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Job Opportunity

	Company
	City of Detroit, Office of Grants Management

	Job Title
	Compliance Associate (Personal Services Contract)

	Location
	Detroit, MI

	Salary Range
	$65,000 - $75,000 / year

	Relocation Assistance
	None


Job Description / Responsibilities / Requirements

SUMMARY:



This position is responsible for performing internal audits, record reviews, and/or process reviews of the financial and administrative activities related to the City of Detroit’s grants administration in one of the following groups: 1) Transportation and Public Spaces related grants compliance, 2) Public Safety and Health related grants compliance, 3) Housing and Urban Development Community Development Block Grant compliance, or 4) Housing and Urban Development Non-Community Development Block Grant compliance.

MAJOR JOB DUTIES:
1. Checks that there is adequate documentation in the Office of Grants Management (OGM) centralized grants management system to assess compliance of grants-funded programs, including complete back-up documentation for all expenditures and draws.

2. Assesses the permissibility of grant-funded activities in proposed award budgets.

3. Assesses the compliance of grants management with the newly released OMB “super-circular” (“Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards”) on financial administration and cost principles, in particular proper cash management.

4. Monitors sub-recipient and vendor payments and performance for timeliness and allowability.

5. Monitors timeliness of fund disbursement once drawn from awarding account to the City of Detroit. 

6. Assists with producing reports that show department-level and City-Wide grant compliance. 

7. Synthesizes information and effectively communicates to upper level OGM staff 

8. Makes complete and/or special audits of the grant-related financial records and grant accounting procedures of assigned departments. 

9. Prepares reports of audits and suggests changes in accounting system and procedures where considered necessary. 

10. Investigates the duties and responsibilities of grant-related positions to determine the proper allocation and remuneration thereof. 

11. Supports City of Detroit compliance priorities for grant-related activity. 

QUALIFICATIONS:

Bachelor’s Degree in business administration, finance or a related field of study. CPA, CIA, CGAP, or other relevant auditing credential strongly preferred. 

Three years of experience in related field, preferably in auditing activity related to grants and/or to one of the groups noted above. 

Ability to work independently with minimal oversight and exercise considerable independent judgment to make decisions in carrying out assignments that have significant impact on services or programs. 

A proven track record of sound management, motivation from achieving high standards, and the ability to manage funds in a compliant and timely manner. 

KNOWLEDGE OF:

· Federal, state and local government circulars rules and regulations, and procurement laws as they pertain to one of the aforementioned groups. 

· State procurement law, preferably procurement law specific to the City of Detroit.

· OMB “super-circular” (“Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards”) on financial administration and cost principles, in particular assuring proper cash management.

SKILL IN:

· Negotiating challenging situations with both internal and external stakeholders.

· Effective problem solving. 

· Oral and written communication.

· Organization and record-keeping

· Use of personal computers and common office software.

· Auditing  

ABILITY TO:

· Effectively navigate through challenging political environments.

· Demonstrate strong attention to detail and an ability to track multiple projects and tasks simultaneously. 

· Provide technical and analytical expertise to analyze grant awards and expenditures for City departments and officials.

· Anticipate potential problems and plan corrective approaches accordingly.

· Learn and use contemporary grants management software and other related software for program and financial management.

· Organize and prioritize work.

· Interact effectively with co-workers, department personnel, and others with tact and diplomacy.
Contact Information to Apply

Please send your resume and cover letter to ogmdetroitmi@gmail.com with Compliance Associate in the subject line. 
