
 

 

 

 

 

POSITION DESCRIPTION 

Position Title: Grants Accountant (PT)    Position Supervisor:   CAC Executive Director 

 

Job Summary Working in a multidisciplinary (MDT) environment, the Grants Accountant is responsible for 
performing all day-to-day accounting functions for all federal and state government and 
private grants, as well as day-to-day general accounting functions related to GAAP or FASB 
standards. Includes: preparing and processing financial statements, gathering and analyzing 
data, creating and managing organizational and program budgets, fiscal interpretation and 
analysis, reconciliations, reviews of multiple accounts and transactions, management of pre- 
and post-award accounting and reporting, monitoring compliance with required 
deliverables, and identifying/resolving discrepancies. Must comply with all state, federal, 
and local financial laws and regulations, and staying abreast of latest changes. 

Essential 
Functions 

Grant Support 

Collaborate with the Grants Manager and Executive Director on grant income and grant 
expense amounts, and gather statistics, required by funding sources. 

Monitor measurable budget vs. actual outcomes. 

Complete all timely and accurate data entry necessary for the submission and reporting of 
fiscal grant reports, and grant closeouts. 

Initiate grant expenditures, advise Grants Manager on post-award spending and 
commitment activity, and oversee compliance related to fund and revenue. 

Assist Grants Manager in the preparation of the administrative components of grant 
proposals within the parameters of funder guidelines 

Manage all program and organizational fiscal files.  

Ensure all grants are set up properly in accounting software, and cost-allocation 
requirements are fulfilled.  

Fiscal Support 

Track all expenditures and receivables. 

Track all credit card purchases ensuring all related receipts/invoices are attached. 

Prepare monthly financial reports for the Advisory Board and Executive Director, ensuring 
compliance with all federal, state and county policies and procedures. 

Work with internal and external auditors in the preparation for the annual audit and filing of 
the IRS Forms to ensure compliance with all government regulatory requirements. 

Compile fiscal information and documents needed for audit inquiries and compliance site 
visits.  



Maintain knowledge of federal and state grants administration requirements, policies and 
procedures (i.e. 2 CFR Chapter I, Chapter II, Part 200, et al. Uniform Administrative 
Requirements, Cost Principles, and Audit Requirements for Federal Awards, Final Rule) to 
ensure compliance with grant administration requirements. 

Have an essential understanding of National Children’s Alliance fiscal standards and 
implementation of best practices. 

Consistently demonstrate professional behaviors and skills that are in support of the 
vision, mission, and philosophy of the Will County CAC. 

Organizational Support 

Communicate effectively and function in a collaborative manner within all levels of the 
organization, with participating agencies and within the community. 

Maintain a positive relationship with multidisciplinary team members and creatively 
identify and eliminate any barriers that may exist, to ensure program success. 

Attend and participate in regularly scheduled CAC staff meetings/staff development 
activities. 

Maintain strict confidentiality and cross-cultural awareness in the performance of all 
duties. 

Contribute to a work environment that is mutually supportive, respectful, and diverse. 

Attend local, out-of-town, or overnight specialized training as needed. 

Other duties as assigned by the Executive Director or added to the scope of responsibility 
for the position. 

Education and 
Experience 

Experience working with federal, state and private grants.   

Degree in Accounting or Human Services (or similar) preferred, but not required. 

Knowledge, 
Skill & Abilities 

Demonstrated proficiency in math and excellent computer skills including Microsoft 
Dynamics 365, Microsoft Office, Quick Books, and other processing, database, spreadsheet 
competence. 

The ability to organize and manage multiple tasks, details, and deadlines with close 
attention to detail and accuracy. 

Must be able to work at a computer monitor for long periods, focus under pressure and 
with interruptions, and meet strict deadlines. 

Must perform job duties independently, proactively, and with a variety of people in a team 
setting requiring significant self-direction/self-management skills and the ability to be 
flexible. 

The ability to effectively establish and maintain cooperative working relationships within a 
diverse multicultural, government environment.  

Position involves sensitive and confidential information about child abuse victims and 
partner agency personnel at all levels. Strict confidentiality must be maintained. 

Other 
Requirements 

Must pass a thorough criminal background investigation. 



for 
Employment 

Must have own means of transportation, valid driver’s license and proof of insurance as 
travel throughout Will County is required. 

By signing this position description, I am indicating that I understand and accept the duties as described above 
and will do my best to meet these expectations. I understand that this is not an exhaustive list of job duties, 

but rather a general description of the job I am expected to perform. 

 
EMPLOYEE NAME (PRINT) _______________________________________________________________ 
 
 
EMPLOYEE SIGNATURE _________________________________________  DATE __________________ 
 
 
EXECUTIVE DIRECTOR __________________________________________  DATE ___________________ 

 

 


