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CONTRA COSTA WATER DISTRICT

GRANT SPECIALIST

DEFINITION

Under general direction, performs a wide variety of research, coordination and development activities for funding proposals; works closely with professional staff, financial staff, management staff, supervisory staff, and members of outside organizations; develops and makes recommendations on potential collaborations and partnerships for grant opportunities and low interest loans; develops and maintains strong collaborative relationships with funding organizations and their staff; develops and accomplishes District-wide objectives for obtaining grant and loan funds; monitors and coordinates department activities to ensure internal collaboration and communications on grant and low-interest loan opportunities, applications and approvals; serves as a resource for the District by coordinating with staff of funding organizations, providing information and sources of grant monies and low interest loans to District staff; serves as the writer of proposals for external funding; tracks, facilitates and reports on grants’ approval process; ensures District meets conditions and requirements for funding; performs other duties as required.

DISTINGUISHING CHARACTERISTICS

The Grant Specialist is a journey level classification responsible for researching, developing and originating grant and loan applications; administering District-wide grants and loans; ensuring that funding requirements are met; and maintaining good relationships with representatives of the state and federal funding agencies, foundations, corporations, and other relevant organizations. 

SUPERVISION RECEIVED AND EXERCISED

Receives direction from the Department Director or their designee.

EXAMPLES OF DUTIES

1. Researches and identifies grant opportunities; attends various meetings representing the District’s interests; establishes strong positive working relationships with representatives of community organizations, state/local agencies and associations, management, staff, and the public; develops and implements solicitation programs; and makes public presentations.

2. Plans, organizes, coordinates with District departments to prepare grant proposals; originates grant applications; completes applications and letters of intent for grant and loan funds; collaborates with funding organizations throughout the application, selection and funding process; responsible for program development and coalition building; prepares, administers and implements a master plan for identifying specific annual and five year goals for supplemental revenue. 

3. Tracks grant proposals to ensure timely processing; ensures that financial accounting and reporting are established for obtained funding, coordinates contracts and documents; administers grant and loan funds; monitors compliance; develops tracking, reporting and evaluation systems; maintains master files on grants; monitors all paperwork connected with grant-funded programs, maintains grant accounting and reporting.

4. Prepares monthly reports and an annual reports for General Management; assists in assembling a variety of complex information and statistical data for the presentation of reports on grant related matters; assembles and prepares charts, maps, slides, photographs, and other visual aides.

5. Performs other related duties as required.

MINIMUM QUALIFICATIONS

Knowledge of:

Principles, practices and methods of grant and loan proposal writing and administration; local, state, federal, corporate and non-profit grant and funding sources; research methods; statistical analysis; public administration policies and procedures, including government rules, guidelines and legislation pertaining to grants; structure and organization of public sector agencies; principles and practices of management consultation and program analysis; principles and practices of budget development and implementation; modern office practices, methods and equipment, including computer hardware, software and internet use that is used in researching and monitoring grants. 

Ability to:

Analyze administrative, operational and organizational needs; evaluate alternatives and reach sound conclusions; consult effectively with management and staff; prepare clear and concise administrative documents and reports; apply applicable laws, codes and regulations; communicate clearly and concisely, both orally and in writing; effectively operate an office computer and a variety of word processing, spreadsheet, desktop publishing software, and internet applications; and establish and maintain effective working relationships.

Experience and Training:

Any combination of experience and training that would provide the required knowledge and abilities is qualifying.  A typical way to obtain the required knowledge and abilities would be:

Experience:

Two years of experience working with agencies that provide grant funding.  Five years upper-level analyst experience preferred. 

Training:

A Bachelor’s degree in business administration, public administration, accounting, political science, economics, English composition, journalism, communications or a related field.  

Physical Demands:
Work is performed in a normal office environment.  The position requires the ability to talk, listen, observe, stoop, reach, sit, stand, move and use repetitive motions.  The position requires the ability to operate a computer keyboard, copier, telephone, and motor vehicle.  Work requires lifting or moving up to 20 pounds.

Other Requirements:

Must maintain a valid California Driver’s License and have a satisfactory driving record.
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