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Grant Administrator
Under the general direction of the Director of Community Development and Planning (DCDP), the Grant Administrator researches and identifies grant funding sources, prepares and submits grant applications to meet the City’s housing and community development priorities and goals, and manages grants received by the DCDP including maintaining records, procuring goods and services, monitoring performance, preparing reports and insuring compliance with applicable rules and regulations.  Provides professional assistance and direction to the grant staff, acts on behalf of the Director during absences and performs related work as assigned by the Director.

Specific Duties:

1. Assist with the study and evaluation of and reporting on the community development, including housing and social/human service needs of the City;

2. Review and remain current with all state and federal legislation and programs for possibilities and opportunities which offer grants relevant to the City’s community development needs;

3. Assist in the design and preparation of plans, programs and projects aimed at meeting the City’s community development needs;

4. Meet with community groups, local, state and federal officials as necessary to prepare and coordinate relevant assessments, plans, programs and grant applications; 

5. Prepare appropriate grant applications, according to the formats required, and submit applications to funding agencies and foundations;

6. Procure goods and services according to federal, state and local regulations;

7. Manage grant funded projects, monitor the performance of sub-grantees and contractors, prepare narrative and financial reports, and insure compliance with state and federal regulations;

8. Maintain files and prepare periodic reports in compliance with grant requirements;

9. Assist other City departments and local agencies to prepare grant applications and comply with grant requirements;

10. Perform other duties as assigned by the Director consistent with the activities of the Department of Community Development and Planning.

Must possess Bachelor’s degree and have more than 3 years related experience or any equivalent combination of education and experience and a valid driver’s license. Must possess or obtain within 18 months MA Certification for Public Purchasing Official.  

