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	POSITION PURPOSE

This position exists to accomplish the complex functions of providing financial assistance, monitoring, assistance and training for community action agencies, Indian Reservation Governments, and other public and non-profit entities.  The incumbent serves as a primary and direct contact with multiple grantees and persons (executive directors, program staff, and boards of directors, commissioners, and program clients).  The incumbent is informed and guided by multiple state and federal funding sources and regulating bodies.  He/she performs field monitoring to identify exemplary activity and program improvements and corrective actions to achieve compliance and to maximize outcomes for families. Assistance is provided to grantees to achieve short-term and long-term success.  Resources and programs include: Office of Economic Opportunity Grant; Community Services Block Grant; state and federal emergency shelter, homeless prevention and transitional housing grants; community food distribution; other anti-poverty and self-sufficiency programs.



	REPORTABILITY

 Reports to: Economic Opportunity Supervisor    

     Supervises:  None
 



	DIMENSIONS

     Budget:        $20 million

Clientele:        450,000 low income citizens within the State

                     29 Community Action Agency staffs and Boards of Directors

                     11 Indian  Reservation Governments

                     Food Assistance Programs Grantees

                     Shelter Grantees

                     Local and State public officials and their associations

                     State and statewide community Groups

                     State Legislators and staff
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	PRINCIPAL RESPONSIBILITIES, TASKS AND PERFORMANCE INDICATORS


	Priority
	% of Time
	Discretion

	
	RESPONSIBILITY:  #1

Maintain and communicate a high level of knowledge about multiple, complex programs, statutes, rules and regulations so that grantees can maintain eligibility to receive funds and maximize their effectiveness.

TASKS

1. Participate in internal and external programs and policy training and information exchange.

2. Manage the analysis of core and related statutes and rules governing administrative and grantee requirements.

3. Exchange expertise and information among program and field staff.

4. Propose changes to program funding plans, procedures manuals, monitoring processes and forms, and grantee outcome reporting.

PERFORMANCE INDICATORS

1. Participate in the development and execution of grantee training, including content presentations.

2. Drafts for changes are prepared for program coordinators and other staff responsible for program policy and procedures.

3. Information sources are documented and recorded.

4. Plan and procedural changes are explained, justified and recorded.
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	PRINCIPAL RESPONSIBILITIES, TASKS AND PERFORMANCE INDICATORS


	Priority
	% of Time
	Discretion

	
	RESPONSIBILITY:  #2 

Manage the assessment of ½ of proposals submitted for the funding of grantees so that state and federal resources are available in local communities to address issues of poverty, hunger and homelessness.

TASKS

1. Assess proposals completely and thoroughly, following standard formats.

2. Determine and request needed changes in proposals.

3. Assist grantees to submit complete and complying workplans, budgets, and supporting information.

4. Approve or reject the proposals for grants.

5. Assess and approve or disapprove requests to modify grants during their course.

PERFORMANCE INDICATORS

1. Proposals are assessed within one week of receipt.

2. Grantees are advised of weaknesses/omissions and how to make corrections.

3. Revised proposals are reviewed within one week.

4. Requests to modify existing work plans and budgets are assessed and grantees are notified of the outcome within two weeks.
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	PRINCIPAL RESPONSIBILITIES, TASKS AND PERFORMANCE INDICATORS
	Priority
	% of Time
	Discretion

	
	RESPONSIBILITY:  #3

Develop detailed plans and strategies for monitoring grantees addressing the issues of poverty, hunger and homelessness, so that grantee compliance with programs’ requirements and state and federal regulations are addressed at a practical level.

TASKS

1. Prepare a pre-monitoring set of information about the grants, the grantees’ fiscal behavior and other information from files and Office of Economic Opportunity Staff.

2. Manage ½ of the in-house sets of grantee corporate documents.  Assure documents are complete and current; obtain updated versions of documents that expire or change.

3. Schedule and conduct on-site assessment reviews, including conducting meetings, focus groups, and discussions with local staff and boards of directors.

4. Analyze findings and prepare summary reports for grantees’ management staff and boards of directors, as well as Office of Economic Opportunity Staff.

PERFORMANCE INDICATORS

1. Office of Economic Opportunity staff is notified of planned visits two weeks in advance.

2. Corporate documents are complete and current.

3. Monitoring reports are prepared within 30 days of an on-site visit.
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	Priority
	% of Time
	Discretion

	
	RESPONSIBILITY:  #4

Function as an official and represent the Office of Economic Opportunity in meetings with local boards of directors/governing boards and with statewide planning groups so that policies, procedures and program participant outcomes are continuously improved.

TASKS

1. Arrange on-site visits with community action agencies to coincide with a meeting of the board of directors, whenever possible.

2. Provide information, guidance and technical assistance to boards.

3. Participate, when requested, in the discussions and product development of state, regional and national groups.

PERFORMANCE INDICATORS

1.   Provide general and requested information on-site

                 to boards.

2. Inform Office of Economic Opportunity staff of

Significant board or group requests and concerns.

           3.   Share expertise in numerous areas of continuous  

     program improvements.     
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	% of Time


	Discretion



	
	RESPONSIBILITY: #5

Manage the change of grantee performance.

      TASKS

1. Identify grantees that need individual assistance.

2.  Provide assistance during and outside of monitoring visits so that grantees’ need for information is met and any monitoring recommendations/requirements are implemented.

3. Provide local grantees guidance with planning and policy development to fill any gaps between their practice and the requirements for programs and state and federal regulations.

4. Provide the administrative/program assistance or identify specific third party assistance.

5. Limit access to grant funds by non-complying grantees.

      PERFORMANCE INDICATORS

1. Assistance provided is documented in reports.

2. Other field staff and program coordinators are informed of assistance provided and additional assistance needed.

3. Assistance for individual grantees is provided whenever appropriate.

4. Requirements for change are clearly communicated in writing.

5. Limitation of access to funds is clearly communicated in writing.


	A


	20


	A




	POSITION  DESCRIPTION CADVANCE \u7
	EMPLOYEE'S NAME

John Smith
	POSITION CONTROL NUMBER:  01040204



	RELATIONSHIPS
This position requires effective oral and written communication with a wide range of external constituents, including federal, state and local elected officials, boards of directors, management and services staff, state, federal, county and local public administrators and services staff, persons receiving services and the general public.

The person in this position reports to the Economic Opportunity Supervisor and, simultaneously, is a full participant in open communication with the entire team of Office of Economic Opportunity staff.  The person in this position must be sensitive to and respectful of the cultural and other differences s/he will encounter in interacting with co-workers and in serving customers.

KNOWLEDGE

This position encompasses comprehensive knowledge of several disparate programs:

Economic Opportunity Programs (Economic Opportunity Program/Community Services Block Grant)

The Emergency Food Assistance Program

Emergency Services Program (state and federal)

Emergency Shelter Grants Program (Housing and Urban Development)

Transitional Housing Programs (state and federal)

Family Assets for Independence

Supportive Housing Program

Affordable Housing Rehabilitation and Construction

Low Income Energy Programs

This position encompasses comprehensive knowledge of statutes, rules and regulations:

Federal and state Community Action statutes and rules

Non-profit organization statutes and rules.

Office of Management and Budget regulations and circulars

Contractual requirements

Federal and state allowances and prohibitions

This position encompasses general knowledge of organizational and operational procedures:

Governing board functions, roles and operations

Organizational management and administration

Planning and budgeting

Grants administration

Measurements and results analysis

This position encompasses general knowledge of related programs and of processes:

Legislative process

Audit requirements and auditing processes

Risk analysis

Fiscal procedures

Low Income Energy Programs (Energy Assistance and Weatherization)

Head Start

SKILLS

The skills needed for this position include: speaking, writing, planning, researching; developing program and administrative systems; priority setting, public relations; interviewing; conflict management; facilitating skills; computer skills (spreadsheets, data bases, internet, intranet).

ABILITIES

To communicate and establish rapport with a wide range of people

To use multiple computer programs

To communicate specific technical assistance precisely and concisely

To listen

To voice agreements and alternate views respectfully

To coach individuals and train groups

PROBLEM SOLVING AND CREATIVITY

To analyze and interpret data, administrative processes and program implementation.

To interpret and evaluate grantees planned activities vs. actual.

To identify strengths as well as weaknesses in services and systems

To negotiate, when appropriate

To propose or require changes to local program implementation

To propose additions and innovations to enhance or streamline administrative processes and local services 

FREEDOM TO ACT

The person in this position has wide latitude to act:

To directly contact grantee staff

To establish a plan and itinerary for monitoring a set of grantees

To require or recommend, as appropriate, changes to local administrative procedures and program implementation

To contact state and federal agencies regarding work related activities, as needed

To provide assistance to grantees on a regular and frequent basis

To extend inquiry into grantee activities, beyond the scope of standard monitoring tools.

To modify and enhance standard monitoring instruments.

To modify and enhance information used for technical assistance with grantees.

To research, interpret and communicate state and federal administrative and programmatic requirements.





