Jurisdiction:  Cortland County

Jurisdictional Class: Competitive

Adopted: 10/20/05

GRANTS ADMINISTRATOR

DISTINGUISHING FEATURES OF THE CLASS:  

The work involves responsibility for implementing the administrative and fiscal policies of the Workforce Investment Board which has oversight of the Employment and Training activities for a multi-county service delivery area.  The incumbent functions as the Board's Executive Director and administers and monitors grant funds, prepares and administers the annual budget, allocates grant funds to counties, resolves audit findings, negotiates and awards contracts of the Board, and makes recommendations based on the needs of the program and workforce area.  In addition, the incumbent is responsible for preparing requests for proposals and for evaluating the performance of the Employment and Training Program in all counties in the Workforce Investment Area.  The work involves considerable contact with a variety of agencies including public officials, community and business organizations, and area employers.  The work is performed under the administrative direction of the County Administrator and the general direction of the County Legislature with leeway allowed for the exercise of independent judgment in carrying out the details of the work.  Supervision is exercised over the work of subordinates.  Does related work as required.

TYPICAL WORK ACTIVITIES:  (Illustrative only)

Coordinates and monitors the Employment and Training activities of a multi-county service delivery area in accordance with federal and state laws, regulations and policies established by the Workforce Investment Board;

Interprets federal and state laws, grant rules and regulations, and monitors grant expenditures to ensure compliance;

Recommends policies to the Workforce Investment Board and the counties to achieve the objectives of federal Employment and Training legislation;

Prepares and administers the annual budget of the Department and Board;

Allocates funds to the counties for the Employment and Training Program activities, reviews and approves the operating budgets of the Employment and Training Departments of all counties in the Workforce Investment Area and authorizes disbursement;

Monitors and evaluates the fiscal and program performance of the Employment and Training Programs under the jurisdiction of the board;

Assists the board in developing reports and other documents required by federal and state funding agencies;

Provides technical assistance to Employment and Training Programs, area businesses and subcontracting agencies to achieve the objectives of the program;
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Serves as a liaison for the Workforce Investment Board, County Legislature and departments, NYS Department of Labor and local Employment and Training agencies to ensure compliance with federal and state laws and regulations and established policies;





Establishes and supervises the reporting procedures for the multi-county area in accordance with federal and state regulations;

Supervises staff performing account keeping and reporting activities;

Prepares and submits operational reports, grant agreements and modifications to the county legislature and appropriate federal and state agencies;

Attends public meetings as departmental resource to determine areas of public concern for programs and relates this to the Workforce Investment Board, state and county officials.

FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES:

Thorough knowledge of federal, state and local laws and rules governing Employment and Training Programs and administration;

Thorough knowledge of the grant application process and monitoring;

Good knowledge of the principles and practices used in grant proposal applications and administration of the grant;

Good knowledge of economics and social science concepts related to poverty and unemployment;

Ability to plan, organize, coordinate, administer and evaluate the effectiveness of program plans and provision of services related to Employment and Training;

Ability to understand and interpret complex oral instructions and/or written directions;

Ability to establish and maintain effective working relationships with others;

Ability to communicate effectively both orally and in writing;

Ability to plan and supervise the work of others;

Ability to operate personal computer and utilize common office software programs;

Ability to prepare budgets, operating reports, and a variety of other reports relative to program activities;

Physical condition commensurate with the demands of the position.

MINIMUM QUALIFICATIONS:  Either:

A. Graduation from a regionally accredited college or university or one accredited by the New York State Board of Regents to grant degrees with a Bachelor's degree or higher in business administration, public administration, economics, human services or closely related field and four (4) years of health or human services experience involving one or more of the following:  planning, policy formulation, resource allocation, program evaluation or grants administration;  OR

B. Graduation from a regionally accredited college or university or one accredited by the New York State  Board of Regents to grant degrees with an Associate's degree or higher in business administration, human services or closely related field and six (6) years of experience as defined in (A);  OR

C. An equivalent combination of training and experience as defined by the limits of (A) and (B).

