Recovery School District-Job Description

Job Title: Grants Specialist
Reports To: Accountability/Grants Analyst Coordinator

Job Responsibilities:
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Prepares and submits all reports, budgets, requisitions, etc. relative to grants.
Identifies potential sources of funding from federal, state, and private sources and
evaluates appropriateness of grant funding relative to District policies and goals
Works collaboratively with Accountability/Grants Analyst Coordinator and Finance
Division to ensure processing of encumbrances, expenditures, in direct costs and
grant reimbursements.

Evaluates adherence to district, sponsor, federal, and state policies governing
funded projects by reviewing all proposals, contracts and other agreements
submitted by personnel and staff.

Develops, recommends, and implements polices and procedures for the
administration of grants, including the submission of applications, acceptance of
awards, monitoring of project activities and expenditures, preparation of financial
reports, complying with grantor and district terms and conditions.

Responsible for the overall development and management of the 21% Century
Grant budget and the allocation of its resources in accordance with approved
goals and objectives

Develops and continuously updates grant procedural manual.

Prepares grant applications and supporting documentation to ensure compliance
with funding requirements

Coordinates with department administrators to identify district projects that are
compatible with available funding sources.

Tracks status of proposals and provides additional information as required by the
funding source.

Develops and maintains contacts with local, state, and federal funding agencies
Maintain records for grants ensuring compliance with applicable regulations and
policies, including assisting with financial reporting.

Tracks grants and existing grant deadlines, monitors status of progress reports,
and seeks continuation of grant funding for current programs

Maintains a positive, proactive relationship with community organizations; city
officials, non-profit agencies; and other educational institutions to ensure full
grant compliance and process efficiency.

Creates and distributes standards and special reports, studies, summaries, and
analyses as required.

Assists in the scheduling of meetings and the development of timetables, proposal
language, and deadlines to ensure compliance of grants as identified by the
Accountability/Grants Analyst Coordinator.

Assists in the development of evaluation criteria and the collection and analysis of
data to measure grant program effectiveness.

Attends meetings with officials of funding agencies to receive information and
training in the areas of grant procurement and development as necessary.
Performs technical assistance to other proposal writers as needed.

Performs related duties as assigned

Qualifications/Minimum Job Requirements:




1. Thorough knowledge of federal, state, municipal, and private sources of grant
resources

2. Experience with accounts payable, finance, or accounting practices required

3. Knowledge of and ability to analyze grantor procedures, guidelines, preferences,

and requirements and assure that RSD applications are consistent

Thorough understanding of standard grant procedures

Knowledge of the range and scope of activities, interests, and potential within RSD

and the ability to match with grantor needs

Good user knowledge of computerized information system

Proven ability to write successful grant applications

Excellent oral and written communication and human relations skills

Master’s degree preferably in education, communications, business, or public

administration; Louisiana certification as a Supervisor of Instruction or working

toward certification
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Working Conditions:
This position works in an office setting, in a climate-controlled environment.

Job Requirements:

Travel may be required.

Must be able to operate a variety of equipment such as computer, printer, fax
machine, copier, calculator, telephone, audio-visual equipment, etc.

Must be able to sit, stand, walk, reach, bend and lift up to 10 pounds.

Must be able to communicate in Standard English both orally and in writing.
Must be able to give and receive information electronically.

Must be able to communicate successfully and pleasantly with school and district
personnel, and in the public.

Must be able to work cooperatively with others.

Must be able to respond positively to supervision and accept suggestions for
improvement.

9. Must be able to understand and interpret written and verbal instructions.

10. Must keep accurate and up to date records.

11. Must comply with state and district regulations, policies and procedures.
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Disclaimer:

The above statements are intended to describe the general nature and level of work being
performed by people assigned to this classification. They are not intended to be
construed as an exhaustive list of all responsibilities, duties and skills required of
personnel so classified.
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