Job Announcement
Grants and Contracts Administrator
Foundation Communities (FC) is a nationally-recognized nonprofit organization that provides affordable
housing and the tools low- and moderate-income families need to increase their educational and
economic standing.
The Grants and Contracts Administrator will oversee grant and contract compliance and data collection,
prepare reports for internal users and funders and work with program staff on outcomes evaluation and
measurement.
Specific duties include:



Working closely with other FC staff, coordinate and administer post-award activities for
funded projects, including preparation and timely submission of all reports.



Maintain grants reporting calendar, including all deadlines. Create system to notify
appropriate staff of key dates in a timely fashion.



Create and maintain current and accurate files for each funding sources including
applications, communications, contracts and reports.



Regularly monitor grant-funded activities and expenditures to ensure compliance with
all funder requirements.



Produce and submit high-quality grant reports, including narrative, budget information
and program outputs and outcomes.



Work closely with Payroll Administrator and program staff to ensure proper coding of
grant-funded staff and payroll budgets.



Work with Accounting staff to track expenditures, invoice grantors and provide
supporting documentation per grant regulations and guidelines.



In conjunction with program staff, develop and improve data collection and program
evaluation methods, including the creation of logic models and meaningful program
outcomes.



Assist with grants research, proposal preparation and submission of funding
applications.

Minimum Qualifications:


Bachelor’s Degree in a related field







Minimum of three years of experience collecting and managing program data and creating
reports
Strong writing and analytical skills
High proficiency with Microsoft Excel
Experience working with complex budgets
Expertise in program evaluation methods highly desirable

Preferred Knowledge, Skills, and Abilities
 Knowledge of government and philanthropic grants administration, including Uniform Grant
Management Standards (2 CFR 200).
 Ability to analyze and interpret financial reports, such as General Ledger Reports and Trial
Balance Reports.
 Ability to evaluate financial data for reasonableness and conformity to contract requirements.

Compensation: Competitive salary with excellent benefits.

Foundation Communities is an equal opportunity employer. All qualified applicants will receive
consideration for employment without regard to race, color, religion, sex, national origin,
disability, veteran status, sexual orientation & gender identity.

To Apply: Send résumé and cover letter with salary requirements to: julian.huerta@foundcom.org. No
phone calls, please.

