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Position Grants Associate 

Reports to Grants Team Leader  

Compensation This is a temporary, non-exempt, grade 3 position 

Date  July 2016 

 
 
Summary 
This position is responsible for performing research, due diligence and recordkeeping functions 
associated with grants. 
 
Responsibilities 

 Conduct  research on grant requests by verifying the public charity status of organizations and 
ensuring that all grant purposes are in compliance with Vanguard Charitable policies and 
procedures, IRS and OFAC guidelines 

 Maintain a high level of knowledge of Vanguard Charitable due diligence policies, practices, and 
procedures and use critical thinking to identify any additional research that may be required 

 Process grants efficiently and accurately according to stated service levels  

 Enter and/or QA paper grant recommendation forms 

 Occasionally Communicate with Vanguard Clients  

 Communicate with public charities via phone and email on a daily basis 

 Communicate with other departments at Vanguard Charitable as needed 

 Navigate between multiple software systems 

 Maintain accurate, detailed, and organized documentation of grants research in the 
recordkeeping system; ensure that all required documentation, as specified by VC due diligence 
policies and practices, is accurately stored within the recordkeeping system  

 Support specialized grant functions, including, but not limited to: grant report reviews, special 
handling, problem resolution, unique situations, etc. 

 Provide subject matter expertise in specific, assigned grant interest areas  

 Consider and understand the impact of grant processes and activities on the client experience 

 Maintain an awareness of processing volumes and prioritize work accordingly; proactively seek 
ways to improve workflow 

 Achieve and maintain a high level of efficiency with functional skills, desktop applications, and 
appropriate equipment and applications 

 Maintain effective work relationships by handling peer and management interactions in a positive 
and cooperative manner 

 Serve as Grants department representative in cross-departmental initiatives  

 Serve as a back-up for primary responsibilities managed by other team members 

 Other duties and project work as assigned 
 
Requirements 

 College degree or equivalent work experience 

 One to two years of business experience or non-profit experience.  Processing/recordkeeping 
experience preferred 

 Non-profit engagement/interest 

 Strong attention to detail 

 Strong problem resolution skills and time management skills 

 Critical thinking and risk analysis skills 

 Strong verbal and written communication skills, including excellent telephone etiquette 
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 Ability to interact effectively with potential grant recipients, management, and co-workers and 
ability and willingness to participate in a team environment 

 Work independently and collegially with minimal supervision 


