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Grants Performance & Implementation Manager 
 

Reports to:  Chief Operations & Compliance Officer 
Classification:  Full Time, Non- Exempt  
Salary Range:  $73K – 75K  
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 Performance & Implementation Specialist is responsible for helping ensure Casa Familiar's awarded grants 
are fully implemented as promised and remain on track throughout the grant period. Working directly with program 
officers/directors, this position translates grant commitments into practical implementation plans; monitors activities, 
deliverables, data collection, outcomes, documentation, and spending progress; and follows up consistently so issues 
are identified and addressed before reporting or closeout. 
This role provides the organization-wide accountability structure between grant requirements and day-to-day 
program execution. Program officers/directors remain responsible for implementing their programs and managing 
their teams. Finance remains responsible for processing transactions and maintaining official financial records. This 
position monitors grant performance across those functions and helps leadership see whether each award is being 
implemented, documented, and spent according to plan. 

Key Responsibilities 

Grant Implementation Planning 
• Participate in each post-award grant handoff led by the Grants Administration & Compliance Specialist and 

develop a working understanding of the approved scope, budget, deliverables, outcomes, data requirements, 
and grant timeline. 

• Meet with the responsible program officer/director to translate the award into an implementation plan with 
activities, milestones, deliverables, participant/service targets, data requirements, spending milestones, 
responsible staff, and internal due dates. 

• Establish practical grant performance trackers and tools appropriate to each award. 
• Clarify with program leadership what documentation and evidence must be collected as activities occur. 
• Support officers/directors in planning grant activities and spending across the full grant period rather than 

waiting until reporting or closeout. 

Program Performance & Officer Accountability 
• Conduct recurring grant check-ins with program officers/directors to review implementation status, 

upcoming activities, deliverables, data, documentation, spending progress, and action items. 
• Monitor whether grant-funded activities are occurring on schedule and whether deliverables and 

performance targets are on pace. 
• Document action items, responsible parties, and due dates from grant check-ins and follow through until 

items are resolved. 
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• Identify implementation delays, missed milestones, incomplete documentation, or other performance 
concerns early and work with the responsible officer/director on corrective action. 

• Escalate persistent or significant grant performance concerns to the Chief Operations & Compliance Officer 
and appropriate leadership. 

• Maintain clear accountability while ensuring program officers/directors retain ownership of program 
implementation and results. 

Data Collection, Outcomes & Documentation 
• Identify the data, outcomes, demographics, service counts, attendance records, surveys, participant 

documentation, or other evidence required by each grant. 
• Work with program officers/directors to establish data-collection processes at the beginning of the grant and 

ensure staff understand what must be captured. 
• Monitor data collection throughout the grant period and follow up when information is incomplete, 

inconsistent, or behind target. 
• Track progress toward grant outputs, outcomes, service targets, and other performance measures. 
• Review supporting documentation for completeness and organization so evidence is available when reports, 

monitoring visits, or audits occur. 
• Provide the Grants Administration & Compliance Specialist with verified program data, implementation 

updates, outcomes, and supporting information needed for funder reports. 

Grant Spending & Budget Performance 
• Use budget-to-actual information provided by Finance to monitor spending pace, remaining balances, known 

commitments, and the relationship between spending and program implementation. 
• Provide program officers/directors with regular grant snapshots showing time elapsed, activities completed, 

performance targets, amount spent, remaining balance, and priority actions. 
• Identify underspending, delayed purchasing, unexpected variances, or spending patterns that may place 

successful grant execution at risk. 
• Work with program officers/directors to develop realistic spend-down or corrective action plans when grant 

spending is behind schedule. 
• Monitor agreed-upon spend-down actions and follow up on purchasing, contracts, invoices, staffing, or other 

planned expenses affecting grant progress. 
• Coordinate concerns involving allowable costs, budget modifications, or funder approval with the Grants 

Administration & Compliance Specialist before changes are made. 
• Coordinate with Finance for official financial information; this position does not post transactions, reconcile 

the general ledger, or replace Finance's accounting responsibilities. 

Portfolio Monitoring & Reporting Readiness 
• Maintain an organization-wide grant performance dashboard showing implementation status, deliverables, 

data status, spending progress, upcoming milestones, risks, and actions needed. 
• Use a risk-based approach to identify grants requiring more frequent monitoring because of size, complexity, 

government requirements, reimbursement structure, performance concerns, or approaching end dates. 
• Prepare program officers/directors in advance of reporting deadlines so required data, narratives, outcomes, 

and documentation are ready when requested by the Grants Administration & Compliance Specialist. 
• Support grant monitoring visits and closeout by ensuring program implementation records, performance 

data, and supporting evidence are complete and accessible. 
• Provide leadership with recurring visibility into grants that are on track, require attention, or need corrective 

action. 
• Perform other duties as assigned. 
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Education & Experience 
• Bachelor's degree in nonprofit management, public administration, business administration, program 

evaluation, finance, or a related field preferred; equivalent relevant experience may be considered. 
• Minimum of 3 years of experience in grants management, nonprofit program operations, project 

management, performance monitoring, data management, or related experience preferred. 
• Experience supporting grant-funded programs, tracking outcomes/deliverables, monitoring restricted 

budgets, or working with government-funded programs strongly preferred. 

Qualifications 
• Strong project-management skills and ability to move multiple grants from plans to completed deliverables. 
• Ability to translate grant scopes, budgets, outcomes, and requirements into practical implementation and 

monitoring tools. 
• Strong data-tracking and analytical skills, including ability to identify missing information, trends, and 

performance risks. 
• Ability to read budget-to-actual information and explain spending status clearly to non-finance staff. 
• Strong facilitation, relationship-building, follow-up, and accountability skills when working with program 

leaders. 
• Proficiency in Excel or comparable spreadsheet tools; experience with grant-management and data systems 

preferred. 
• Exceptional organization, documentation, attention to detail, and judgment. 
• English required. Bilingual (Spanish) preferred. 
• 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 lbs. 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 
• Medical, dental, life, and vision insurance 
• 403(b) retirement plan - Casa contributes 3% of the annual income 
• Paid Bereavement, Vacation, Sick Leave, Jury Duty, and Time off 
• 12 paid holidays (subject to change) 
• Wellness days (6 per year) 
• Winter break (subject to change) 
• 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. 
 


