Grants Management Specialist
                                                            Standard Job #1109-09

GS-1109-09


A.  INTRODUCTION
This position is assigned to the ARS, HQ, Administrative and Financial Management (AFM), Extramural Agreements Division (EAD) and is located at ____________________.  The purpose of the EAD is to work in partnership with the Agricultural Research Service (ARS), Economic Research Service (ERS), National Agricultural Statistics Service (NASS), and the public to manage grants, cooperative agreements, and other extramural arrangements.
The work encompasses all phases of pre-award and post-award activities including negotiation, award, administration, and close-out for a variety of competitive and noncompetitive extramural awards, agreements,  e.g., research support agreements, non-assistance, and cooperative agreements, trust fund and reimbursable cooperative agreements, grants, assistance type cooperative agreements, and memoranda of understanding in support of ARS, ERS, and NASS extramural agreement programs.

B.  MAJOR DUTIES

Negotiates, awards, and administers extramural grants and agreements for the conduct of scientific, economic, and statistical research.   

Advises and assists staff with selecting the appropriate methods of generating proposals, and appropriate methods, techniques, and instruments for implementing a limited range of projects with recurring or similar requirements, e.g., grants and cooperative agreements.  

Advises agency personnel in matters involving budget and finance, procurement, property, safety and health, buildings and facilities construction projects to ensure there are no conflicts with other statues or regulations.  

Reviews and analyzes proposed extramural projects, awards, and agreements.  Identifies the legal and fiscal requirements required to protect the agency's interests, and determines the appropriate award instrument.  Develops and formulates terms and conditions for each proposed agreement and/or grant.  Ensures all legal documents awarded are in compliance with applicable statutes, governing regulations, and agency policy.

Works with agency offices, Office of the General Counsel, Office of Inspector General, departmental staff offices, and other government agencies to obtain opinions and decisions regarding the legality of various extramural agreements.  Ensures compliance with all extramural agreement matters. 

Reviews program and budget plans to ensure adequate resources are committed for the project.  Conducts final negotiations with cooperators regarding intellectual property, adequacy of liability and insurance coverage, funding arrangements and payment schedules, changes in key personnel, budget revisions, allowable costs, prior approvals, suspension and termination clauses, etc.  

Identifies the responsibilities for the agency’s technical representative based upon the unique requirements for each award.  Delegates authority to Authorized Departmental Officer's Designated Representative to ensure that appropriate technical oversight of projects is performed in accordance with agency requirements, and is consistent with the terms and conditions of the award.  

Closes out legal agreements and undertakes terminations where necessary.  Conducts reviews to determine whether all terms have been met, that all fiscal, income, patent, and property reports have been received, and that any audit problems have been resolved.  Ensures deliverables are received in accordance with the terms of the award or agreement.  Coordinates the resolution of problems with the appropriate staff.  

Conducts reviews on the interpretation and application of ARS, ERS, and/or NASS policies to ensure uniform conformance, to provide guidance, and to promote efficient and effective operations.

Attends meetings, conferences, and work groups and trains federal and non-federal personnel on agency, department, and government-wide policies and procedures.  

Utilizes the automated Agriculture Research Information System (ARIS)/Agreements Information Management System (AIMS) to manage extramural agreements.  

C.  EVALUATION FACTORS
1.  Knowledge Required by the Position



Level 1-6, 950 points
Practical knowledge of laws, regulations, policies, procedures, program objectives, governing the administration of federal grants, cooperative agreements, and awards to award, administer, and manage grants, cooperative agreements, or other related instruments and skill in applying this knowledge to well-precedented projects.  

Knowledge of financial methods, procedures, and practices to assess the financial stability of recipient of federal grants or cooperative agreements.

Ability to analyze documents to ensure all legal and regulatory requirements are met, identify missing information, revise documents to meet regulatory and other requirements.

Ability to negotiate to obtain grants and agreements.  

Ability to communicate technical information and maintain a successful business relationship with researchers, agency personnel, cooperators, and similar groups within and outside the federal government.  

2.  Supervisory Controls





Level 2-3, 275 points
The supervisor assigns work by defining objectives, priorities, and deadlines, and indicates any special considerations or unusual requirements.  The employee independently prioritizes the workload and ensures the correct procedures have been followed within the specified timeframes.  Assistance is available on new or unusual assignments never encountered previously.   

The employee exercises initiative and judgment in developing and coordinating grants and agreement actions using standard practices and established procedures.  

Work is reviewed by the supervisor to ensure all required information is included and the work is in compliance with instructions and regulations. 
3.  Guidelines







Level 3-3, 275 points
Guidelines include public laws, legislative committee reports, GAO decisions, executive branch policy and administrative guidance, departmental regulations and decisions, Judicial Branch decisions and orders, proposed legislation and regulations, and current policies and procedures. 

Precedents exist for prior awards and agreements.  However, these guides don’t cover every aspect of the work and the specialist will adapt them according to the type and specific requirements of the agreement, e.g., is the request similar enough to previous agreements so that it can be used, identifies missing information such as clauses, and ensures the contents of the agreement satisfy the needs of the requestor.  

The employee uses judgment in interpreting and adapting procedures for specific problems such as conducting a basic analysis of the cost of the agreement and making recommendations to the requestor for changes to the agreement such as time, cost, and special requirements.  

4.  Complexity






Level 4-3, 150 points

The work includes various duties involving different processes for standardized awards, grants, and agreements work.  

The employee determines the adequacy of the initial agreement action, prepares necessary plans and documents, performs cost analysis, negotiates with the cooperator, prepares and recommends award, manages and closes out the award.  

The employee analyzes each requirement and applies judgment necessary to balance priorities, determine the appropriate methods, and prepare justifications for non-standardized requests.  
5.  Scope and Effect






Level 5-3, 150 points
The primary purpose of the position is to perform a variety of actions that include negotiating, awarding, and administering extramural grants and agreements for the conduct of scientific, economic, and statistical research.  

The work of the employee impacts the organization and the researchers within the organization and contributes to the timely and accurate management of grants and agreements and the ability to attract new funding for research.  
6.
Personal Contacts       




Level 6-3, 60 pts                                                

Contacts are with ARS, ERS, and/or NASS employees, research scientists, economists, statisticians, cooperators, National Program staff, and other federal agencies.  Routine contacts are with university officials, e.g., deans, and directors of sponsored programs, and consultants, state and city officials, and business executives.

7.
Purpose of Contacts





Level 7-3, 120 pts






The purpose is to plan, coordinate,  advise on, and recommend solutions for the establishment of grants and agreements requirements.  The incumbent exchanges information of mutual interest, suggests alternative approaches to meeting objectives, and performs as lead negotiator.  Due to the differences in operating culture between the federal government and non-federal organizations, difficulties may arise in obtaining acceptance of the government’s recommendations or resolving controversial issues which necessitate the incumbent to negotiate solutions agreeable to both parties.  

8.
Physical Demands





Level 8-1, 5 pts




Work is mostly sedentary; however, some walking, standing, and bending are required.

9.
Work Environment





Level 9-1, 5 pts
Work is usually performed in an office setting; however, occasional travel may be required.        
Total Points = 1,990

GS- 09 point range is 1,855 - 2,100 points
D. 
Other Considerations (Check if applicable)

[  ]
Supervisory Responsibilities (EEO Statement)


[  ]
Training Activities - Career Intern, Student Career Experience Program


[  ]
Motor Vehicle or Commercial Driver's License Required


[  ]
Pesticide Applicators License Required


[  ]
Safety Officer Collateral Duties


[  ]
Radiological Protection Officer Collateral Duties


[  ]
Environmental Management Officer and Member Collateral Duties


[  ]
EEO Collateral Duties


[  ]
Drug Test Required


[  ]
Vaccine(s) Required


[  ]
Financial Disclosure Required


[  ]
Special Physical Requirements/Demands 


[  ]
Special Agency Check (SAC) and limited background investigation required



for Research Leader positions


[  ]
SAC and full background investigation required for positions working with



BSL-3 (or higher) agents, or in BSL-3/BSL-4 facilities.


[  ]
Other:                                                                                                                                                         
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