OSSE

Job Title: ESSER Program Analyst
Grade:

CS-13

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

Job Summary:
The Office of the State Superintendent of Education (OSSE) is the State Education Agency for the District of Columbia charged with
raising the quality of education for all DC residents. OSSE is focused on sustaining, accelerating, and deepening the progress being
made for the District’s 90,000+ students. OSSE serves as the District’s liaison to the U.S. Department of Education and works closely
with the District’s 470+ early childhood facilities, 250+ schools, 60+ local education agencies (including DCPS and charter
organizations), and community-based organizations to provide critical programming and resources to our stakeholders.
The Office of Federal Programs and Strategic Funding within OSSE’s Division of Systems and Supports, K-12, administers and
oversees major federal grant programs, including Every Student Succeeds Act (ESSA) grants, Scholarship and Opportunities for
Results Act (SOAR) grant and the Elementary and Secondary School Emergency Relief (ESSER) grants, and supports local
education agencies in applying for managing these funds to support the students in the District of Columbia.
The Program Analyst will coordinate with the US Department of Education for the CARES Act, CRRSA Act, ARP Act and related
federal stimulus grant programs, including reviewing subgrantee applications, managing subgrantee data, and reporting for the
District of Columbia. The Program Analyst will liaise with and provide technical assistance to approximately twenty subgrantees,
including providing ongoing strategic support for grant implementation and overseeing day-to-day grant routines, including
reimbursement and monitoring. The Program Analyst will work collaboratively with the Systems and Supports, K-12 team to
continuously improve grant management processes and procedures.

Duties and Responsibilities:
Specific functions of the Program Analyst include:
• Provide technical assistance to approximately twenty subgrantees, including providing ongoing strategic support for grant project
implementation and overseeing day-to-day grant routines
• Prepare program-related communications for executive decision-making as well as for the general public
• Use research skills to identify interrelated program problems, draw conclusions, and develop recommendations to improve program
efficiency and effectiveness
• Manage projects related to overall improvement of grant management and data organization and tracking

Qualifications and Education
• Familiarity with regulations and laws that govern public finance processes and federal grants (e.g., Uniform Grants Guidance,
EDGAR)
• Strong verbal and written communication skills; ability to synthesize and distill information to make it clear and relevant to a
particular audience
• Proficiency in Excel with the ability to analyze large datasets and draw concise conclusions
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