
 

GOVERNMENT GRANTS AND AID SUPERVISOR 

 

Government Grant and Aid Supervisor is responsible for the oversight, guidance and 

coordination of the County’s state and federal grants and aid process.  Supervision may be 

exercised over the work of subordinate grant related personnel. Work is performed under general 

supervision of the County Treasurer. Performs other related duties as necessary. 

 

 

TYPICAL WORK ACTIVITIES:  (*Illustrative Only) 

-Guides, coordinates and provides assistance to department personnel in the establishment, 

receipt, use and reporting of federal and state grant aid programs; 

-Establish, maintain, standardize and regulate the configurations, permissions and processes of 

the County’s accounting software system regarding the entry, tracking and accounting of the 

Projects and Grants functionality; 

-Maintains and reviews all contractual obligations of the County for each federal and state grant 

and aid contract or agreement and regularly determines County compliance; 

-Reviews, monitors and reports the County’s actual, vouchered and budgeted GGA revenues and 

program expenses; 

-Maintains the County’s federal and state GGA registrations; 

-Reviews all GGA vouchers for “Treasury” approval; 

-Works with County Administrator’s office to provide data and information regarding state grant 

program changes, opportunities, and challenges, specifically as they related to cross department 

coordination, maximization of existing grant revenue and adherence to County strategy and 

policy; 

-Coordinates and oversees annual cost allocation plan to calculate reimbursable overhead for 

various departments; 

-Clerical and other relevant administrative tasks as assigned by Treasurer. 

 

*Typical Work Activities are intended only as illustrations of possible types of work that might be 

appropriately assigned to an incumbent of this title.  Work activities that do not appear above are not 

excluded as appropriate work assignments, as long as they can be reasonably understood to be within the 

logical limits of the job. 
 

 

FULL PERFORMANCE KNOWLEDGES, SKILLS, ABILITIES ANC 

CHARACTERISTICS: Good knowledge of the policies, procedures and techniques involved in 

obtaining discretionary and non-entitlement federal, state and private funds; good knowledge of 

general municipal organization, policies, procedures and objectives; good knowledge of the 

principles and techniques of administration; ability to analyze the organization and functions of 

department staff related to GGA; ability to make persuasive oral and written presentations; 

ability to prepare written grant proposals and reports; ability to establish and maintain effective 

relationships with public officials and management personnel both within the county and grantor 

agencies; ability to evaluate grant proposals to ensure compliance to requirements; ability to plan 

and supervise the work of others; ability to speak, read, write, understand and communicate in 

English sufficiently to perform the essential duties of the position; willingness to travel; sound 

professional judgment; resourcefulness; initiative; tact; integrity; physical condition 

commensurate with the requirements of the position. 

 

 



 

 

 

MINIMUM QUALIFICATIONS:   

A)  Graduation from a regionally accredited or NYS registered college or university with a 

Bachelor’s Degree in accounting, public administration, finance, business, or closely related 

field, and at least two (2) years of experience that largely include grant writing, tracking, 

reporting, and accounting; preferably for a municipality or local government or non-profit 

organization; OR 

B)  Graduation from a regionally accredited or NYS registered college or university with an 

Associate’s Degree in accounting, public administration, finance, business or closely related field 

and at least four (4) years of experience that largely include grant writing, tracking, reporting, 

and accounting; preferably for a municipality or local government or non-profit organization; 

OR 
C)  Graduation from High School, or possession of an Equivalency Certificate (GED) and at 

least six (6) years of experience as stated in A) and B) above. 
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