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Human Resources Section


2500 North Lincoln Boulevard, Rm. 110
Oklahoma City, OK  73105-4599

Phone 405.521.3977 ~ Fax 405.522.1671

jobs@sde.ok.gov 

http://ok.gov/sde/jobs


GRANTS MANAGEMENT SPECIALIST I
ELC REOPENING SCHOOLS GRANT

Date of Last Review: August 2022  


Division: Innovation 
   
Job Classification Code: 4073
Reports to:  Exec. Dir. of Innovative Programs
Salary: $48,500 
Job Type: Full-Time
FLSA Classification: Exempt 
Work Hours: 8:00am-4:30pm M-F
Supervisory Position: No    

JOB SUMMARY
Under the direction of the Executive Director of Innovative Programs, The Chief Innovation Officer/Deputy Superintendent of Federal Programs and regulations of the State Board of Education and in accordance with state and federal laws, perform work of accounting nature, professional and administrative grants management duties for the Centers for Disease Control ELC Reopening Schools: Support for Screening Testing to Reopen & Keep Schools Operating Safely grant program – a partnership between the OK Department of Education and the OK Department of Health – to support grantees in meeting federal program guidelines. 
PLEASE NOTE: This position is funded by ELC Reopening School Grant ending Sept 30, 2023. It is the goal of the Oklahoma State Department of Education to apply for more funding if it becomes available. 
MINIMUM QUALIFICATIONS
· Bachelor’s degree in accounting, finance, business or public administration [official transcript(s) required upon hire];
· Two (2) years’ experience in finance, auditing or accounting.
· An equivalent combination of education and experience, substituting one year of the above-defined professional experience for each year of the required education; or an equivalent combination of education and experience
PREFERRED QUALIFICATIONS
· Master’s  degree from an accredited college or university, finance, business or public administration [official transcript(s) required upon hire]; 
· Experience in Education, Federal Programs, GMS Grant Managments Systems, Auditing Accounting Claims, and/or conducting quality professional development training opportunities.
ESSENTIAL FUNCTIONS  

Reasonable accommodations may be made to enable individuals with disabilities to perform these essential functions.
· Possess strong written, oral communication, and interpersonal skills;

· Take a proactive approach and work independently; meet deadlines consistently;

· Collaborate as a team player with other agency staff to deliver quality programs and services;

· Be adept at interacting with people of various social, cultural, economic, and educational backgrounds, embracing diversity and inclusion;

· Demonstrate excellent planning and organizational skills; attention to detail;

· Possess excellent time management skills with a proven ability to meet deadlines;

· Possess strong analytical and problem-solving skills; strong supervisory and leadership skills;

· Have the ability to prioritize tasks and to delegate them when appropriate;

· Have the ability to function well in a high-paced,  at time stressful and in a fast-paced, deadline-driven environment;

· Be attentive to detail and committed to excellence in all aspects of work;

· Conscientious commitment and willingness to provide courteous, consistent and efficient customer service through the performance of the prescribed job duties;
· Remain knowledgeable of current trends, best practices, and research in Covid-19; 

· Knowledge of the procedures and techniques of grant claims processing;
· Skill in accurate data entry and grant system processing; proficiency in the use of a 10-key calculator by touch;
· Ability to exercise good judgment in analyzing situations and making decisions; to organize and present facts and opinions clearly and concisely; to follow instructions; to deal effectively with matters not requiring higher level attention in accordance with agency policy; to establish effective working relations with other employees and the public; to exercise tact, courtesy and initiative.
· Technology and Microsoft Office skills, and the ability to maximize efficiency and services, including the e-grant processing and payment of fiscal claims;
· Examine claims and revisions, and distribute to the appropriate supervisor for approval;
· Audit the claims according to the policies and procedures of the Oklahoma Cost Accounting Manual and in accordance with federal program and grant requirements;
· Communicate with school districts with questions concerning claims or budget revisions;
· Assists with department clerical & related projects;
· Perform related work as required and assigned.
TRAVEL

Less than 10% travel required.
TELEWORK
This position is eligible to telework up to one (1) day per week with supervisor approval and completion of initial training.  A Telework Agreement is required
PHYSICAL DEMANDS AND WORK ENVIRONMENT 

· Work is typically performed in a climate-controlled office setting with exposure to moderate noise. While performing the duties of the job, employee is frequently required to talk, stand, walk, and reach with hands and arms.  This position requires long periods of sitting and daily use of computer and phone. Must be able to remain in a stationary position 75% of the time;

· Frequently operates a computer and other office productivity machinery, such as a calculator, copy machine/printer, office telephone;

· Frequently ascends/descends stairs; 

· Frequently communicates with others accurately and effectively; 

· Frequently lift up to 25 lbs.

SPECIAL REQUIREMENTS

· Applicants must be currently authorized to work in the United States on a full time basis;

· Successful completion of pre-employment background check;

· Must possess a US drivers’ license to perform necessary job related travel.

EEO STATEMENT
The Oklahoma Department of Education provides equal employment opportunities (EEO) to all employees and applicants for employment without regard to race, color, religion, sex, national origin, age, disability or genetics. In addition to federal law requirements, OSDE complies with applicable state and local laws governing nondiscrimination in employment. This policy applies to all terms and conditions of employment, including recruiting, hiring, placement, promotion, termination, layoff, recall, transfer, leaves of absence, compensation and training.
DISCLAIMER

This job description has been reviewed and approved by the Hiring Manager.  It is not designed to cover or contain a comprehensive listing of activities, duties or responsibilities that are required of the employee.  Other duties, responsibilities and activities may change or be assigned at any time with or without notice.

Hiring Manager:______________________________________________  Date:______________________
Employee Signature:__________________________________________  Date:______________________
Grants Management Specialist I| Innovation                                                                  
            
            2

