
STPSO 
Job Description 

  
Job Title:  Grant Writer / Compliance Coordinator 
Department:  Accounting/Finance 
Reports To:  Accounting Supervisor 
FLSA Status:  Non-Exempt 
Prepared Date:  08/5/2020 
Salary: $37,799 - 47,861 
  
SUMMARY- Responsible for researching, identifying and submitting requests for potential 
funding sources including writing grants to support existing and planned projects for various 
departments across the Agency. Monitoring and maintaining compliance. 
  
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may 
be assigned. 
 
Research and identify potential funding sources applicable to our agency. 
 
Communicate with management to determine goals, feasibility and funding needs for programs 
and other agency initiatives.  
 
Successfully prepare and submit funding source/grant applications in accordance with source 
requirements. 
 
Manage timeline and deadlines for grant related activities; included but not limited to application 
submittal, reporting requirements, grant adjustment notice and contract modifications. 
 
Monitor, evaluate and maintain compliance with special conditions, terms of grants and other 
funding sources ensuring adherence agency established standards. 
 
Assist and make recommendations on matters pertaining to grant writing and compliance. 
 
Monitor and make recommendations for policies and procedures related to grants and 
procedures.  
 
SUPERVISORY RESPONSIBILITIES – none 
 
QUALIFICATIONS - 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. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 
 
EDUCATION and/or EXPERIENCE - Bachelor’s Degree with major course work in field 
related to area of assignment is required. Minimum of three (3) years grant writing experience, 
initiating, managing and/or monitoring contracts and grants.  Prior experience at government 
level is preferred. Prior experience securing new funding opportunities with proven results. 
Ability work under pressure, meet deadlines and be able to thrive in a fast-paced environment.   



LANGUAGE SKILLS - Must have strong verbal and written communication skills and strong 
ability to read, analyze and interpret general business periodicals, professional journals, technical 
procedures, or governmental regulations.  Ability to write reports, business correspondence, and 
procedure manuals.  Ability to effectively present information and respond to questions from 
managers, groups of managers, and/or the general public. 
 
MATHEMATICAL SKILLS - Ability to calculate figures and amounts such as discounts, 
interest, and percentages. Ability to create advanced Excel spreadsheets, with appropriate graphs 
and charts as necessary.  Ability to interpret general ledger postings and evaluate financial 
reports.  
 
REASONING ABILITY- Ability to define problems, collect data, establish facts, and draw 
valid conclusions. Ability to interpret an extensive variety of technical instructions in 
mathematical or diagram form and deal with several abstract and concrete variables. 
 
CERTIFICATES, LICENSES, REGISTRATIONS - Valid Louisiana Motor Vehicle 
Operator's License; proof of residency of St. Tammany Parish (voter’s registration card); birth 
certificate; Social Security Card. 
 
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. 
Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
 
WORK ENVIRONMENT - This position is primarily based in Slidell, but occassional travel to 
Covington will be required.  The work environment characteristics described here are 
representative of those an employee encounters while performing the essential functions of this 
job. Reasonable accommodations may be made to enable individuals with disabilities to perform 
the essential functions.  The noise level in the work environment is usually moderate. 
 
SUMMATION - Duties listed above are intended only as illustrations of the various types of 
work that may be performed.  The omission of specific statements of duties does not exclude 
them from the position if the work is similar, related or a logical assignment to the position. 
 
The job description does not constitute an employment agreement between the employer and 
employee and is subject to change by the employer as the needs of the employer and 
requirements of the job change. 
 
Excellent benefits that start immediately!  Please complete an online application at 
www.stpso.com. For more information contact the Human Resources Department at  
985-726-7700. 


