
BENTON COUNTY POSITION DESCRIPTION 

CLASSIFICATION BAND GRADE SUBGRADE FLSA STATUS 
Business Analyst  C 4 2 Exempt 
POSITION 
TITLE: 

Grant Coordinator POSITION#: 500979 

☒New     ☐Revised    Date: March 11, 2022 
SERVICE TYPE:  NON-REP CONFIDENTIAL 
Employee 
Name: 

Vacant Department: Financial 
Services 

Supervisor: Chief Financial  
Officer 

FTE:  1.0 Employment Status:       Regular Full Time 
Position Summary:  

This position will serve as the primary technical expert in implementing ARPA funds, while at the same time developing, 
implementing, and managing a grant management process that more effectively ensures accountability, stewardship, 
and allocation of all county grant funding. In this role, this position will implement, manage, and coordinate a 
multimillion-dollar program that results in a variety of projects, programs, and/or services which require oversight, 
coordination, grant management, and compliance monitoring. The position will be responsible for a diverse grant 
portfolio that includes over $20 million of state and local ARPA resources.   This position will exercise a high degree of 
independence and decision making in following the guidance of the CFO and Board of Commissioners.  The position will 
conduct all aspects of grant management and oversight for assigned portfolio and carry out various funding allocation 
processes to ensure the timely and effective use of grant resources.   

 
Essential Duties:   

No. Major Functional Area (MFA) % of 
Time 

1 MFA: Grant Program Management and Allocation Process 
Essential Duties: 

 Manage ARPA program budget, including lead role for all fiscal activities including, but not 
limited to resource projections, developing and implementing program and funding plan; 
creating and maintaining financial and budget reports; and ensuring compliance with all 
applicate federal rules and regulations. 

 Oversee grant and program management for federal, state, and/or local grant resources not 
directly assigned to specific County Departments.  This includes but is not limited to, funds 
allocated through CARES, ARPA, Community Development Block Grant, and other 
federal/state resources not directly managed by a County Department. 

 Administer all review and compliance processes to ensure agreed terms of grant awards are 
adhered and are in accordance to the grantor’s funding award. 

 Develop criteria and/or funding formulas that allow for the equitable and fair distribution of 
resources. 

 Develop, implement, and evaluate funding plan with respect to business plan and strategies 
adopted and directed by Board of Commissioners. 

 Design and implement process for Request for Applications and/or Notice of Funding 
Opportunity to sub-grant or contract grant resources. 

 Respond to sub recipient or contractor questions and inquiries related to grants in which 
position is responsible for administering.  

 Review, monitor and ensure compliance, including taking appropriate correction action with 
all applicable federal rules and regulations, in addition to County grant program policies. 

 

60% 

2 MFA: Financial Management and Oversight of Grant Funding 
Essential Duties: 

25% 



 Ensure all multi-year federal, state, and local grants awarded to the county, including ARPA, 
is aligned with biennial budget cycle.   

 Coordinate with Budget and Business Analyst on development and execution of biennial 
budget as it related to individual grant awards. 

 Coordinate with procurement staff to ensure consistency between grant awards with any 
funds allocated through sub-grants, contracts, and/or purchase requisition. 

 Coordinate with other Financial Services Department staff to administer the invoicing, 
accounting, payroll, reporting, and an other business function used to administer the grant. 

 Review, analyze, and where necessary, adjust, financial activity related to grants to ensure 
revenues and expenses accurately recorded in accounting systems and aligned with grant 
funding plan. 

 Present grant financial information to staff and elected officials. 
 Coordinate with all Departments to ensure tracking of all grant applications, awards, and 

allocations. 
 Ensure reports required by Grantors are completed timely, accurate, and in accordance of 

funding agreements.   
 Perform reconciliations to demonstrate resources are applied correctly to grants and as 

necessary, make corrective entries. 
 Maintain all records related to grant activity to enable a well-documented audit trail should 

any grantor reviews/audit become necessary.   
3 MFA:Technical Assistance and Systems Support 

Essential Duties: 
 Provide training and technical assistance on best practices in grant management to Grant 

Managers that have been assigned specific department grants.  
 Develop and maintain standard policy, processes, tools, and/or guides that better support 

the county in grant management practices.  
 Develop, implement, and maintain system of grant tracking both for grants received and 

grants allocated. 
 Coordinate with FSD System Analyst and Controller to implement system solutions that 

enable effective accountability of all county grants.  
 Analyze, design, evaluate, modify, test, and implement proposed system functionality that 

allows for improved grant management. 
 Work in partnership with all county departments to ensure grant applications include all 

reasonable and necessary cost to administer grant program. 
 Develop and maintain communication strategies that support outreach regarding county 

funding opportunities and processes to access funding.     

15% 

 Other Duties As Assigned  
Percentages should total 100% 100% 

 

Special Requirements: 

Bachelor’s degree with major coursework in accounting, business, administration, public administration, or related 
field, in accounting, business or finance desired and at least 2 years’ experience in public sector or non-profit 
budgeting, financial analysis, or accounting.  Prior experience with federal or state grant administration, financial 
reporting, or coordinating complex funding process is highly desirable. 
 
Candidates with the following knowledge, skills, and abilities are preferred. 

 Compile and analyze financial data and craft recommendations to management regarding funding strategies, 
program effectiveness, future directions, etc. 

 Understand and apply federal uniform guidance 2 CFR 200 for grants and other applicable restrictions/rules 



 Apply principles, practices, and procedures of program development, program coordination, and program 
management; specifically with moderately sized programs with public involvement and a high degree of 
visibility 

 Good skills in business writing and report preparation methods 
 Communicate clearly verbally and in writing 
 Prepare, read, and interpret policy documents, complex financial reports, and statements 
 Demonstrate a high attention to detail 

 
Physical Demands:    

While performing the duties of this job, the employee is frequently required to use hands to finger, handle or feel; 
talk; or hear. The employee is occasionally required to stand; walk; sit; reach with hands and arms; and stoop; kneel; 
or crouch. The employee must occasionally lift and/or move up to 25 pounds. Specific vision abilities required by this 
job include close vision, depth perception and ability to adjust focus.  
 

 
Work Environment 

The employee works in well-lighted, clean environments. The noise level in the work environment is quiet to 
moderate. Check the following that applies to this position:  The employee may occasionally: ☒ work with angry or 
hostile clients or members of the public, ☐ work with toxic substances and biohazards, and ☐ exposure to infectious 
illnesses. 

 
Emergency Preparedness:   

Benton County is committed to emergency preparedness planning and implementation and disaster recovery. In the 
case of a Health Department, County, State, Federal or other emergency or disaster, this position may be called upon 
to assist in responding. This may require the assignment of additional responsibilities, depending on the 
circumstances.   

 
NOTE:  The above job description is intended to represent only the key areas of responsibilities; specific position 
assignments will vary depending on the business needs of the department. 

Employee:        Date:   

Immediate Supervisor:       Date:   


