GRANTS SPECIALIST

Job Code Pay Grade
01478 CL17

Nature of Work

This is responsible analytical work writing, maintaining, reviewing and coordinating federal and state grant
programs and contract administration and other assigned special projects. Employees in this class exercise
independent judgment researching, evaluating information, initiating action and preparing grants within the
framework of professional grant writing techniques and existing laws, rules and regulations. Under general
direction, the employee facilitates development, review and editing of grant proposals; conducts basic
research for potential funding sources; interacts with administration and outside agencies in developing
proposals for Pinellas County. In addition, employees within this class coordinate and facilitate
communication efforts by assisting in the development of publications and performing public relations.

Minimum Qualification Requirements

o 6 years professional experience grant writing, contract negotiation and/or monitoring of various federal or
state funding sources; or

o Associate’s degree in finance, accounting, business, public administration, or a related field and 4 years
professional experience as described above; or

o Bachelor’s degree in finance, accounting, business, public administration, or a related field and 2 years
professional experience as described above; or

¢ An equivalent combination of training, education, and/or experience.

Appointing Authority May Also Require

e Florida Driver's License or Florida Commercial Driver’s License and endorsement, if any.

e Assignment to work a variety of work schedules including compulsory work periods in special,
emergency, and/or disaster situations.

e Employee’s name must not appear on the Health & Human Services exclusion list.

¢ Other highly desirable knowledge, skills, abilities, and credentials relevant to a position.

Ilustrative Tasks (These are examples and are not all inclusive.)

e Assists with coordination of special projects that may range from program planning, budget preparation,
research, and public relations.

o Prepares applications for grant funding and maintains grant funding resource materials and publications.

¢ Evaluates and monitors projects and contracts for federal, state and county programs.

e Liaison for various county organizations concerning federal, state and local funding opportunities.

¢ Monitors grant compliance; prepares periodic reports on fiscal status of grants and other resource
programs.

o Writes grant applications according to format required, and submits application to department director;
discusses program requirements and sources of funding available with director and/or departmental
Finance Manager.

o Meets with representatives of funding source(s) to work out final details of proposal.

¢ Coordinates evaluation and monitoring of grant-funded programs.

¢ Maintains master files on grants.

¢ Monitors paperwork connected with grant-funded programs.

o Performs related work as assigned or required.

Knowledge, Skills, and Abilities
o Knowledge of federal and state grant programs and the fiscal procedure required in this specialized area.
o Skill in written, research and verbal communication skills.
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Knowledge, Skills, and Abilities  (continued)

¢ Ability to establish and maintain effective working relationships with other federal, state and county
operational units.

o Ability to operate a personal computer and related word processing, spreadsheet and database programs.

o Ability to maintain detailed records, develop presentations of composite data and perform comparative
analysis of fiscal and operational performance data.
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