
 

JOB DESCRIPTION: GRANTS COMPLIANCE SPECIALIST 

POSITION TITLE: Grants Compliance Specialist 
DEPARTMENT: Agency Operations 
REPORTS TO:  Chief Operating Officer 
FLSA:   Non- Exempt, 28 hours 

Our Mission 

Our mission is to provide safe emergency shelter while working to end homelessness 
for each man. 

MEN’S SHELTER OF CHARLOTTE (MSC) CORE VALUES:  

• Mission Driven: Every day when you walk on our property, you do so with a deep 
belief that homelessness    can be ended for each of our guests and you help our men 
believe it too. You demonstrate a commitment to our work. 

• Culture of Caring: You care for our guests, your teammates, and yourself. You 
practice compassion, kindness, and empathy, even if it does not come easy.  

• Team Player: You check your ego at the door, and come ready to work together, 
support one another, and communicate well. You bring your “A-Game” to work and 
invite your teammates to do the same. 

•Diligence and Grit: 24/7 we make it work. You show up, you honor commitments, 
and act in a consistent manner.  

•Practice Good Judgment: You can be trusted. You act with integrity at all times and 
can solve problems as they arise. You know when to ask for help. You work to meet 
guests’ needs, but you balance them with the needs of the whole community and never 
forget in all you do, you are representing MSC. 

GENERAL SUMMARY 

The Grants Compliance Specialist (GCS), under the guidance of the Chief Operating 
Officer, will be responsible for overseeing the compliance of all government grants and 
contracts for the contract portfolio of programs.  GCS will ensure contract compliance 
requirements are met and will serve as internal liaison to program staff in their roles as 
they relate to grant compliance.  

 

 



 
 

ESSENTIAL FUNCTIONS 

1. Review all government contracts and serve as the internal expert on grant 
compliance  

2. Oversee all grants and contracts and ensure all are consistently aligned with 
grants and program budget throughout the grant/fund period 

3. Work with Program staff to develop and implement processes to ensure grant 
compliance 

4. Design and execute monitoring processes, including conducting file audits, 
assessments and documenting results and analyzing data trends 

5. Maintains documentation of all contracts and grants in collaboration with the 
program, philanthropy and business staff 

6. Write new and update standard operations procedures as required, to ensure 
compliance with government grants 

7. Identify potential areas of compliance risk factures; remain abreast of all 
compliance changes, activities and identify trends; communicate appropriately 
with staff concerning policies, procedures and updates 

8. Work with Grant Reimbursement Specialist to maintain contracts, grants, 
expense budgets and analysis accounting to ensure accuracy 

9. Work with HR Coordinator to develop an effective compliance training 
workshop and provide necessary training to program staff as it relates to grant 
administration and compliance policies 

10. Provide compliance update reports to senior management as directed or 
requested 

11. Assist, when necessary, the Grant Reimbursement Specialist to compile grants 
reimbursement request 
 

OTHER RESPONSIBILITIES: 

12. Serves as liaison between granting entity and agency. 
13. Participate in staff meetings and development activities as directed. 
14. Performs other duties as directed by supervisor. 

 

EDUCATION, EXPERIENCE AND SKILLS REQUIRED: 



 
1. Bachelor’s degree in business management, accounting or related experience 

managing grants.  
2. Track record delivering superior results, fostering respect 
3. Commitment to the mission, values, and aspirations of the agency. 
4. Skills required to plan, organize, and coordinate; keen attention to detail; 
5. Collaborative leadership style 

 
WORKING ENVIRONMENT:  
Ability to work in a dynamic and fast pace environment. 

 


	JOB DESCRIPTION: Grants COMPLIANCE SPECIALIST
	Our Mission
	Our mission is to provide safe emergency shelter while working to end homelessness for each man.
	MEN’S SHELTER OF CHARLOTTE (MSC) CORE VALUES:
	• Mission Driven: Every day when you walk on our property, you do so with a deep belief that homelessness    can be ended for each of our guests and you help our men believe it too. You demonstrate a commitment to our work.
	• Culture of Caring: You care for our guests, your teammates, and yourself. You practice compassion, kindness, and empathy, even if it does not come easy.
	• Team Player: You check your ego at the door, and come ready to work together, support one another, and communicate well. You bring your “A-Game” to work and invite your teammates to do the same.
	•Diligence and Grit: 24/7 we make it work. You show up, you honor commitments, and act in a consistent manner.
	•Practice Good Judgment: You can be trusted. You act with integrity at all times and can solve problems as they arise. You know when to ask for help. You work to meet guests’ needs, but you balance them with the needs of the whole community and never ...
	GENERAL SUMMARY

