possibility of a serious situation arising as a result of the error or decision.

ACCOUNTABILITY

FREEDOM TO ACT
Directed. Freedom to complete duties as defined by wide-ranging policies and precedents with mid to upper-level managerial oversight.

ANNUAL MONETARY IMPACT
The amount of annual dollars generated based on the job's essential duties / responsibilities. Examples would include direct dollar generation, departmental budget, proper handling of organization funds, expense control, savings from new techniques or reduction in manpower.

None. Job does not create any dollar monetary impact for the organization.

IMPACT ON END RESULTS
Moderate impact. Job has a definite impact on the organization's end results. Participates with others in taking action for a department and/or total organization.

PUBLIC CONTACT
Frequent contacts with general public, patrons, or other outside representatives, wherein the manner of handling these contacts has a bearing on the organization's position and operation.

EMPLOYEE CONTACT
Contacts with other departments or offices and also frequently with individuals in middle level positions; consulting on problems which necessitate judgment and tact in presentation to obtain cooperation or approval of the action to be taken. Also, important contacts with associates as required in advanced supervisory jobs.

USE OF MACHINES, EQUIPMENT AND/OR COMPUTERS
Regular use of complex machines and equipment (desktop/laptop computer and software, etc.)

WORKING CONDITIONS
Normal working conditions as found within an office setting, wherein there is controlled temperature and a low noise level, plus a minimum of distractions.

ENVIRONMENTAL CONDITIONS
The following work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

The noise level in the work environment is not indicated.

PHYSICAL ACTIVITIES
The following physical activities described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions and expectations.

Semi-repetitive, low physical. Semi-repetitive type work which requires periods of concentration for varied time cycles as prescribed by the tasks.

Not indicated.

ADDITIONAL INFORMATION
This position regularly deals with confidential information; communication content frequently pertains to public information, managerial and administrative actions; information managed requires the application of appropriate judgement, discretion and adherence in a professional manner. Employee must sign a Confidentiality Statement.
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