
JOB VACANCY ANNOUNCEMENT 
Texas Veterans Commission 

1700 North Congress, Suite 800 
Austin, Texas 78701 

(512) 463-1295  FAX (512) 463-2847 
 

Grant Compliance Officer 
 

Job Posting Number: 
 

17-37 
 

Monthly Salary: $4500 

WIT Posting Number: 
 

2971683 

State Classification: 
 

Grant Coordinator II Class No., Group: 1921, B20 

Location: 
 

Headquarters – Moody Building 
Austin, Texas 
 

FLSA Status: Exempt 

Work Week: 
 

Monday-Friday, 40 hours/week 
 

Travel: 25% 

Posting Date: 
 

12/07/2016 Closing Date: 12/20/2016 

Job Summary: 
 

This position serves as a member of the Fund for Veterans’ Assistance (FVA) team responsible for 
assuring compliance of all grants awarded by the FVA. Provides expertise and guidance in fiscal 
compliance reviews, grant monitoring activities, and related accounting duties.  Work involves 
coordinating, reviewing, evaluating, and reporting of grants to determine appropriateness of grant or 
compliance with requirements and standards. Position serves as the agency point-of-contact for all 
fiscal grant compliance and accounting functions. 
 

Minimum Education: 
 

Graduation from an accredited four-year college or university with major course work in business or 
public administration, finance, or closely related field; may substitute full-time business, grant or 
contract management experience on a year for year basis. 
 

Experience: Three (3) years of full-time experience in grant or contract management and administration, project 
management and/or regulatory compliance. Experience in OMB guidelines and applying data to 
monitoring activities is required. 
 

Job Duties: 
 

• Provides direction and leadership for all grant compliance activities. 
• Facilitates with the development of a comprehensive grant compliance program to include 

desk reviews, technical assistance, and on-site monitoring. 
• Understands and interprets federal and state grant management policies and regulations 

(OMB Circulars) as it applies to non-profit organizations and state and local entities. 
• Oversees and coordinates overall monitoring plan and carry out planned work. 
• Monitor, reviews, and evaluates compliance with grant program policies and procedures. 
• Reviews the eligibility criteria of all assigned grants. 
• Reviews grantees accounting systems and internal controls. Recommend changes to grantee 

fiscal process as needed.  
• Examines and analyzes the internal control systems and structures and accounting records for 

reliability, adequacy, accuracy, efficiency, and compliance with grant regulations. 
• Prepares reports of findings, outlines discrepancies, and recommends corrective actions. 
• Provides technical assistance regarding contract administration, policies and procedures. 
• Prepares monthly, quarterly, and annual reports for both internal and external use. 
• Must have excellent oral and written communication skills. 
• Work hours other than 8-5 may be required. 
• Performs related work as assigned. 

 
Knowledge, Skills and 
Abilities: 
 
 
 
 
 
 
 
 
 

• Knowledge of laws and regulations pertaining to grants and/or contract administration. 
• Skill in grant preparation, monitoring, evaluation, and report writing and in the use of a 

computer with applicable software. 
• Ability to interpret guidelines, policies, procedures and regulations. 
• Ability to evaluate fiscal data for reasonableness, necessity, and conformity with grant 

requirements. 
• Ability to communicate effectively for both orally and in writing. 
• Knowledge of project management principles. 
• Ability to establish and maintain effective work relationships both internally and externally. 
• Ability to perform work within the required time and able to meet scheduled deadlines. 
• Ability to train others. 



JOB VACANCY ANNOUNCEMENT 
Texas Veterans Commission 

 (Continued) 
 

 
 

AN EQUAL EMPLOYMENT OPPORTUNITY EMPLOYER 
 

The Texas Veterans Commission does not discriminate on the basis of race, color, religion, sex, national origin, age, or disability in 
employment or the provision of services. 
 
The Texas Veterans Commission is committed to hiring Veterans and is proud to employ the highest percentage of Veterans among all 
state agencies.  
 
 
Please call Human Resources at (512) 463-6564 with questions or for additional information. 
 

Knowledge, Skills and 
Abilities cont.: 

• Ability to work under pressure and be successful in meeting goals and objectives. 
• Knowledge of customer service deliverables. 
• Knowledge of Microsoft Office Suite such as Word, Excel, Access, and PowerPoint. 

 
Preferred Qualifications: 
 

• Federal grant management certification is strongly preferred. 
• Personal computer, Microsoft Office suite experience. 
• Honorably discharged veteran preferred 

 
Additional 
Requirements: 
 

A valid Texas driver’s license is required. 

Environmental & 
Physical Conditions: 
 
 
 

Normal office work environment, mostly sedentary in nature. May involve walking; standing; remaining 
stationary for long periods of time; pulling and pushing; kneeling, stooping and bending; and safely 
lifting and carrying items weighing up to 30 pounds. Work involves extensive telephone usage and 
repetitive hand/wrist/finger motions while using the computer. 

Military Crosswalk 
information: 
 

http://www.hr.sao.texas.gov/Compensation/MilitaryCrosswalk/MOSC_PropertyManagementa
ndProcurement.pdf 
 

To Apply: 
(3 Options) 

1. Submit a complete State of Texas Employment Application, DD214 member #4, and  Benefits Letter 
(if applicable) to: human.resources@tvc.texas.gov; OR  
 
2. Mail a complete application (including required documents) to the Texas Veterans Commission, 
Attn: Cheryl Sites, Human Resources Specialist, 1700 N. Congress, Ste. 800, Austin, TX 78701. 
Applications must be postmarked by the closing date in order to be considered for this posting; OR  
 
3. Through https://wit.twc.state.tx.us. (Applicant must follow-up with required documents.)  
 
Resumes will not be accepted in lieu of the State of Texas application.  
 
Applications may be requested from the Texas Veterans Commission, 1700 N. Congress, Suite 800, 
Austin, TX 78711 at (512) 463-6564 or downloaded from the Texas Workforce Commission website.  
 
 
This position has been designated as a security sensitive position. A criminal background 
investigation will be conducted on the final candidate for this position.  
 

Contact: 
 

Human Resources 512-463-6564 
 

 
 

 
 
 
 
 

http://www.hr.sao.texas.gov/Compensation/MilitaryCrosswalk/MOSC_PropertyManagementandProcurement.pdf
http://www.hr.sao.texas.gov/Compensation/MilitaryCrosswalk/MOSC_PropertyManagementandProcurement.pdf

