
     Position Title:  Grant Writer/Manager 
 
 

  

Location  Beeville 

Hours  40 hours/week 

Security Sensitive  Y e s  

Division  Student Services 

Department  Grants Office 

Reports To  Executive Dean of Student Services 

Revised Date 9/24/15 

  

II. Education Requirements 

Bachelor’s degree required, Master's degree preferred, from a regionally accredited 

institution of higher education. 

 

III. Qualifications: 

A minimum of three (3) years of experience of  working in a college setting; experience 

with diverse populations; knowledge of community college mission; and superior oral and 

written communication and strong computer skills.  

 

In addition, preferred qualifications include: experience in instructional pedagogy, 

demonstrated successful in grant seeking, writing, and monitoring experience, personnel 

management skills, knowledge of student information systems, and understanding of 

college policies and procedures. 

 

IV. Essential Functions: 

The Grant Writer is responsible for coordinating all grant processes (e.g. evaluations, budget,  

finance, reports, etc.) for the purpose of ensuring compliance with the college, state, federal and  

other funder guidelines. The Grant Writer works in collaboration with College administrators,  

faculty and staff to ensure the development, implementation, communication and evaluation of 

the District's grants.  
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V. Job Responsibilities: 

Collaborates with a variety of parties (e.g. college personnel, community organizations, school 

districts, businesses, etc.) for the purpose of securing funding to maintain and enhance services 

and/or programs. 

 

Coordinates all grant processes (e.g. evaluations, budget, finance, reports, etc.) for the purpose of 

ensuring compliance with the college, state, federal and other funder guidelines. 

 

Develops forms, processes, procedures, and policies for the purpose of implementing a 

consistent grant application methodology. 

 

Develops grant applications and related documents (e.g. required reports, budgets, specific 

inquiries, etc.) for the purpose of submitting highly effective grant applications to the appropriate 

funding agency. 

 

Evaluates degree of match between listed grant priority areas and the needs of the college for the 

purpose of matching needs with funding sources. 

 

Monitors proposals and funding application requirements (e.g. presentation (number of copies 

and binding), content, delivery method and labeling, deadlines, eligibility for grant, etc.) for the 

purpose of utilizing time and resources to maximize successful 

awarding of grant funds. 

 

Monitors the financial management of grants (e.g. budget preparation, budget adjustments, 

expenditures, etc.) for the purpose of complying with all program and funding guidelines of 

awarding organizations. 

 

Participates in and leads, if appropriate, meetings, workshops and seminars for the purpose of 

conveying, sharing and/or gathering information required to perform functions. 

 

Presents concepts, status, and information to a variety of groups (e.g. funding requests, grant 

applications, identifying underfunded services, etc.) for the purpose of gaining the required 

administrative and board approvals, providing progress reports to administration and funding 

sources and/or advising other staff of potential funding sources. 

 

Provides support to the Coastal Bend College for the purpose of ensuring that the college’s 

strategic goals are met. 

 

Researches grant opportunities (e.g. facility improvements, professional development, 

curriculum development, administrative needs, etc.) for the purpose of developing additional 

funding resources for both current and proposed services, programs and administrative  

 

operations as well as serving as a clearinghouse for potential grant funding opportunities. 
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Ensure compliance with the rules and regulations administered by the grantor; oversees annual external  

audits. 

 

Conducts internal compliance audits on funded projects. 

 

Assist in evaluating the fiscal administration of grant programs. 

 

Oversees the preparation and timely submission of application amendments and budget transfers. 

 

Development and adjustment of associated budgets, coordination of budgeted funds, screening and  

processing requests for expenditures.  

 

Monitor interventions and programs funded by grants to ensure compliance with grantor guidelines  

includes appropriate and timely drawdowns. 

 

Regularly monitor and document grant expenditures and grant funded activity to ensure compliance with  

federal regulations and specific terms and conditions of multiple grant awards.  

 

Establish policies and procedures to ensure compliance with all federal grant regulations and  

requirements.  

 

Review grant reports and monitors, reviews, and approves federal grant data for accuracy and compliance  

prior to submission.  

 

Monitor, input, review, and approve federal grant data in the Department of Education. 

 

Maintain communication with all sub-awardees to ensure timely receipt of federally required reports and  

documentation in accordance with federal regulations and the terms and conditions of grant awards.  

 

Maintain a close working relationship with grant program staff and institutions. 

 

Serve as an institutional resource on grant compliance. 

 

Prepare and submit reports to the appropriate funding agencies in compliance with requirements 

and conditions under the Student Services Division. 

 

Ensure and direct that all Grants Department participates actively in Program Reviews to include 

the development, implementation of grants.  

 

Will participate in the college’s Quality Enhancement Plan (QEP). 
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VI. Other Responsibilities: 

 

Will participate in professional development. 

 

VII. Travel Requirements: 

Will require regular travel within the district and occasional travel outside the district. 

 

V I I I .  Environment: 

Work is generally performed in an office setting with frequent interruptions and changes in the 

workflow/volume depending on the time in the term. May require some outdoor events.  

 
 


