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GRANTS ADMINISTRATOR 
November 2024

***Position requires residency in North Carolina***

The North Carolina Clean Energy Fund (NCCEF) is seeking a Grants Administrator to join our growing team of mission-focused clean energy and financial professionals. NCCEF is a nonprofit financial institution with a mission to accelerate investment in clean and efficient energy solutions and increase climate resilience in North Carolina, particularly to promote climate and economic equity. We partner with public and private investors, foundations, and other non-profit and community organizations to deploy sustainable financing solutions that will create long-lasting environmental, economic, and social benefits and fill gaps in the financial market, especially for traditionally underserved communities.


Position Summary
The Grants Administrator will serve as the primary manager of NCCEF’s federal Solar for All funding, including compliance, invoicing, reporting, and final project close-out.  They will work collaboratively with programmatic staff, accounting, and senior leadership to create efficient management processes and workflows to ensure adherence to grant terms and conditions and funding regulations throughout all phases of the grant. They will also provide strategic input into expanding the organization’s other government funding and strengthening relationships with program officers and stakeholders. 

Responsibilities
· Manage all aspects of grant administration including and liaising with internal finance staff to track spending and financial compliance.
· Ensure timely responses to requests about grant management from federal and state agencies collaborating with NCCEF finance and program staff.
· Ensure compliance in the procurement process for subgrantees and contractors hired using grant funds. Ensure RFPs and award process comply with federal and state procurement regulations.
· In collaboration with NCCEF Finance staff, oversee invoicing and reporting processes for subgrantees and contractors.
· Manage workflow related to measuring progress toward deliverables, meeting reporting requirements, and demonstrating impact. 
· Track and flag new compliance requirements and maintain appropriate files for each grant as specified by grant agreements, from initial project assessment to final reporting.
· Oversee the expenditure of federal funds and ensure they are used in accordance with state and federal guidance. 
· Complete monthly, quarterly, and annual reporting consistent with state and federal requirements. 
· Extract, analyze, and organize grant data into coherent and accurate reports that meet reporting requirements of funders.
· Review and approve invoices and track expenditures.
· Troubleshoot and resolve grant administration issues specific to grant budgets, billing, proposals, and auditing.
· Alongside executive and program staff, create and manage processes that support seamless grants management.


Knowledge, Skills, and Abilities:

· Communication – Effectively communicates to stakeholders at all levels, both verbally and in writing.
· Team Player – Fosters teamwork and collaboration across multiple teams.  Willingness to set aside one’s own priorities in order to help a team member.
· Leadership – Able to inspire, guide, and lead colleagues on projects and initiatives.
· Business Acumen – Possesses understanding and insight into how organizations perform, including budgeting, business processes, data, systems, and people. 
· Business Tools and Technologies – Demonstrated proficiency with a wide range of business systems and technologies, especially Adobe editor, Excel, other Microsoft software, and project management platforms like Asana or Monday.com.
· Program and Project Management – Understands and easily transitions between different projects, concepts, initiatives, and workflows.
· Judgment – Exercises prudence and insight in decision-making process while mindful of other stakeholders and long-term ramifications
· Organization – Manages time, projects and activity effectively; Able to prioritize and re-prioritize based on business needs.  
· Flexibility – Skilled at transitioning between big picture strategy and programmatic details, as well as adapting to the ever-changing clean energy landscape.
· Problem Solving – Able to quickly identify and solve issues related to program and project management
· Curiosity – Exhibits an inquisitive nature and the ability to question the status quo among a community of people they enjoy and teams that work well together.
· Humility – exhibits grace in success and failure while doing meaningful work where skills have impact and make a difference.
· Willingness – Hunger to constantly learn, share, and grow and to view the world as their classroom.
· Motivation and Influence – Able to inspire and motivate others to carry out program and project implementation.


Qualifications:
· Bachelor’s degree in business, finance, or relevant field. Master’s degree in business administration, public administration, or related field preferred but not required.
· Minimum 5 years of experience managing the full grants lifecycle, including contract review, grant tracking, grant database maintenance, financial compliance, and grant closure.
· Financial management experience, including the budget and audit process.
· Exceptional project management skills, with the ability to stay on top of multiple projects, anticipate obstacles, and involve stakeholders when needed.
· Hands on experience administering budgets, and reports in compliance with stringent government instructions and regulations.
· Proficiency with Microsoft Office products. 
· This position is remote with some in-person meetings and travel, mostly within North Carolina.  The chosen candidate must be located in North Carolina.
· Must be willing to travel up to 5% of time, most travel will be within North Carolina. 

The salary range for this position is between $75,000 – 85,000 annually


Why Work with Us?
At NCCEF we care deeply about the work we do and the lasting impact it will have in North Carolina and beyond. We also recognize that the people doing this work are just as valuable. This is why NCCEF has created a culture that values our employees’ health and financial well-being and their lives in and outside of work. In addition to a remote, flexible workplace we also offer the following benefits:
· Healthcare benefits - Medical, Vision, Dental (We cover 75% of individual employee medical premiums)
· Life & Disability Insurance
· Simple IRA matching
· Flexible paid time off & paid company holidays
· Parental Leave


How to Apply:
Send your resume and a letter of interest to: Careers@nccleanenergyfund.org


NCCEF is proud to be an Equal Opportunity Employer.

We do not discriminate based upon race, religion, color, national origin, gender
(Including pregnancy, childbirth, or related medical conditions), sexual orientation, gender identity or expression, age, status as a protected veteran, status as an individual with a disability, or other applicable legally protected characteristics.  NCCEF believes that diversity and inclusion among our teammates is critical to our success, and we seek to recruit, develop, and retain the most talented people from a diverse candidate pool.
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