Job Description for: Director of Grants and Contracts

Program Area: Admin/Operations/Finance
Job Classification: Exempt, Full-time
Reports to: Chief Strategy Officer

Last updated: November 2021

Salary Range: $100,000 - $110,000

Organization Summary

Community Health Councils (CHC) is a non-profit, community-based health education, advocacy and policy
organization established in 1992 in response to the growing health and healthcare crisis. CHC's mission is to
collectively build equitable systems. CHC has been at the forefront of systems change work to eliminate
disparities in health and well-being. Our policy areas include Health Systems, Food Justice, and Community and
Economic Resiliency. Each area represents a unique opportunity to engage members of impacted communities in
program and policy development through a wide variety of community interventions and strategies as well as
representation and leadership through the coalitions and collaborations convened. With a primary focus on South
Los Angeles, CHC works at the local, state, and national level to improve the health of under-served and
marginalized communities.

Summary Description

The Director of Grants and Contracts is responsible for working across multiple teams to provide oversite of the
coordination and management of grants, contracts, and funder agreements administered by CHC. This includes
working with a team of Grants Officers and other CHC department staff to monitor compliance regulations and
ensure proper documentation processing, data collection and payments to and from CHC. This position requires
specialized knowledge and experience in managing research, development, and service-related contracts and
grants, both government and non-government.

Essential Duties and Responsibilities

e Qversee contract and grant administration to CHC programs on agreements with numerous funding
agencies, such as various federal government entities, public health organizations, local education
agencies, non-profits, and private organizations.

e  Work with Grants team to provide guidance and support to program staff related to contractual matters
in various federal, state, and local proposal efforts. This includes reviewing terms, suggesting alternate
language, preparing standard forms, and informing all internal department and program staff of potential
issues.

e Develop and manage a process where grants and contracts information are shared in a timely fashion
with the appropriate program, accounting, and administration, finance, legal, communications, and
technology staff.

e Coordinate the grants team to work with external subcontracts, applicants, and grantees to facilitate
grant/contract allocation and monitor activity including the performance of annual fiscal and
programmatic review as necessary.

e Provide professional-level support to the Controller by taking an active role in researching federal, state,
and local regulatory and compliance issues applicable to CHC projects.

e Conduct due diligence on potential subcontractors and grantee organizations, including compliance and
legal review, in collaboration with Controller.
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Grants and Contracts Manager — Job Description

e QOversee and directly manage when appropriate the end-to-end process of grant- and contract-making
(sending out requests for proposals, driving key deadlines for submissions, revisions, as well as sending
reminders to grantees/vendors for required reporting.

e Independently manage and provide direction on various processes related to the grants and subcontracts
lifecycle within CHC, e.g. the review/approval of pre-award spending, reporting and
development/management of subcontracts.

e Provide oversite to the management of grants and subcontracts expenditure, including managing the
inquiry process, preparing agreements, reviewing reports for compliance, and supporting the tax function
in preparation of schedules for the tax return.

e Coordinating with partners and internal leadership to develop plans, timelines, and corresponding
activities to develop and execute investments.

e Contributing to team-wide or foundation-wide projects and other continuous improvement efforts,
including the optimization of investment templates and processes.

e  Work with CHC leadership on the development of a streamlined grants and contracts process and
structure to ensure integrity and compliance. This is inclusive of protocols for re-granting funds and the
coordination of subcontracts.

e Regular and predictable attendance is required.

e Employee may be assigned additional or alternate duties as organizational needs require.

e Supervisory responsibilities that include Planning, assigning, supporting and directing work; delivering
performance reviews and disciplinary action; hiring and firing decisions; providing employee training and
coaching; approving schedule/timecard/time off requests; and ensuring compliance to organizational
policies and applicable laws.

Minimum Qualifications and Experience
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The
requirements listed below are representative of the knowledge, skill, and/or ability required typically required.
e Bachelor’s Degree and
e Minimum 3 years of experience working in grants management related to federal, state, or local
proposals or a minimum combination of education and experience.
e Certificate in contracts management or procurement management desirable.

Other Knowledge, Skills, Abilities

e A commitment to CHC's values, mission, and vision — evidenced, in part, by exhibiting a high level of
personal and professional integrity, humility and humanity. Strong commitment to advancing social
justice and equity.

e Strong communication skills: ability to exercise diplomacy, gather information from others, make inquiries
and synthesize information; ability to convey information and explain or discuss organizational policy and
procedure with others in person or by telephone

e Ability to work with staff and community members from diverse racial, sexual orientation, gender identity
and cultural and socioeconomic backgrounds

e Ability to manage multiple competing priorities while adhering to deadlines

e Ability to work independently, exercise mature professional judgment, and use discretion

e Comfortable in team-oriented environment based on open, transparent, continual communication,
information sharing and inclusive decision-making

e Professional demeanor, able to function independently and within a team.

e Knowledge of Microsoft Office Suite, including Microsoft Outlook, Word, Excel, and PowerPoint is
required. Knowledge in Asana and Salesforce is a plus

Physical and Emotional Demands
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Grants and Contracts Manager — Job Description

While performing the duties of this job, the employee is required to:

V —Very Often / F-Frequently / O—- Occasionally / R - Rarely

Sit V | Use keyboard V | Stoop, kneel, crouch orcrawl | R | Hear Vv

Stand | V | Use hands to feel V | Climb or balance R | Talk Vv

Walk | O | Reach with hands/arms |V

This job requires that the employee must occasionally lift or move up to 20 pounds. Specific vision abilities
required by this job include close vision, distance vision, color vision, peripheral vision, depth perception and
ability to adjust focus. The noise level in the work environment is usually quiet.

The physical demands described here are representative of those that must be met by an employee to
successfully perform the essential functions of this job. Reasonable accommodation may be made to enable
individuals with disabilities to perform the essential duties listed. The inability to cope with a stressful work
environment does not constitute a protected disability.

Community Health Councils is a non-profit, community-based health advocacy, policy, and educational organization.
We offer a competitive salary and generous benefits including medical, dental, vision and 403b plans; vacation, sick
and holiday benefits. CHC is an equal opportunity employer. Women and persons of color are encouraged to apply.

TO APPLY: Please email a Cover Letter and Resume as separate attachments to humanresources@chc-inc.org and
include the exact title of the position you are applying for in the subject line of your email. Applications without a
cover letter will not be considered.
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