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Job Title: Grants Administration Data Analyst
Organization Type & Size: Foundation, Large
Reports To: Director/Grants Administration
Department/Team: Grants
Salary Range: $72k to $90k 

This job description was provided by a member of the Technology Association of Grantmakers (TAG) and has been anonymized. Learn more about TAG at tagtech.org.

Key Responsibilities or Duties:
· Ensure the quality, integrity, and accuracy of the foundation’s grants data
· Conduct extensive analysis of grant data; identify and present trends; interpret results; and make action-oriented recommendations
· Assist staff and grantees with processing activities throughout the grant life cycle
· Help drive continuous back-end system improvements; educate staff, grantees and trustees on the changes
· Support and partner with staff and grantees in the overall grant-making process, including development of grant documents, structuring of grants and ensuring regulatory compliance requirements are met

Education & Experience Requirements:
· Strong technical and analytical skills
· Detail-oriented and solutions-driven
· Ability to ensure that projects are delivered on time and produce desired results
· Programming/coding proficiency
· Ability to navigate complexity and ambiguity
· Skillful in creating narratives with data
· Curiosity and a strong desire to learn
· A strong orientation towards customer service
· Experience with Fluxx, or another grants management database, is a plus.

Certifications:
None

Physical Demands & Work Environment: 
None
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