Grants Manager

Dearborn Administrative Center - Dearborn, MI 48126
Overview
Salary Range
$71,932.00 Salary/year
Position Type
Full Time

Description
Grants Manager
 
 
Salary:               Minimum:              $71,932 per year
 
**Positions typically hire at minimum and follow step progression to maximum**
 
Distinguishing Features of Work:
This position provides administrative support and oversight for the Federal Community Development Block Grant (CDBG) and HOME Investment Partnerships Program (HOME) entitlement programs, as well as other local state, or federal funding for low- and moderate-income housing and community development activities. This position also coordinates planning, budgeting and reporting of local, state and federal funds.
 
Typical Class Essential Duties: (See online posting for complete job description.)
· Provides oversight and assist with administration of day-to-day activities associated with CDBG and HOME program grants.
· Assist with planning, budgeting and reporting of local, state and federal funds.
· Assist with the implementation of federal program policies and procedures by the Community Development Coordinator.
· Ensures compliance with federal regulations concerning SHPO, Davis Bacon Labor Act, fair Housing, Lead Based Paint hazards, National Environmental Policy Act (NEPA), State Environmental Policy Act (SEPA), and Uniform Relocation Act and other requirements.
· Assist with the ongoing monitoring and evaluation of loans and grants in the City portfolio, including both services and capital projects, for contract and regulatory compliance.
· Assist with the preparation of the five-year Consolidated Plan and Annual Action Plans establishing a work program with allocation of resources received through federal Department of Housing and Urban Development (HUD) entitlement grants to the City.
· Maintains budgets for entitlement awards and program income and assists in the preparation of the City budget.
· Assists with loan and grant programs providing low and moderate-income households with housing, including interviewing loan applicants, gathering and analysis of financial date, and preparation and presentation of loan and grant packages.
· Works with public and private agencies to coordinate local efforts to serve low and moderate-income households and to assist with the development or new initiatives using local, state and federal funds.
· Informs the public on the availability and benefits of CDBG and HOME funds in assisting low and moderate-income households.
· Demonstrates regular and predictable attendance, including attendance at required meetings.
This 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.
Qualifications
Experience and Training:
Bachelor’s degree and 5 years of related experience; or, an equivalent combination of education and experience sufficient to successfully perform the essential duties of the job such as those listed above.
 
Licensing Requirements:
Valid State of Michigan driver’s license.
 
Parts and Weights of the Examination:
[bookmark: _GoBack] Oral:    100%
 
Duration of Listing:
This listing will be in effect for a period of six months.
 
Post-Employment Offer Requirements:
Satisfactory completion of medical examination and criminal background check prior to start date.
Please click here to go to our website and apply: GRANTS MANAGER

