                  HR USE ONLY



Position Code:  100387

Employee Type:  Hourly/Salary

                        

Effective Date:  06/04/18
                       

Developed By:  Rob Baker
                        

HR Consultant:  Ann Nevins
TITLE:




Grants and Compliance Admin 
DEPARTMENT AND COST CENTER:
BU 650/Foundation 97500CHE


ROLE OVERVIEW:
The Grants and Compliance Admin provides pre-award and post-award grants administration and financial analyst support for Network. The position will work closely with the Director of Grants and Compliance, physicians and staff.  
REQUIRED EXPERIENCE:
Four years related research administration or financial analysis experience at a university or healthcare system. 
REQUIRED EDUCATION:
A Bachelor’s degree required. 
REQUIRED LICENSE: 
None
 
PREREQUISITE SKILLS:


· Possess advanced Microsoft Office skills. 
· Experience working with grant management databases, familiarity with Oracle PeopleSoft Grants, a plus.
· Experience in pre- and post-award and award close-out administration, financial and compliance management of both sponsored programs, including state and federal grants, and private foundation grant funding.

· Experience in financial management for contracts and grants awards in accordance with institutional and agency requirements. 
· Ability to be an active participant in a cross-functional administrative office setting

· Ability to think analytically with demonstrated talent for identifying, scrutinizing, improving, and streamlining complex work processes

· Experience in financial management/forecasting. Ability to interpret financial data and operating metrics
· Possess strong organizational skills. Ability to multitask and prioritize work is essential
· Ability to meet deadlines and maintain sensitive and confidential information

· Ability to work independently and as a member of a team

· Possess excellent written and verbal communication skills

· Ability to operate effectively in a fast-paced constantly changing environment
SKILLS TESTING:
NA
REPORTS TO:
Executive Director of Foundation Operations
SUPERVISES:
NA
ESSENTIAL FUNCTIONS:

The following functions describe the essential duties of this role. Individuals in this role may not perform all of these duties, or may perform additional, related duties not listed here. 

1. Facilitates the financial management associated with planning, negotiating, setting up, managing and closing out sponsored programs, including state and federal grants, and private foundation grants.
2. Pre-award:  interpret regulations and guidelines for program submission and funding, consult with principal investigators regarding options to be used in proposal planning and execution, review budgets.

3. Post-award:  Perform financial reporting, invoicing and analysis including billing, preparing federal financial reports, analysis and reconciliation of revenue and expenditures, program income and cost-share review and reporting, award monitoring and compliance, facilitate monthly effort tracking and variance analysis for investigators, assists with quarterly and annual progress reports and with meeting all funder reporting requirements, ensures grant expenditures are in compliance with grant contracts and grantor regulations.
4. Award Close-Out:  reconcile budget, assist principal investigator in preparation and submission of financial status reports, issue credit memos and transfer credit balance, prepare expenditure summary reports, exclude unallowable expenditures. 
5. Serve as a central resource to program administrator, principal investigators, and grants administration personnel on all finance aspects of grants and maintain appropriate records and databases

6. Suggests process improvements for review and consideration to the Director of Grants and Compliance and the Executive Director of  Foundation Operations
7. Manages and maintains draft templates of commonly needed financial documents for grant applications

8. Meet with principal investigators and staff in a collaborative effort to identify and quantify pertinent information impacting government and foundation grants

9. Acts as a liaison with the Network finance department as needed

10. Remains current on business and community affairs, as well as grants administration best practices and trends by attending appropriate meetings, trainings and seminars.

11. Adheres to the Association of Fundraising Professionals Code of Ethical Principles and Donor Bill of Rights.

12. Serves as a role model for Standards of Behavior and PRIIDE Values.
13. Performs other duties as assigned which are consistent with the general responsibilities of the position.
COMPETENCIES:
Identify those technical competencies (role summary specific) necessary to perform the work.
PHYSICAL/ENVIRONMENTAL

REQUIREMENTS:
Please see check list
WORK-PLACE ACTIVITIES*

* Frequencies based on DOT (Dictionary of Occupational Titles) standard frequencies

	Activity
	
	Never
0% of the day

0 per day

0
	
	Occasional
1-33% of day

1-66 per day

1 per 15 min.
	
	Frequent
34-66% of day

67-200 per day

1 per 5 min.
	
	Constant
67-100% of day

200 plus per day

1 per 30 sec.

	Standing
	
	
	
	*
	
	
	
	

	Sitting
	
	
	
	
	
	*
	
	

	Walking
	
	
	
	*
	
	
	
	

	Bending
	
	
	
	*
	
	
	
	

	   Forward
	
	
	
	*
	
	
	
	

	   Sideways
	
	
	
	*
	
	
	
	

	Climbing
	
	*
	
	
	
	
	
	

	Grasping
	
	
	
	*
	
	
	
	

	Pushing (Carts, wheelchairs, etc)
	
	
	
	*
	
	
	
	

	Pulling (Carts, wheelchairs, etc)
	
	
	
	*
	
	
	
	

	Twisting at waist
	
	
	
	*
	
	
	
	

	Work above shoulders
	
	
	
	*
	
	
	
	

	Repetitive arm movement
	
	
	
	
	
	*
	
	

	Reaching
	
	
	
	
	
	
	
	

	   Overhead:
	
	
	
	*
	
	
	
	

	   Forward:
	
	
	
	*
	
	
	
	

	   Side:
	
	
	
	*
	
	
	
	

	   Rear:
	
	
	
	*
	
	
	
	

	Squatting
	
	*
	
	
	
	
	
	

	Kneeling
	
	*
	
	
	
	
	
	

	Crawling
	
	*
	
	
	
	
	
	

	Wrist & Forearm
	
	
	
	
	
	
	
	

	   Pronation / Supination
	
	
	
	
	
	*
	
	

	Nondependent patient transfers
	
	*
	
	
	
	
	
	

	Dependent patient transfers
	
	*
	
	
	
	
	
	

	May drive between worksites
	
	
	
	
	
	*
	
	


	Lifting and Carrying
	
	Never
	
	Occasional
	
	Frequent
	
	Constant

	Under 10 lbs
	
	
	
	*
	
	
	
	

	10-20 lbs
	
	*
	
	
	
	
	
	

	20-30 lbs
	
	*
	
	
	
	
	
	

	30-40 lbs
	
	*
	
	
	
	
	
	


CareConnect (EPIC)
Questionnaire

	Question
	Yes
	No
	Comments

	1. Will this role need access to CareConnect (Epic)?
	
	X
	

	If NO, you do not need to answer any other questions
	
	
	

	If YES, will read-only access be sufficient?

If NO, please indicate why
	
	
	

	
	
	
	

	2. Is there an existing role in the network that is similar to this role?
	
	
	

	If YES, what is that role and what is different with this new role?
	
	
	

	
	
	
	

	3. Will access to view the clients full Social Security Number be necessary?

If yes, please explain.
	
	
	

	
	
	
	

	4. Please indicate the areas in the Network that this employee will be working
	
	
	

	A. Ambulatory Setting (ie: clinic, doctors office, hospital based clinic)

Please indicate if it will involve any of these activities:

Front Desk

Billing:     Physician     Hospital

Direct Patient Care
	
	
	

	B. Inpatient Setting
Please indicate if it will involve any of these activities:

Bed Planning

Direct Patient Care
	
	
	

	C. Surgery

Please indicate if it will involve any of these activities:

Scheduling

Charging
	
	
	

	D. Emergency Department
	
	
	

	E. Radiology

Please indicate if it will involve any of these activities:

Front Desk

Billing:     Physician     Hospital

Direct Patient Care
	
	
	

	F. Home Health
	
	
	

	
	
	
	

	NOTE:  If we need additional details or need a person to review the testing of the Security Template for CareConnect access, whom may we contact?
	
	
	


