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ICAN HOUSING – AVAILABLE POSITION 
  

 

Title:  Grants Administrator  
  
Department:  Administration    FLSA Status:  Non-Exempt 
Reports To:  Development Director    Revised: October, 7 2016   

 
PURPOSE 
The Grants Administrator is primarily responsible for managing the administrative processes for grants from     
pre-award through close-out to ensure full compliance with funder rules and regulations and successful grant 
performance. This includes building the capacity of team members to ensure these outcomes. Additionally, 
reporting to, and in partnership with, the Development Director, the Grants Administrator will implement 
development efforts for continued organizational growth. Other duties may be assigned. 
  
ESSENTIAL FUNCTIONS 

1. Assist with implementation of approved Organizational Plan consistent with the Agency’s mission and 

strategic plan. 

2. Develop and implement grant and contract management systems that standardize administrative 

procedures for efficient award and sub award management emphasizing compliance and performance; 

3. Build capacity in and train other team members in the implementation and use of these management 

systems;  

4. Collaborate with team members to monitor grant and contract performance and prescribed use of the grant 

and contract management systems; 

5. Establish expert knowledge of organizational policies, donor regulations and specific award terms and 

conditions; 

6. Assist with codification of policies and procedures to facilitate goal attainment and ensure regulatory 

compliance; 

7. Contribute to the development and delivery of specialized training to team members on regulations, 

policies, compliance requirements and best practices in grant and contract management; 

8. Identify regulatory and funder reporting requirements. Convey reporting requirements to designated staff, 

and ensure quality and timely submission of all reports, including those directly prepared;  

9. Convey record keeping requirements to designated staff, and assist with data management internally and 

in funder data systems as needed, and verify regulatory compliance; 

10. Identify and/or develop documents, including templates, for use by team members in carrying out 

compliance and reporting activities; 

11. Prepare for and represent the agency during programmatic monitoring, reviews and site visits from funders 

in cooperation with appropriate team members; 

12. Research funding opportunities, including federal, state, and local government funders, as well as private 

foundations and businesses; 

13. Implement the proposal development process according to multiple submission deadlines in a fast-paced 

work environment, and draft letters of intent or interest and/or funding proposals; 

14. Use research-based statistics and evidence-based practices in program descriptions; 

15. Facilitate execution of funding agreements and closing documents where applicable; 

16. Assist with assessment of programmatic data management needs and help identify hardware, software, 

and training to support:  data-driven decision making, documenting effectiveness, and efficiency in data 

gathering and reporting; 

17. Implement approved strategies for increasing awareness of the Agency’s success. 
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REQUIRED QUALIFICATIONS 
 
Education, Training, and/or Experience  
1.    Minimum Bachelor’s degree in Human Services or related field and three years’ position related experience.   
2.    Federal/private grant writing experience, exceptional organizational and research skills, and the ability to 
       prioritize and handle multiple projects simultaneously.                                                                                 
 
Certificates, Licenses, Registrations  
Current and valid Driver License, access to vehicle 
 
PREFERRED QUALIFICATIONS 
 
Language Skills  
Ability to read and interpret professional publications, detailed instructions, government regulations, grants, 
proposals, and contracts. Ability to write and present information to team members, stakeholders, public groups, 
and/or boards of directors.  Ability to communicate new ideas and processes clearly and succinctly. 
 
Interpersonal Skills 
Ability to work cooperatively with people of diverse backgrounds, cultures and needs and to negotiate situations 
with differing viewpoints and objectives.   
 
General Skills 
Detail orientated with an ability to meet deadlines. Possesses an understanding of the non-profit/social services 
and private sectors.   
 
Computer Skills 
Effective use of Microsoft Word and Excel. Working knowledge of Microsoft Publisher and PowerPoint and use of 
the Internet for research and communications. Adaptable to database, compliance and reporting software.   
 
Supervisory Responsibilities  
This job has no supervisory responsibilities.   
 
PHYSICAL DEMANDS AND WORKING CONDITIONS 
Majority of job requirements are performed in an office setting.  Requires ability to operate standard business 
office equipment.  Requires the ability to travel by automobile and attend state meetings and conferences. 
 
 
Note:  The final applicant selected for this position will be required to submit to a drug test for illegal drug use and 
to a background check.  Results could impact hiring. 
 
Salary:  $44,000 
 
Hours:  Monday through Friday, 8:00am to 5:00pm 
 
Application Deadline:  10/23/16 
 
Send Resume and Cover Letter to: paulal@ican-inc.org 

    Attention: Executive Assistant 
    ICAN Housing 
    1214 Market Avenue North 
    Canton, Ohio 44714 
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