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TEXAS STATE UNIVERSITY
JOB DESCRIPTION

GRANT SPECIALIST- 1494 (Unclassified)
Under moderate direction, provides professional support to a grant. 
Scope:
 Responsible for gathering, interpreting, and evaluating data in a specific field. Specific types of support will vary by office. List specific scope here:




Supervision: 

Reports to Grant Director, Non-Faculty, Grant Director, Faculty, or Grant Coordinator.
May supervise secretarial/clerical staff, student workers, and volunteers. 
Examples of General Duties and Responsibilities: 
Define procedures to meet goals of grant. Monitor and adjust strategies and procedures as needed. Develop and write narratives for fliers, publications, press releases, training materials and/or other written materials. Assist in developing and administering surveys; assist with compilation of results of surveys. Establish contacts with community; answer inquiries. Make and record observations and measurements. Compile data. Set up and operate apparatus or equipment. Conduct specified phases of research projects, and may report results at professional conferences or in professional journals. Speak to individuals and/or groups about the goals of the grant. May meet periodically with funding agency representatives. May prepare and conduct workshops with target groups. Write evaluation reports to Grant Coordinator or Grant Director. Gather data from periodical literature in the field. Perform other duties as assigned. 

Specific Duties and Responsibilities: 
(If applicable, describe any job-specific, technical, or programmatic responsibilities unique to this position which are not covered above.)




Knowledge, Skills, and Abilities: 

Knowledge of the subject matter pertaining to the grant. May require basic knowledge of descriptive statistics. Ability to communicate effectively both orally and in writing. May require ability to supervise clerical/secretarial personnel, students, or volunteers. Bachelor’s degree in a related field preferred. 

Specific Knowledge, Skills, and Abilities 
(If applicable, list below any other specific knowledge, skills, and abilities required to perform the duties listed above.)




Other Requirements: 
(If applicable, list licenses or certificates required by law, statute, ordinance, or regulation for entry into this position.)




Qualifications: 
To qualify for this classification, an individual must possess any combination of experience and education that would likely produce the required knowledge, skills, and abilities.

Preferred Qualifications: 
(If applicable, list those knowledge, skills, abilities, education, and experience statements preferred of applicants. Include desired certifications and/or licenses.)




For the Grant Director:
I support the above description as an accurate representation of the employee’s job duties.
Name (print): ____________________________________________________________
Title: ___________________________________________________________________

Signature: _______________________________________________________________

Date: _______________________________________________________  
