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GENERAL DESCRIPTION

Performs review and documents all phases of project selegﬁo_fq pragress andc,
Travels to job sites to ensure project comphance ReVIeWﬂhﬁa -approves coﬁtr,ajcf\'

compliance and project eligibility. May supervise others.

EXAMPLES OF WORK PERFORMED

Performs grant writing

Planning, Colonia Construction Grants, Self Help Center, Colonia EDAP Programs

Maintain, perform and review all related duties to projects such as surveys, requests for
payments, procurement compliance, site visits and inspections, reviews specs and plans, bid
process, etc.

Oversees technical assistance to Colonia representatives and non-profit organizations

Prepare and recommend approval of project eligibility, environmental review, and citizen
participation documents

Provide technical assistance to City, County, State and Colonia representatives in all areas
of program rules and regulations

Review and recommend project payment requests to Supervisor

Process amendment and other program changes as may be necessary
Oversee the preparation of monthly, quarterly, and annual activity reports
Assign staff to maintain project files

Ability to work well with others.

Performs all other related duties as assigned

GENERAL QUALIFICATION GUIDELINES

Experience and Education
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degree in Political Science, Business Administration or related field. Two (2) years of
experience maybe substituted for one (1) year of education.

Knowledge, Skills, and Abilities

Knowledge and experience in interpreting federal rules and regulations
Good verbal and written communication
Knowledge of MS Word, Excel and 10-key calculator

Registration, Certification, or Licensure

May require a valid driver's license
PHYSICAL DEMANDS:

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.

While performing the duties of this job, the employee is regularly required to talk or hear.
The employee frequently is required to stand. The employee is occasionally required to
walk; sit; use hands to find, handle, or feel objects, tools or controls; reach with hands and
arms; climb or balance; stoop and kneel.

The employee must occasionally lift and/or move over 25 pounds. Specific vision abilities
required by this job include close vision, depth perception, and the ability to adjust focus.

WORK ENVIRONMENT:

The work environment characteristics described here are representative of those an
employee encounter while performing the essential functions of this job.

The noise level in the work environment is usually moderate.
SAFETY REQUIREMENTS:

Maintain physical conditions appropriate to the performance of assigned duties and
responsibilities which may include the following:

e sitting for extended periods of time
e operating assigned equipment

Maintain mental capacity which permits:

¢ making sound decisions and using good judgment
e demonstrating intellectual capabilities
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working closely with others
working in a multi-task environment

making observations
reading and writing

operating assigned equipment
commun1cat1on with others

safety regulations



