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Financial Grant Analyst  

SUMMARY 

Performs advanced, multifaceted accounting and related functions such as general ledger maintenance 
and reconciliation, cost/financial analysis, posting, and all other fiscal aspects of contract/grant 
compliance. Analyzes complex financial and operating data and prepares management reports, 
projections, and investigates/resolves problems related to program funding and expenditures.  

ESSENTIAL DUTIES AND RESPONSIBILITIES  

1. Monitors fiscal aspect of contract/grant compliance at local, state, federal, and private funding levels, 
in accordance with agency policies and standard accounting procedures for an accrual methodology. 

2. Utilizes software and spreadsheet applications to calculate/input financial data, generate reports, and 
analyze expenditure trends to recommend appropriate budget levels and ensure expenditure control. 

3. Assists with the development, implementation, and management of fiscal systems and procedures, 
applying basic concepts, methods, and techniques to enhance department efficiency. 

4. Maintains, analyzes, and reconciles accounting records, including the preparation of organization-wide 
allocations such as labor, fringe, indirect, and other operational costs. 

5. Monitors balances of organizational assets, including cash, investments, equipment, and receivables, 
preparing bank reconciliations, depreciation schedules, and aged accounts receivable assessments. 

6. Monitors balances of organizational liabilities, ensuring loan and sub-recipient payments are issued in 
accordance with applicable deadlines.  

7. Interacts with and trains program staff regarding finance policies and procedures, as well as assists 
with the preparation of system generated financial reports (accounting and payroll) as requested by 
program managers. 

8. Consults with program managers on fiscal aspect of contract/grant planning to proactively appropriate 
funds in accordance with program goals and contract/grant deadlines. 

9. Provides excellent internal and external customer service by answering questions, providing 
information, and assuring appropriate follow-through and/or resolution. 

10. Assists in audits and the preparation of audit work papers. 
11. Performs other job-related duties as assigned. 

SUPERVISORY RESPONSIBILITIES  
 
This position has no supervisory responsibilities   
 
QUALIFICATIONS 
   
1 Demonstrated ability to relate well to individuals of diverse racial, ethnic, religious, and 

socioeconomic backgrounds and of varying abilities. 
2. Ability to process financial transactions electronically (web-based, proprietary software, and 

stand-along software) 
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3. Criminal History Search within 30 days of employment.  
 
Qualified applicants should send cover letter and resume to kmalone@theplanningcouncil.org   
No Phone Calls Please; recruitment will continue until the position is filled.  
 
EDUCATION and/or EXPERIENCE  
 
Bachelor’s degree in accounting and several years related experience; experience utilizing automated 
software applications for accounting and payroll transactions (ADP and Financial Edge preferred). 
 
Annual salary range for this position is $45,000 - $50,000. Compensation commensurate with experience. 
 
COMPETENCIES 
 
To perform the job successfully, an individual should demonstrate the following competencies: 
 
Analytical - Synthesizes complex or diverse information; Collects and researches data; Uses intuition and 
experience to complement data; Designs work flows and procedures. 
 
Problem Solving - Identifies and resolves problems in a timely manner; Gathers and analyzes information 
skillfully; Develops alternative solutions; Works well in group problem solving situations; Uses reason 
even when dealing with emotional topics. 
 
Project Management - Develops project plans; Coordinates projects; Communicates changes and 
progress; Completes projects on time and budget; Manages project team activities. 
 
Technical Skills - Assesses own strengths and weaknesses; Pursues training and development 
opportunities; Strives to continuously build knowledge and skills; Shares expertise with others. 
 
Customer Service - excellent customer service Manages difficult or emotional customer situations; 
Responds promptly to customer needs; Solicits customer feedback to improve service; Responds 
positively to requests for service and assistance; Meets commitments. 
 
Interpersonal Skills – Excellent interpersonal skills; focuses on solving conflict, not blaming; Maintains 
confidentiality; Listens to others without interrupting; Keeps emotions under control; Remains open to 
others' ideas and tries new things. 
 
Oral Communication - Speaks clearly and persuasively in positive or negative situations; Listens and gets 
clarification; Responds well to questions; Demonstrates group presentation skills; Participates in 
meetings. 
 
Written Communication - Writes clearly and informatively; Edits work for spelling and grammar; Varies 
writing style to meet needs; Presents numerical data effectively; Able to read and interpret written 
information. 
 
Teamwork - Balances team and individual responsibilities; Exhibits objectivity and openness to others' 
views; Gives and welcomes feedback; Contributes to building a positive team spirit; Puts success of team 
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above own interests; Able to build morale and group commitments to goals and objectives; Supports 
everyone's efforts to succeed. 
 
Ethics - Treats people with respect; Keeps commitments; Inspires the trust of others; Works with integrity 
and ethically; Upholds organizational values. 
 
Organizational Support - Follows policies and procedures; Completes administrative tasks correctly and 
on time; Supports organization's goals and values; Benefits organization through outside activities. 
 
Judgment - Displays willingness to make decisions; Exhibits sound and accurate judgment; Supports and 
explains reasoning for decisions; Includes appropriate people in decision-making process; Makes timely 
decisions. 
 
Motivation - Sets and achieves challenging goals; Demonstrates persistence and overcomes obstacles; 
Measures self against standard of excellence. 
 
Planning/Organizing - Prioritizes and plans work activities; Uses time efficiently; Plans for additional 
resources; Sets goals and objectives; Develops realistic action plans. 
 
Professionalism - Approaches others in a tactful manner; Reacts well under pressure; Treats others with 
respect and consideration regardless of their status or position; Accepts responsibility for own actions; 
Follows through on commitments. 
 
Quality - Demonstrates accuracy and thoroughness; Looks for ways to improve and promote quality; 
Applies feedback to improve performance; Monitors own work to ensure quality. 
 
Quantity - Meets productivity standards; Completes work in timely manner; Strives to increase 
productivity; Works quickly. 
 
Adaptability - Adapts to changes in the work environment; Manages competing demands; Changes 
approach or method to best fit the situation; Able to deal with frequent change, delays, or unexpected 
events. 
 
Attendance/Punctuality - Is consistently at work and on time; Ensures work responsibilities are covered 
when absent; Arrives at meetings and appointments on time. 
 
Dependability - Follows instructions, responds to management direction; Takes responsibility for own 
actions; Keeps commitments; Completes tasks on time or notifies appropriate person with an alternate 
plan. 
 
Initiative - Volunteers readily; Undertakes self-development activities; Seeks increased responsibilities; 
Takes independent actions and calculated risks; Looks for and takes advantage of opportunities; Asks for 
and offers help when needed. 
 
Innovation - Meets challenges with resourcefulness; Generates suggestions for improving work; Develops 
innovative approaches and ideas; Presents ideas and information in a manner that gets others' attention. 
 
LANGUAGE SKILLS  
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Ability to read and comprehend simple instructions, short correspondence, and memos. Ability to 
interpret and apply regulatory guidance. Ability to write simple correspondence. Ability to effectively 
present information in one-on-one and small group situations to customers, clients, and other employees 
of the organization. 
 
MATHEMATICAL SKILLS  
Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common 
fractions, and decimals. Ability to compute rate, ratio, and percent and to draw and interpret bar graphs. 
Ability to apply not-for-profit accounting principles. 
 
REASONING ABILITY  
Ability to apply common sense understanding to carry out instructions furnished in written, oral, or 
diagram form. Ability to deal with problems involving several concrete variables in standardized 
situations. 
 
COMPUTER SKILLS 
Ability to process financial transactions electronically (web-based, proprietary software, and stand-alone 
software); proficiency in MS Office (Excel, Word, Outlook); excellent data entry and overall computer 
skills. 
 
CERTIFICATES, LICENSES, REGISTRATIONS  
None required. 
 
PHYSICAL DEMANDS   
While performing the duties of this job, the employee is regularly required to sit and reach with hands 
and arms. The employee is occasionally required to stand and walk. The employee must frequently lift 
and/or move up to ten pounds and occasionally lift and/or move up to twenty-five pounds while packing 
and moving records for storage.  
 
WORK ENVIRONMENT   
The noise level in the work environment is usually quiet to moderate. 
 
 
 


