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Grants Manager
JOB DESCRIPTION 

DATE:

July 2011

SUMMARY of Position Description

The Maine Quality Counts (QC) Grants Manager is responsible for managing and supporting the grants and contracts activities of QC.  The QC Grants Manager will oversee invoicing, accounting, reporting, and other administrative functions to ensure successful execution of QC grants and contracts.  The position requires a hands-on analytical, detail-oriented, self-motivated manager who is able to effectively supervise and support QC’s grant administration and contracting operations.  The Grants Manager is expected to identify and develop strategies to optimize the grants and contracts administration process to make it as efficient and effective as possible in order to support QC team’s evolving needs, particularly recognizing the increasing volume and complexity of these programs. The Grants Manager works closely with QC Program Managers and QI Specialists, and reports to QC Associate Director.
MINIMUM KNOWLEDGE, SKILLS AND ABILITIES REQUIRED

1. Undergraduate Bachelors degree.
2. Experience with health, research, and/or non-profit grants management.

3. Experience in project management, administrative practices, and health care systems management normally acquired during 3 to 5 years of related work experience preferred.
4. Excellent project management skills with demonstrated experience in managing administrative projects with excellent organizational skills.

5. Excellent oral communication and presentation skills; demonstrated written communication skills. 

6. Excellent relationship management skills. 
7. Demonstrated ability to work effectively and collaboratively within a team; ability to provide support for relevant QC staff, while holding staff accountable for their performance.
8. Experience with basic financial management skills, including developing and monitoring budgets and financial reporting; managing balance sheets and income statements; and accounts receivable.

9. Ability to work both independently and to collaborate with teams of individuals in diverse settings, with solution-oriented approach.

10. Ability to handle multiple projects and work well under pressure, including working with interruptions and deadlines; ability to prioritize work, meet deadlines and produce quality results on schedule with attention to detail.
11. Knowledge of Maine healthcare environment preferred.

12. Knowledge of computer software, including Excel. 
ESSENTIAL FUNCTIONS AND PERFORMANCE EXPECTATIONS

1. Grants fiscal operations management 
· Establish and implement a database to track QC grants and contracts, and establish appropriate tracking and accounting procedures. 
· Assure accuracy and integrity of the QC grants and contracts database, and keep relevant staff informed of upcoming deadlines and deliverables, ensuring complete follow through on all grants and contracts.
· Establish financial controls and systems for new grants and contracts. 

· Provide review and oversight for fiscal operations for QC grants and contracts.
· Establish systems and processes for invoicing QC contracts.
· Provide input on development of new QC grants and contracts, and ensure compliance with QC policies and resource needs.
· Make recommendations for corrections or budget transfers when needed. 
2. Information tracking, analysis, and reporting 
· Develop system for tracking reporting requirements for QC grants and contracts.

· Work with MMA/QC administrative and finance staff to manage processing and tracking of revenue and expenses for QC grants and contract, and to ensure proper accounting of grant funds and contracts.
· Work with relevant QC staff to ensure accurate month-end reconciliations for grant and contract-supported programs, and to ensure that grant objectives are being met.
· Work with relevant QC staff to coordinate periodic and final reporting for QC grants; provide support to staff to ensure compliance with reporting timelines, and to ensure that funder narrative and financial reports are complete, timely and accurate.
· Compile and analyze grant and contract-supported project and financial data.
· Maintain accurate and complete electronic and hard copies of grant and contract files.
3. Support and training 
· Work collaboratively with and serve as resource to QC staff to support grants and contracts management and reporting systems, to ensure success in meeting grant tracking and reporting requirements.

· Train new QC staff on grants management and reporting requirements.
WORKING CONDITIONS

· Office environment is busy, with many deadlines, simultaneous projects, interruptions and many incoming emails and calls.
· Ability to travel throughout the state

· Normal office physical conditions with little exposure to excessive noise, dust, temperature, etc.

REPORTING RELATIONSHIPS

Reports to the QC Associate Director.
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