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Job Title:    Grants Generalist 
Department:    Instruction 
Reports To:   Assistant Superintendent for Instruction & Instructional Supervisors  
FLSA Status:   Exempt 
Prepared By:   David Elebash/Beth Whitelock 
Prepared Date:   June 25, 2014 

Approved By:   Superintendent 
Approved Date:  June 26, 2014 
 
I. Summary 
 

The individual is responsible for the development of grant application packets, 
management forms, working with the Finance department, tracking and reporting of 
expenditures, and progress reports for major state, federal and private grants by 
performing the following duties, as well as general clerical duties. 
 

II. Essential Duties and Responsibilities include the following:  Other duties may be 
assigned by the Assistant Superintendent for Instruction or other Instructional Supervisor.  

 
 Researching potential grant opportunities for school programs as requested. 
 Compiles the grant application packets and narratives and submits to appropriate 

agency. 
 Monitors financial transactions of the grant, including pre-award planning, 

implementation, and post-award reporting. 
 Works with school system Finance staff to complete required financial forms and 

reports. 
 Reports progress of grants to area supervisors.  Informs area personnel about the 

status of the grant. 
 Maintains records for documentation and ongoing program evaluation 
 Ensures that all grants have been spent according to designated timelines and 

within allocated budget. 
 Assists in coordination between multiple programs/departments, including 

regular updates and ongoing information 
 Ensure grant compliance in planning, monitoring, reporting, etc. 
 Provide training or training assistance regarding grant work, as needed 
 Maintain accurate records and assist in general clerical work, including but not 

limited to purchasing, receiving inventory, and distribution of materials as 
needed 

 Demonstrate technical proficiency in programs related to grant development, 
application, documentation, and reporting (i.e. Microsoft, online grant 
applications, financial reporting systems, etc.) 

 Attends all meetings related to grant development, implementation, and reporting 
 



 

 

 
III. Qualifications  
 
 To perform this job successfully, an individual must be able to perform each essential 

duty satisfactorily.  The requirements listed below are representative of the knowledge, 
skill, and/or ability required.  Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 

 
A. Education and/or Experience 

Bachelor’s degree with demonstrated success in writing grants.  Or, equivalent 
combination of education and job related experience. 
 
 

B. Certificates, Licenses, Registrations 
Must have a current driver’s license as there may be in county and out of county 
travel. 

 
C. Language Skills 

Must have excellent written and oral skills. 
 

D. Mathematical Skills 
Ability to monitor a budget and compute figures associates with salaries and 
expenses. 

 
E. Reasoning Ability 

Ability to read and analyze a wide variety of educational publications and fiscal 
procedures associated with the grants process.  Must have ability to solve 
complex situations and be able to report and respond to potential issues. 

 
F. Computer Skills 

Must be proficient with the Microsoft Office Suite, Windows, and Adobe Reader 
as well as email skills. 

 
G. Other Skills and Abilities 

Ability to work under pressure and to meet multiple deadlines is required.  Must 
be able to adapt to a wide variety of individuals submitting information for grant 
packets and reports. 
 

 H. Other Qualifications 
This position requires the individual to be organized and to present material to 
individuals in a professional manner.  

 
IV. Physical Demands 
 The physical demands 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.  Reports potentially unsafe conditions; Uses equipment and materials 
properly. 

 



 

 

 While performing the duties of this job, the employee is regularly required to talk or hear.  
The employee is frequently required to stand; walk and use hands to finger, handle, or 
feel.  The employee is occasionally required to sit and reach with hands and arms.  The 
employee must occasionally lift and /or move up to 20 pounds.  Specific vision abilities 
required by this job include close vision, distance vision, color vision, peripheral vision, 
depth perception and ability to adjust focus. 
 

V. Work Environment 
 The 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.   

 
 While performing the duties of this job, the employee is occasionally exposed to moving 

mechanical parts.  The noise level in the work environment is usually moderate. 
 
 


