Director, Grants & Contracts Business Analyst
Title: Director, Grants & Contracts Business Analyst
Team: Finance – Accounting & Controls
Location: New York preferred; Consideration for strong candidates in Philadelphia, Washington, DC; Boston and Chicago
Application Process: Applications will be reviewed on a rolling basis
Start Date: Immediately
Status: Exempt
Strand: Operations and Project Management
Job Code: 1.5-2-2
Position Summary

The Grants & Contracts Business Analyst collaborates with a portfolio of regional teams to create, implement and sustain a transparent and compliant programmatic, fiscal and audit infrastructure for ~$16m in federal, state and private grant funding. The Business Analyst works in conjunction with the Managing Director, Grants & Contracts and one dedicated staff accountant to develop budgets, establish awards, and monitor sponsored project activity and related requirements while providing assurances that expenditures are properly tracked, documented and recorded in the general ledger.  This includes establishing, developing and maintaining relationships between internal departments (Regional Development and Operations, Human Assets, Planning & Analysis and General Accounting) as well as external federal, state and private funding entities. The Business Analyst also works directly with Planning & Analysis and Regional Operations to develop and oversee grant-related budgets, while proactively establishing coding structures and cost tracking methodologies to ensure that direct, allocated, and matched costs are necessary, reasonable, and consistently treated per contract provisions, GAAP, OMB Circulars, agency regulations and SOX best practices applicable to the non-profit sector. The Business Analyst is a point of contact for all fiscal and audit inquiries and works closely with the regions and the Managing Director, Grants & Contracts and Controller to help ensure compliance.
Team Overview

The Finance and Administration team ensures that Teach For America has the financial and administrative capabilities to support our rapid organizational growth and enables us to meet our short- and long-term goals. The team oversees all financial matters, including accounting operations, budget planning and analysis, grants and contracts administration, and payroll processes. The team also manages all facilities, real estate strategy, and purchasing initiatives for the organization.

Responsibilities

Responsibilities will include, but are not limited to:

Establishing and Maintaining Program Relationships 

· Partner with the designated regional lead to understand all requirements associated with the current sponsored program portfolio and develop ongoing strategy to identify and maximize new funding opportunities.
· Develop budgets for proposals based on program needs and expectations, sponsor requirements, and existing/pending funding constraints. Work with the program managers to determine and maximize all allowable costs while simultaneously eliminating budget overlap.
· Define and resolve any issues related to pre-award activities in accordance with federal, state, funding agency/sponsor, and institutional policies and regulations. Provide guidance to programs on pre-award matters, including but not limited to applicable regulations, interpretation of solicitations and funding announcements, proposal preparation, budget development, contract terms, pre-award account requests and cost share requirements.
· Upon award receipt, establish regular, joint communication channels with designated program contact to ensure compliance and shared understanding of guidelines and responsibilities.
· Work with the designated program contact and other TFA units to ensure timely, financial reporting, billing and cash management
Establishing and Maintaining Sponsor Relationships 
In concert with the designated TFA program contact for each sponsored program:

· Work to establish and maintain excellent sponsor relationships
· Develop regular communications – e.g., financial updates and/or hold regular calls with agency programmatic and fiscal contacts to monitor progress of awards

· Ensure fiscal reporting is communicated in a timely manner.

Fiscal compliance and cash management

· Develop effective budgets and budget amendments, where necessary.
· Monitor awards using a strong understanding of OMB Circulars, CFR, funding agency regulations and internal financial management controls and systems. This will include managing a staff accountant and working with the Compliance Support Team to ensure identified costs are consistent with sponsor and TFA guidelines, and reported on a monthly basis.
· Develop periodic schedules for internal use in organizational revenue and cash flow projections 
· Manage fiscal reporting deadlines. Review and prepare release of external funding reports for Managing Director approval and release to funding agencies
· Assist in enhancing compliance to maintain a transparent audit trail with clean reconciliation to the general ledger 

Programmatic Compliance

· Work with the Managing Director as necessary to establish and maintain general compliance tools, training, and procedures
· As appropriate, provide tools, training and education to program managers and other TFA employees funded by grants and/or contracts.
· Assist in other identified ways to help maintain compliance of sponsored programs with OMB Circulars, agency and sponsor requirements
· Assist the Managing Director, as necessary, in assimilating relevant documentation for audits, working with program directors as necessary to compile requested programmatic information
Candidate Profile and Experience Prerequisites

Skills: 
· Strong public pre- and post-award management experience

· Ability to work well with a variety of individuals across various management levels within and outside of TFA to maintain stewardship of externally-funded programs

· Ability to design, create, and implement analytical systems, policies, and procedures

· Impeccable oral and written communications skills, including follow-up
· Ability to think critically, problem solve and support stakeholders in an entrepreneurial environment.

· Highly proficient in Excel, data management, accounting software, and web-based technology solutions. Experience with Financial Edge, Kronos Timekeeping and Workday a plus.

· Positive attitude, desire to be a part of a diverse team, and commitment to Teach for America’s mission
 Education and Experience:
· Bachelor’s degree in accounting, finance, business administration or related field; MA degree a plus.

5 – 7 years in research/grants administration, financial analysis, consulting, or similar transferable field
· Proven experience in a rapidly growing environment

Travel

2-5% to attend funding agency required trainings and/or conferences. Additional 20-30% for Philadelphia, Washington, Boston or Chicago-based incumbent for monthly team meetings in New York.

Benefits and Salary

Salary for this position is competitive and depends on prior experience. In addition, a comprehensive benefits package is included.

Anti-Discrimination Policy and Commitment to Diversity

Teach For America seeks individuals of all ethnic and racial backgrounds to apply for this position. We are committed to maximizing the diversity of our organization, as we want to engage all those who can contribute to this effort.

About Teach For America
Teach For America is the national corps of top college graduates and professionals who commit to teach for two years in urban and rural public schools and become lifelong leaders in the effort to expand educational opportunity. Our mission is to build the movement to eliminate educational inequity by enlisting the nation's most promising future leaders in the effort.

 

In the 2012-2013 school year, more than 10,000 first- and second-year Teach For America corps members will be teaching in 46 regions across the United States. Since 1990, Teach For America corps members have reached more than three million students.  Nearly 24,000 Teach For America alumni are working in education and many other fields, where they continue to advocate for students and families in low-income communities.  While only one in six corps members was interested in the teaching profession before joining Teach For America, nearly two-thirds of its alumni remain in the field of education.  

Teach For America’s culture and work is grounded in and guided by a deep commitment to pursuing true transformational change for students growing up in low-income communities. It is a leadership development organization – committed to fostering staff members, corps members and alumni who establish a clear and bold vision for the future, set measurable and ambitious goals, work purposefully and strategically to achieve that vision, always operate with a deep sense of possibility and with perseverance, and define broadly what is within its control to solve. It is an organization committed to its people, to diversity and inclusion, and to operating with respect and humility toward the other important people and organizations working to advance the cause of educational excellence for all children. 

90% of the students our corps members teach are African American and Latino and come from low-income backgrounds. Since the academic achievement gap in our country is largely drawn along lines of race and class, we know that it’s particularly important to foster the leadership of individuals – at all levels - who share the racial and economic backgrounds of our students. Our staff is diverse and we are thrilled to have staff members representing all racial backgrounds working here. For more information about our commitment to diversity, visit: http://www.teachforamerica.org/our-organization/diversity    
We are a high-growth, outcomes-oriented organization, with a $220 million budget and over 1,800 staff. In 2011 and 2012, we were named a Fortune 100 Best Company to Work For. We operate in an entrepreneurial environment, maintain focus on quantitative measures, and are committed to continuous improvement.

