
         Jewish Community Center of Greater Pittsburgh 
JOB DESCRIPTION  

Position Title:  Grants Administrator   Program Area:  Healing Partnership 
Date: 10/19   Reports To:  Resiliency Director 
Posting Internal:   Position Type: Executive Exempt  
Job Title Number: RC05   Salary Range:  $45,000 - $55,000 
    
POSITION SUMMARY: 
The Pittsburgh Resiliency Center, 10.27 Healing Partnership, is the central coordinating agency for the region’s 
response to the deadly synagogue shooting that took place on October 27, 2018 and is funded in part by the 
Office for Victims of Crime.  Housed at the Jewish Community Center, its mission is to foster a sense of 
community well-being by providing opportunities for reflection, support, and connection for individuals and 
their loved ones impacted by the attack and others who experience hate-induced trauma. Funding received 
from the Anti-Terrorism and Emergency Assistant Program (AEAP) provides space and opportunity for healing 
after October 27, 2018.   
Responsible for managing a multi-year federal grant from the U.S. Department of Justice and its Office for 
Victims of Crime, including the administration of subcontracts with external service providers.   
PRINCIPAL DUTIES AND RESPONSIBILITIES: 
• Manages and supports the Anti-Terrorism and Emergency Assistance Program (AEAP) grant in support of 

the establishment and operation of the 10.27 Healing Partnership. 
• Identifies and develops strategies to optimize the grants administration process. 
• Performs relevant research to identify available grant opportunities for the 10.27 Healing Partnership and 

supports the application and ensuring reporting processes. 
• Ensure that all grants are implemented according to the operational and financial needs of the 10.27 

Healing Partnership and the JCC. 
• Works with all sub grantees to ensure that each organization understands the federal requirements that 

they will have to follow and assists them in preparing timely and accurate reports. 
• Keeps staff informed about upcoming deadlines and deliverables, thereby ensuring smooth completion of 

all grant-related tasks and reports. 
• Oversees invoicing, accounting, reporting, and other administrative functions for successful execution of 

the grant processes. 
• Works closely with the JCC’s Finance Department to provide detailed reports on the program’s progress to 

funders, the 10.27 Healing Partnership’s Advisory Council and the JCC’s Board of Directors. 
• Monitors paperwork and other related documents connected with grant-funded programs of the 10.27 

Healing Partnership. 
• Maintains records of all payments and receivables and prepares monthly records for all grant related 

activities. 
• Analyzes program data to identify emerging needs and makes recommendations for program 

enhancements. 
• Occasionally works as a greeter, understanding visitor’s needs and providing them with personalized 

solutions by suggesting self-directed wellness activities or classes that will be offered by the 10.27 Healing 
Partnership. 

• Understands the impact of traumatic events on individuals and community. 
• Possesses knowledge of trauma-informed care. 
• Ability to work independently with a strong sense of focus. 
• Possesses excellent project management skills with experience in managing administrative projects. 
• Possesses working knowledge of federal grants. 



• Ability to manage multiple projects simultaneously. 
• Possesses knowledge of planning and strategizing financial and budgeting issues. 
• Ability to work within a cross-functional team and provide support to fellow staff. 
• Possesses excellent financial management skills, including development and monitoring of budgets and 

financial reports. 
• Ability to multi-task and work under pressure. 
• Ability to prioritize work, meet deadlines and produce quality results with attention to detail. 
• Engages in strong communication, administration and organizational skills.  
• Possesses excellent communication skills both written and oral. 
• Possesses outstanding organizational and planning skills. 
• Demonstrated proficiency in use of computers with related knowledge of software programs and internet. 
• Demonstrated ability to work in various settings with culturally diverse families and communities in a 

culturally sensitive and appropriate manner.  
• Actively supports and participates in continuous intra-departmental and agency-wide quality improvement 

processes. “Everyone, Every Day, Closer to Better.” 
• Ensures adherence to agency core values of respect, kindness, character and community within both staff 

culture and program development. 
• Ability to work evenings, weekends and holidays, as required. 
• Ability to perform other related duties, as needed and/or required. 
 
(These responsibilit ies are not to be construed as a complete statement of all duties performed.) 
 
SUPERVISION EXERCISED: 
None 
 
SUPERVISION RECEIVED: 
Supervision from Resiliency Center Director 
 
PHYSICAL QUALIFICATIONS: 
While performing the duties of this job, the employee is regularly required to use hands, to finger, handle or 
feel, reach with hands and arms; climb or balance, stoop, kneel, crouch, or crawl and talk or hear.  The 
employee is frequently required to stand and walk.  Frequently he/she is required to sit.  The employee is 
frequently required to lift up to 25 pounds and occasionally required to lift up to 50 pounds.  The vision 
requirements include close vision, distance vision, peripheral vision, color vision, depth perception and ability 
to adjust focus. 
Employee is required to have the capacity to travel to various locations within the community. 
 
QUALIFICATIONS: 
Master’s Degree in non-profit management, business, finance, or related field, with at least three years’ 
experience in successful grant writing and administration, or an equivalent combination.   
CERTIFICATIONS: 
Act 33/34 Clearance 
FBI Clearance 
Mandated Reporter Training 
First Aid/CPR Certification 


