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Grant Administrative Assistant Job Description 

  

POSITION: Grant Administrative Assistant   

HOURS: 20 hours a week for 42 weeks, non-exempt  

SUPERVISOR: Director  

BENEFITS: Statutory  

EMPLOYMENT: Part-Time 

  

Job Summary: Under the general supervision of the Director, the Grant Administrative Assistant is responsible 

for supporting the Project Director, assisting the Project Director overseeing the PFS* grant and other grants in 

conjunction with the financial operations of Massena PAL. This position is responsible for executing Grant administrative 

responsibilities, including but not limited to: tracking, financial spend down, data entry, grant paperwork and other 

duties as assigned.   

  

Key Responsibilities:  

Grant Support 

1. Assist with the ongoing search for additional funding sources (grant or foundation) to support, expand and develop 

programming in alignment with the vision of Massena PAL. 

2. Provide administrative support by keeping track of potential grant deadlines, award dates and reporting deadlines. 

3. Assist in the implementation of awarded grants.  

4. Assist in maintaining all required tracking paperwork. 

5. Assist Project Director with tracking, reporting and data entry specific to PFS grant.   

6. Assist with implementing grant funds into the operational budgets for Massena PAL.  

7. Assist with implementing and creating budgets associate with grant awards.  

8. Assist with communicating to the Board Members, financial and grant status at monthly board meetings.  

9. Assist the Director and Project Director by collaborating with the Treasurer on grant income and expense amounts.   
 

Other Duties:  

1. Abide by the Police Activities League of Massena Policies & Procedures.   

2. Attend required training and workshops, as directed.  

3. Attend staff meetings and other Club sponsored events.  

4. Abide by Federal and State Laws.  

5. Wear appropriate staff uniform while working at and/or attending Police Activities League of Massena functions.  

6. Perform other duties as assigned by Director and Project Director.  

 

Requirements:  

1. First Aid & CPR certified, will have six months to obtain certification if not already completed. 

2. Pass a background check. 
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3. Experience in Grant writing, accounting and financial knowledge. 

4. Proficiency in math and computer skills (including excel). 

5. Ability to foster teamwork and work collectively with all persons.  

 

Qualifications:  

1. High school diploma or GED (required); or, 

2. College Degree in Business (preferred); or,  

3. Certificate in Business or related field; or,  

4. A minimum of 1 year work experience in business or similar field. 
 

Physical Requirements and Working Conditions:  

1. Must be able to sit for long periods of time.   

2. May be required to attend evening meetings and/or travel within the local area for meetings and trainings.   

3. May be required to use personal vehicle in the course of employment.  

  

Disclaimer: The information presented indicates the general nature and level of work expected of employees in this 

classification. It is not designed to contain, not to be interpreted as, a comprehensive inventory of all duties, 

responsibilities, qualifications, and objectives required of employees assigned to this job.  

 

*PFS: “Partnerships for Success” project funding under the Strategic Prevention Framework of the Substance Abuse and 

Mental Health Administration. 

 

 


