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COLORADO NORTHWESTERN COMMUNITY COLLEGE 
 JOB DESCRIPTION                       
 
POSITION TITLE:  Grants Administrator 

DEPARTMENT:   Administration 

REPORTS TO:  Director of Foundation 

SUPERVISES:  NA 

FLSA:    Exempt     X    Non-Exempt _____   

DOCUMENT STATUS: New/Date:  4/21/17 Revision #               Date: 

TRAVEL: Possible one to two days per week 

SICK LEAVE:  5 hours/month ANNUAL LEAVE: 7.5 hours/month 

COLLEGE-WIDE ____X___CAMPUS: __ __RANGELY _ __CRAIG 
 
GENERAL SUMMARY 
The Grants Administrator will research, write, and administer grants throughout the college.  This 
person will work directly with administration, faculty, and staff on finding new grants for the college. 
 
PRIMARY DUTIES 
 

1. Research new grant opportunities for all departments in the college and disseminate those 
opportunities to the appropriate department or division.  

2. Prepare grant proposals with assistance from administration, staff, and faculty. 
3. Provide training to grant recipients on reporting and budgeting. 
4. Oversee the budget for each grant to ensure monies are spent appropriately. 
5. Maintain all state grants with the help of the appropriate department or division. 
6. Serve as the college liaison for state and private foundation grants including COSI, El Pomar and 

possibly Perkins. 
7. Help coordinate and create budgets for all federal grants. 
8. Provide all required reports and documents for the grants in a timely manner. 
9. Keep policy and procedures manual for all current grants.  
10. Complete other duties as assigned. 

 
 

ESSENTIAL QUALIFICATIONS 
This job requires any equivalent combination of knowledge, skills, abilities, education, and/or experience as indicated below: 
 

1. Education and Training:  A Bachelor’s degree in business administration, education, or 
related field 

2. Prior Related Experience:  A minimum of 3 years’ experience working with grants to include 
administration, writing, or reporting or experience working with nonprofits, state 
organizations, federal organizations where the work included grant funding. 

3. Licensure/Certification:  Valid Colorado driver’s license 
4. Equipment Skills:   

a. Computer and printer 
b. Telephone 
c. Fax Machine 
d. Copier 
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5. Other Qualifications:   

e. Excellent communication and interpersonal skills. 
f. Strong organizational skills. 
g. Strong writing skills. 
h. Ability to work with others on a continual basis. 

 
PREFERRED QUALIFICATIONS 
 
1. Education and Training:  Master’s degree 
2. Prior Related Experience:   Experience with the needs of a community colleges 
3. Licensure/Certification:  
4. Equipment Skills:  
5. Other Qualifications:   
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ESSENTIAL FUNCTIONS 
 
In an 8 hour workday, this job requires: 
 
 N/A = Not Applicable      
 R = Rarely   (less than ½ hour per day)   
 O = Occasionally   (1/2 - 2.5 hours per day)   
 F = Frequently   (2.5 - 5.5 hours per day)   
 C = Continually   (5.5 - 8 hours per day)   
       

 
Physical Requirements 
 

 
N
A 

 
R 

 
O 

 
F 

 
C 

Describe any job duty that requires 
repetition or a unique application of 
the activity. 

Sitting    x   
Stationary Standing  x     
Walking   x    
Ability to be Mobile   x    
Crouching (bend at knees)  x     
Kneeling/Crawling x      
Stooping (bend at waist)  x     
Twisting (knees/waist/neck)  x     
Turn/Pivot  x     
Climbing x      
Balancing  x     
Reaching Overhead  x     
Reaching Extension  x     
Manual Dexterity  x     
Pushing/Pulling  x     

1 - 10 lbs.  x     
11 - 20 lbs.  x     
21 - 35 lbs.  x     
36 - 50 lbs. x      
51 - 75 lbs. x      
76 - 100 lbs. x      

Lifting/Carrying       
1 - 10 lbs.  x     
11 - 20 lbs.  x     
21 - 35 lbs.  x     
36 - 50 lbs. x      
51 - 75 lbs. x      
76 - 100 lbs. x      
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Other physical demands:       
Sensory Requirements  

N
A 

 
R 

 
O 

 
F 

 
C 

Describe any job duty that requires 
repetition or a unique application of 
the activity. 

Talking in Person    x   
Talking on Telephone    x   
Hearing in Person    x   
Hearing on Telephone    x   
Vision for close work    x   

Other Sensory Requirements       
Environmental Requirements N

A 
R O F C Comments 

Safety requirements (i.e. 
clothing, safety equipment 
required, activities 
performed) 

x      

Exposures (i.e. fumes, 
chemicals, vibrations, 
humidity, cold, heat, dust, 
noise, blood & body fluids) 

x      

Operation of equipment, tools, 
vehicles 

  x    

Required hygiene standards 
(food handling, clean, 
contaminated, and sterile 
equipment, etc.) 

x      

Other environmental 
requirements: 

x      

 
 
This Job Description reflects Colorado Northwestern Community College’s best effort to describe the 
essential functions and essential qualifications of the job described.  It is not an exhaustive statement of 
all the duties, responsibilities or qualifications of the job.  This document is not intended to exclude an 
opportunity for modifications consistent with providing reasonable accommodation.  This is not 
intended to be a contract.  Your signature indicates you have read this Job Description and understand 
the essential functions and essential qualifications of the job. 
 
 
 
Employee Review:   _____________________________ Date:________________       
 
Supervisor Review:   _____________________________ Date:________________       
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