DC Department of Health

Job Title: Grants Management Specialist
Program Coordinator
Grade: CS-13
Program Coordinator
Job Summary:

Salary Range: $89,457 - $115,262

This position is located in the DC Department of Health (DC Health). The position description depicts generalized duties and
responsibilities required of a position with primary responsibility for grants management processes to ensure compliance,
documenting policies, procedures, record keeping, and reporting regarding all grant activity within the organization.
The purpose of the work is to administer, implement, and monitor grants issued through organization's programs; and document
policies, procedures, record keeping, and reporting regarding all grant activity within the organization. The work ensures the efficient
and appropriate management of grants received from the Federal government and other sources.
The work is characterized by the need to manage critical, complex, time-sensitive grant projects to delivery, on time and within
budget; and the requirement to interface with multiple District and Federal organizations for the purpose of planning, monitoring and
evaluating grant programs for compliance with financial and program grant requirements. Decisions on the critical issues are
complicated by such factors as conflicting interests of different economic and social groups, divergent views and approaches, and
unresolved questions of the respective roles of the District and local jurisdictions.
Guidelines consist of legislation, broad and general policy statements, and grants related regulations involving the Federal and
District governments. The incumbent uses sound judgment and discretion in determining intent, and in interpreting and revising
existing policy and regulatory guidance for use by others within or outside the organization.

Duties and Responsibilities:

Manages grants processes to ensure compliance with District regulations and best practices; implementation of efficient business
processes; and achievement of best-in-class customer service. Actively updates grants manual in coordination with legal team and
other District organizations. Ensures quality and consistency of work. Identifies areas for improvement and enhancement in grants
management, and provides training. Plans work to be accomplished, and set goals and priorities.
Provides policy guidance to program staff through meetings, briefings, seminars or conferences. Maintains contact with grantors,
organizations, and entities, as necessary, to ensure compliance. Manages the development and operation of a record system to
inventory and track all grants and sub-grants. Establishes and maintains a grants information database and develops and/or
maintains grants management planning tools, such as automated systems for financial information and reporting.
Coordinates with the organization and Fiscal Officer to determine grant needs, and create and update grant plans. Maintains contact
with grantor, organization, and entities, as necessary, to ensure compliance. Serves as point of contact for items, issues, and
questions relating to grant proposal. Troubleshoots and assists in resolving grant issues/problems, and offers alternative solutions to
problems and concerns.
Develops a strategy for monitoring grant recipients and ensuring policies and procedures are in place, and that grant funding is
applied properly. Prepares policy guidelines, standards, and criteria, and compiles reports outlining status; monitoring activities and
results related to all grants.
Identifies alternative solutions to unique grants problems in assigned projects, integrates the work of others as a team or project, and

Qualifications
and Education
predicts future environments
or the impact on future processing. Reviews proposed budgets and tracks grant expenditures to ensure

compliance
with established
grant program
Works with organization staff to monitor the performance of grantees and their
Bachelor's Degree
in public health
or relatedguidelines.
field preferred.
compliance with the obligations and requirements of the grant agreement(s).
Must possess one (1) year of specialized experience equivalent to at least the grade 12 level. Specialized experience is experience
Provides
critical analyses
evaluation
actual
or potential
effectiveness
ofknowledge,
current and/or
program
activities. Keeps
which is directly
related toand
position
which of
has
equipped
the individual
with the
skillprojected
and abilities
to successfully
perform
abreast
of of
current
practices
and trends
of grantsstudies
management,
and identifies
areas for work
improvement
in grants
the duties
the position
to include
conducting
and performing
other analytical
related toand
theenhancements
planning, development,
management.
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Expert knowledge
of as
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regulations, rules, policies, procedures, and methods governing the administration of grants, cooperative
agreements, and awards. Expert knowledge of and familiarity with grants management, including proposal review procedures, grant
monitoring, and review and issuance regulations.
Expert knowledge of program management principles to accurately estimate the level of effort and resources required, achieving
multiple and concurrent projects in a timely manner.
Expert knowledge of analytical and evaluation methods and techniques, and the ability to conduct research on the feasibility and
effectiveness of proposed solutions to legislative issues, programs, and projects.
: 1015 Half Street SE, Washington DC, 20003
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Expert knowledge of grants/assistance management processes and techniques consistent with sound business and industry

