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Enhancing Quality of Life

Grants Administration & Compliance Specialist

Reports to: Chief Operations & Compliance Officer
Classification:  Full Time, Non- Exempt

Salary Range: $65K— 70K

Location: San Ysidro, CA — In Person

Apply: Submit resume to HR@casafamiliar.org

Mission Statement

Casa Familiar's mission is to enhance the quality of life for people living in underserved and underrepresented
communities.
Values: Respect, Integrity, Familia, Culture, and Community.

About This Position

The Grants Administration & Compliance Specialist serves as the administrative and compliance owner of Casa
Familiar's grants and formal funding agreements from award through closeout. Once an award is received, this
position reviews and translates the agreement into clear internal requirements, establishes the grant record and
tracking system, leads the grant handoff, coordinates reporting and invoicing requirements, maintains funder
deadlines and documentation, and monitors compliance across Casa Familiar's portfolio of federal, state, county, city,
foundation, and partner-funded awards.

This position works closely with program officers/directors, Finance, Development, the Grants Performance &
Implementation Specialist, and leadership to ensure everyone understands what Casa Familiar committed to, what
must be documented, what must be submitted, and when action is required.

Key Responsibilities

Award Setup, Grant Administration & Handoff

e Upon receipt of an award, establish the grant in Instrumentl and Casa Familiar's internal tracking systems and
create the official grant file.

e Maintain complete grant records, including the application/proposal, award notice, executed agreement,
approved budget, scope of work, amendments, reports, invoices/reimbursement records, funder
correspondence, monitoring documentation, and closeout records.

e Review executed grant agreements and related documents in detail to identify the grant period, award
amount, scope of work, deliverables, performance measures, reporting schedule, invoicing/reimbursement
requirements, allowable and restricted costs, match requirements, procurement requirements,
acknowledgement requirements, record-retention requirements, monitoring/audit requirements, and other
special conditions. Be able to identify challenges/risks to implementation.

e C(Create a grant handoff summary that translates funder requirements into clear internal responsibilities,
deadlines, documentation needs, and action items.

e Lead aformal post-award grant handoff/kickoff with the responsible program officer/director, Finance, the
Grants Performance & Implementation Specialist, and other appropriate staff.

e  Establish the grant calendar and assign internal due dates sufficiently in advance of funder deadlines.

Compliance, Agreements & Funder Requirements
e Maintain a comprehensive master calendar/database for active grants, reports, invoices, grant meetings,
amendments, renewals, extensions, monitoring visits, and closeout deadlines.
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Interpret and communicate requirements for federal, state, county, city, foundation, corporate, and partner-
funded awards.

Monitor adherence to grant agreements, scopes of work, special conditions, and applicable funder policies
and regulations.

Track and coordinate amendments, extensions, renewals, budget modifications, and other formal grant
changes, including required funder approvals.

Maintain records of partner agreements, MOUs, contracts, and other funding-related agreements and track
renewal or expiration requirements.

Conduct periodic compliance reviews and elevate potential risks, missed requirements, or corrective actions
to leadership.

Reporting & Invoicing Coordination

Own the grant reporting schedule and coordinate the reporting process from internal request through final
submission.

Provide program officers/directors with clear advance notice of required narrative, data, deliverables,
supporting documentation, and internal deadlines.

Coordinate with the Grants Performance & Implementation Specialist to obtain verified program data,
progress toward deliverables, outcomes, implementation updates, and explanations for variances.
Coordinate with Finance to obtain official expenditure information and financial documentation required for
reports, invoices, reimbursement requests, or draws.

Draft, assemble, review, or edit grant reports as appropriate and ensure submissions address the funder's
stated requirements.

Coordinate grantor invoices and reimbursement packages with Finance and program leadership, ensuring
required program and grant documentation is complete before submission.

Maintain proof of submission, funder confirmations, follow-up requests, and final submitted versions in the
official grant file.

Monitoring, Audit & Closeout

Coordinate grant-specific monitoring visits, funder reviews, desk reviews, and audit preparation with
program leadership, Finance, and organizational leadership.

Maintain grant files in an organized, audit-ready condition throughout the award period.

Track closeout requirements and begin closeout coordination in advance of the grant end date.

Confirm that final reports, deliverables, invoices/reimbursements, required documentation, and other funder
closeout requirements have been completed and retained.

Partner with the Grants Performance & Implementation Specialist and Finance to resolve outstanding
implementation, data, spending, or documentation issues before closeout.

Cross-Departmental Support

Serve as Casa Familiar's central internal resource regarding grant administrative requirements and post-
award compliance.

Maintain consistent communication with program officers/directors regarding upcoming requirements,
missing information, and required actions.

Coordinate with Development/Grant Writing to ensure a complete transition from proposal/award to post-
award administration and to provide grant history needed for renewals.

Provide leadership with visibility into upcoming deadlines, compliance concerns, unresolved funder
requirements, and grants requiring escalation.

Perform other related duties as assigned.
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Education & Experience

e Bachelor's degree in nonprofit management, public administration, business administration, public policy,
communications, or a related field preferred; equivalent relevant experience may be considered.

e Minimum of 3 years of grant administration, post-award grant management, compliance, contracts,
nonprofit operations, or related experience preferred.

e Experience with government grants, foundation grants, reporting, reimbursement-based awards, monitoring,
or audit preparation strongly preferred.

Qualifications

e Ability to read, interpret, and summarize complex grant agreements and translate requirements into practical
internal instructions.

Strong knowledge of grant reporting, documentation, deadline management, and post-award compliance.
Excellent written communication, editing, organization, and cross-departmental follow-through.

Ability to manage a diverse portfolio of grants with different funder rules and reporting cycles.

Experience with Instrumentl or comparable grant-management/tracking systems preferred.

e Strong Microsoft Office and spreadsheet skills.

e High degree of integrity, confidentiality, accountability, and professional judgment.

e English required. Bilingual (Spanish) preferred.

e Valid Driver's License required.

Physical Requirements & Work Conditions

This position requires sitting at a desk or workstation, walking, standing, climbing stairs, hearing, speaking, and the
ability to lift up to 25 Ibs. Some driving between locations and occasional evening/weekend work may be required
depending on the organizational calendar. A background check is required. In compliance with federal law, all persons
hired must verify identity and employment eligibility in the United States.

Benefits
e Medical, dental, life, and vision insurance
e 403(b) retirement plan - Casa contributes 3% of the annual income
e Paid Bereavement, Vacation, Sick Leave, Jury Duty, and Time off
e 12 paid holidays (subject to change)
e Wellness days (6 per year)
e  Winter break (subject to change)
e Mileage Reimbursement

Casa Familiar does not discriminate in employment, recruitment, compensation, termination, promotion, or any other condition of
employment against any employee or job applicant on the basis of race, religion, color, national origin, ancestry, marital status, political
affiliation, age, sex, gender, sexual orientation, military/veteran status, physical or mental disability (including perceived disability),
medical condition (including cancer-related), pregnancy, genetic information, gender identity or expression, or any other category
protected by federal, state, or local law, as those categories now exist or may be amended in the future.



