City of Chattanooga, TN

Classification Title:  Grants Analyst

	Department: 
	Finance
	Pay Grade:
	TBD

	Supervision Received From:
	Accounting Manager
	FLSA Status:
	Exempt

	Supervisory Responsibility For:
	None
	Established:

Revision:
	09/24/12


CLASSIFICATION SUMMARY:

Incumbents in this classification are responsible for performing professional grant administration work in the management of the financial cycle of City grants. Duties include but are not limited to: development, analysis and monitoring of grant and financial documents, accounting and reports; and financial analysis, auditing and research as related to grant accounting and reporting.  Works under limited supervision and uses independent judgment and discretion.
SERIES LEVEL:

The Grants Analyst is a standalone position in the Finance Department.
ESSENTIAL FUNCTIONS:

(The following duties ARE NOT intended to serve as a comprehensive list of all duties performed by all employees in this classification, only a representative summary of the primary duties and responsibilities. Incumbent(s) may not be required to perform all duties listed and may be required to perform additional, position-specific duties.)

· Manages the entire financial cycle of all City grants; monitors City Council approval of grant applications; budget and cash flow; and analyzes, researches, and compiles financial data in compliance with OMB Circular A -133, other Federal Management Circulars, “Yellow Book”, and other related federal, state and local regulations and guidelines for proper implementation and record keeping.
· Implements established grant accounting policies and procedures to monitor grant funds and expenditures in compliance with applicable federal, state, and local grant guidelines and regulations; sets up new grants budgets/accounting, modifies existing grants budgets/accounting; monitors, verifies, and reclasses errors ingrant charges, budget overruns, accounting, and close outs; maintains all grant report specifications within the accounting system; and ensures accounting and budgeting transactions are recorded to the appropriate source/program and comply with Generally Accepted Accounting Principles (GAAP).
· Ensures proper budget preparation of grant including annual budget, split between multiple years; and recommends budget entries for accurate budget to actual reporting.
· Meets with grant recipients to review funding agency requirements, grant deliverables, allowable expenditures and reporting deadlines; monitors grant budget and reporting timelines; assists with preparing grant reports and requests for reimbursement; reviews all departmental reports to funding agencies and determines corrective action as needed.
· Coordinates and implements the timely process of  requesting, receiving, and paying out federal grant funds while maintaining compliance with the grant agreement and applicable federal, state, and local regulations and guidelines   .
· Prepares and initiates timely and accurate grant financial reports and meets with management to advise on budget status and expenditure activity; coordinates with and assists the department regarding budget adjustments, overrides, reclassifications, , and project close-out.
· Reconciles grant financial records with general ledger and prepares month end reports which includes but is not limited to journal entries, gathering, tracking, reviewing and verifying all monthly grant charges; and producing computerized monthly summaries of data.

· Reviews departmental grant reports, documentation, and data to ensure compliance as required by the grant agreement for timely and accurate financial reporting; assists departments in correctly extracting and understanding financial data; analyzes departmental reconciliation of grant reports to the accounting system.

· Provides information for single audit component by reviewing documentation, evaluating expenditure activity levels; monitoring cash receipt activity levels; and reviewing and analyzing all monies received; ensures posting to proper accounts; documents and determines corrective action on deficiencies, errors and discrepancies.

· Prepares and schedules for annual grant audit activity; assists departments with fiscal audits conducted by grantor agencies; and assists external auditors in their audit procedures.
· Maintains grant files both hard copy and computerized electronically stored records.
· Completes routine grant financial reporting activities for the Police Department; and coordinates with the program officer on issues related to grant status reports and financial status reports with the appropriate oversight agency; draws down federal/state funds; and submits quarterly financial reports.
· Provides training and guidance to grant recipients on grant requirements, financial documentation, reporting, and other requirements as needed.

· Participates in/on a variety of meetings, committees, and/or other related groups in order to receive and convey information.

· Performs other duties as assigned.
MINIMUM QUALIFICATIONS:

Bachelor’s Degree in Accounting, Business Administration or a related area and two years of experience in accounting/auditing to include one year of experience working in grant accounting or grant auditing.
LICENSING AND CERTIFICATIONS:

None.

KNOWLEDGE AND SKILLS:  
Knowledge of accounting, budgeting, and auditing principles; mathematical principles; analytical methods; payroll processes; financial reporting requirements; applicable Federal, State, and Local laws, rules, regulations, and standards; financial and governmental accounting principles, practices, and requirements; municipal governmental operations; automated financial accounting systems; statistical methods; electronic data processing principles; GASB requirements; and the Government Finance Officers Association requirements concerning the Certificate of Achievement for Excellence in Financial Reporting.

Skill in preparing a variety of financial statements, reports, forms, schedules, disclosures, and statistics; preparing and maintaining accounting records and information; reconciling accounts; using a computer and related software applications; interpreting, analyzing, and researching financial data, information, and issues; and exercising independent and decisive judgment; and, communication and interpersonal skills as applied to interaction with coworkers, supervisor, the general public, etc. sufficient to exchange or convey information and to receive work direction.

PHYSICAL DEMANDS
Positions in this class typically require: reaching, fingering, grasping, talking, hearing, seeing and repetitive motions.

WORK ENVIRONMENT:

Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to lift, carry, push, pull or otherwise move objects, including the human body.  Sedentary work involves sitting most of the time.  Jobs are sedentary if walking and standing are required only occasionally and all other sedentary criteria are met.

SPECIAL REQUIREMENTS:
Safety Sensitive:  N  
Department of Transportation - CDL: N
Child Sensitive: N

The City of Chattanooga, Tennessee is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the City will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective and current employees to discuss potential accommodations with the employer.
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