TRINITY COUNTY 
 JOB OPENING 

GRANT ADMINISTRATION CLERK
PART-TIME POSITION 
Trinity County is currently accepting applications for a Grant Administration Clerk. Clerk assists the Grant Writer/Administrator in handling data entry, filing and maintaining grant files, processing financial documents, scheduling meetings, and assisting with grant reporting. This is a part-time position, salary starting of $15.22 an hour.  
A complete job description and application form can be found online under Trinity County Employment Opportunities https://www.co.trinity.tx.us/page/trinity.jobs.openings.  Please send applications to Vicki Branch, Trinity County Grant Administrator, at vicki.branch@co.trinity.x.us or mail to P.O. Box 1030, Groveton, Texas 75845.  
 


JOB DESCRIPTION 
GRANT ADMINISTRATION CLERK 

LOCATION: TRINITY COUNTY COURTHOUSE, GROVETON, TEXAS
REPORTS TO: COUNTY AUDITOR AND GRANT WRITER ADMINISTRATOR
PART-TIME POSITION, PAY RANGE 14 $15.22/HOUR

GENERAL DESCRIPTION     
The Grant Administration Clerk supports the Grant Writer Administrator by handling data entry, filing, and correspondence to ensure grants are managed properly. Key duties include maintaining grant files, processing financial documents, scheduling meetings, assisting with grant reporting, and ensuring compliance with regulations.  

ESSENTIAL DUTIES AND RESPONSIBILITIES 
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required.  

· Organize and maintain both electronic and paper files for all grant-related documents, including applications, contracts, and reports.  
· Input and update grant information, financial data, and grantee details into grant management databases. 
· Assist with processing and tracking grant-related financial documents, such as invoices, payments requests, and budget expenditures 
· Help prepare reports and spreadsheets by compiling data from the grants database. 
· Respond to emails and correspondence with grantees and County departments 
· Schedule meetings, send notifications, and arrange for virtual or in-person events. 
· Support the Grants Administrator in ensuring all grant activities and reporting adhere to federal, state and local guidelines by collecting required documentation and monitoring compliance.  
· Strong organizational, time management, and communication skills. 
· Present grant applications to Commissioners Court for approval. 
· Proficiency with computers, including data entry and standard office software (word processing, spreadsheets).  
· Ability to handle confidential information with discretion 
· Attention to detail and accuracy 
· Basic bookkeeping or financial tracking experience preferred 


KNOWLEDGE, SKILLS, AND ABILITIES  
· Ability to read, interpret and accept documents such as rules, instructions and procedures manuals. 
· Ability to fill out reports, answer telephones, prepare and route correspondence accurately, distribute messages, and speak effectively to the public. 
· Knowledge and ability to operate computer database systems and software such as Microsoft Office-Word, Excel, etc. 
· Employee may be assigned other duties in addition to those listed; duties may change according to the needs of the County Auditor or Grant Administrator 
· Ability to travel for training, as needed or required. 

EXPERIENCE, EDUCATION, LICENSES
· High School or GED as a minimum 
· Experience with Federal, State or Local Grants is a plus  
· Must Possess a Valid Texas Driver’s License 

PHYSICAL REQUIREMENTS: 
· Maintain physical conditions appropriate to the performance of assigned duties and responsibilities which may include the following: 
· Sitting for extended periods of time 
· Standing for extended periods of time 
· Operating assigned equipment  

Applications can be found online under Trinity County Employment Opportunities https://www.co.trinity.tx.us/page/trinity.jobs.openings.   



