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MINNESOTA VALLEY TRANSIT AUTHORITY 
Job Description 
 

 
JOB TITLE: Grants Management Analyst   DEPARTMENT: Finance  
 

REPORTS TO: Finance Manager    SUPERVISES: none  
 

POSITION GRADE NO.: 7     POSITION ASSIGNED POINTS: 458 
 

JOB DESCRIPTION REVISION DATE: February 2018 FLSA STATUS: Exempt 
 
 
POSITION SUMMARY 
Under the general direction of the Finance Manager, the Grants Management Analyst performs a wide variety of high-
level accounting, budgeting, and financial reporting functions, with priority given to grant management activities in the 
Finance Department. This position will also assist the Finance Manager with audit preparation, reconciliation, analysis, 
and budget work.  
 
JOB DUTIES AND ESSENTIAL FUNCTIONS 
The following duties are standard for this position.  The omission of specific statements of duties does not exclude 
them from the classification if the work is similar, related, or a logical assignment for this classification. 
 
Grants Management 
 Responsible for management of grants from concept through approval and assures that subsequent reporting 

is done and submitted in a timely manner by appropriate persons. 
 Prepares and submits grant applications for federal, state and local grants and assistance programs. 
 Coordinates and works closely with other departments/project managers to prepare requests for grant 

extensions, revisions, and amendments. 
 Works with Federal Transit Administration (FTA), Metropolitan Council, and other funding agencies and 

governments to plan, program, and administer grants and assistance.  
 Coordinate grant records and administer the processing of requests for reimbursements for grants.  
 Prepare internal grant reports as requested by management staff. 
 Prepare monthly grant revenue recognition entries and monthly reclassification entries. 
 Reconcile monthly unbilled accounts receivable and administer the processing of requests for reimbursements 

for grants. 
 Prepare final reports, working closely with program staff. 
 Close out grants by submitting final invoices and drawdowns, complete final reconciliation in accounting 

system, reporting system, and grant tracking tool (excel).  
 Assist with annual audits. 

 
Accounting and Auditing 
 Performs complex accounting functions including maintaining general ledger, analyzes records of financial 

transactions to determine accuracy and completeness of entries, identify discrepancies, if any, and assists with 
corrections and/or adjustment needed. 

 Assist in maintaining a system of financial control to protect the financial condition of the organization and its 
operations.  

 Serves as back-up in processing bi-weekly payroll transactions. Ensures timesheets, work charts, and wage 
computations are completed appropriately and assists in reconciling payroll discrepancies.  

 Prepare monthly bank and general ledger reconciliations. 
 Facilitate the production of monthly, quarterly, and year-end financial reporting, including variance and trend 

analysis. 
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 Compile, analyze and review financial information used in annual report to Federal, State and local 
government agencies and assist with preparation of the year-end financial statements (CAFR).  

 Participate in the development and implementation of accounting practices by evaluating, monitoring and 
recommending changes in accounting systems and procedures.  

 
Financial Planning, Reporting, and Other Analysis 
 Maintain the reporting system, which is currently in Excel. 
 Assist with the development of annual budgets and quarterly forecasts (currently in Excel), including preparing 

templates, working with staff to complete the templates, consolidating the budget, and developing reports. 
 Assist with the preparation, review, and compilation of the organization’s annual budget.  
 Prepare monthly actual and budget-to-actual reports. 
 Develop ad-hoc reports and analyses. 

 
This position may encounter not public data in the course of these duties. Any access to not public data should be 
strictly limited to accessing the data that is necessary to perform the duties. While data is being accessed, this position 
should take reasonable measures to ensure the not public data is not accessed by individuals without a work reason. 
Once the work reason to access the data is reasonably finished, this position must property store the not public data.  
 
MINIMUM QUALIFICATIONS 
To perform this position successfully, an individual must be able to perform each essential function satisfactorily. The 
requirements listed below are representative of the formal education, experience, training, and skills/abilities 
required. 
 
Education 
 Bachelor’s degree from an accredited four-year college or university in finance, accounting, business 

administration, or related fields. 
 
Experience  
 Four (4) years of professional level work experience in Accounting or Finance. 
 Knowledge of basic office equipment and personal computers. 
 Familiarity with software programs such as Microsoft Office, to include Word, Excel, Access, etc.  

 
Training, Certificates, or Licenses 
 No minimum requirements. 

 
SKILLS AND ABILITIES 
 Strong analytical, technical, interpersonal, and organizational skills. 
 Ability to think and work independently as well as part of a team. 
 Ability to work within strict time constraints and manage multiple tasks at the same time. 
 Proficiency in spreadsheet and databases. 
 Ability to administer grant compliance and reporting requirements. 
 Maintain a positive attitude. 
 Be organized and efficient. 
 Strong verbal and written communication skills. 

 
DESIRED QUALIFICATIONS 
The qualifications listed below are representative of the formal education, experience, and training preferred in order 
to exceptionally perform all of the functions of this position.  
 
Education 
 See minimal education requirements.  
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Experience 
 Experience with grants financial management or complex financial analysis capacity. 
 Experience with Federal Transit Administration financial management processes. 
 Experience with JD Edwards Accounting Software. 
 Experience in the not-for-profit or government environment. 

Training, Certifications, and License  
 Related grant or accounting coursework. 
 Related Federal Transit Administration (FTA) coursework.  

 
COMPLEXITY 
The overall complexity of this position is moderately high. While performing the normal duties of this job; processes 
procedures, or software will vary from one assignment to the next. Assignments are related in function and objective.  
 
RESPONSIBILITY 
Supervision 
Limited supervision is provided while performing the normal duties of this job. This position exhibits no formal 
supervisory responsibilities, but may coordinate work with other individuals as a team member. 
 
Impact 
While performing the normal duties of this job, this position’s work affects the overall efficiency and image of the 
organization.  
 
REQUIRED PHYSICAL ABILITIES AND WORK CONDITIONS 
The physical demands and work conditions described here are representative of those that must be met by an 
individual to successfully perform the essential functions of this job. Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions.  
 
Hazards 
 While performing the duties of this job, this position may occasionally climb, balance, bend/stoop, kneel, 

crouch, squat, reach above shoulder level, stand, walk, push/pull, life or carry up to 10 lbs., and drive. This 
position may frequently talk, and hear, continuously sit, finger/enter data/keystroke, and perform repetitive 
motions. 

 While performing the duties of this job, this position will use close vision, far vision, visual acuteness, and color 
vision. 

 While performing the duties of this job, this position will use their right and left hand for simple handling or 
grasping, and fine handling or manipulation. 
 

Surroundings 
While performing the duties of this job, this position will experience exposure to inside environmental conditions.  
 
 
The above statements are intended to describe the general nature and level of work being performed by individuals 
employed in this job. They are not intended to be an exhaustive list of all duties and qualifications required of 
personnel in this job. The employer may and reserves its right to change the job description and establish, modify, or 
eliminate job duties and responsibilities, and jobs at its discretion with or without notice.  
 
 


