
 

 

WE RESERVE THE RIGHT TO MAKE CHANGES TO THE ANNOUNCED RECRUITMENT & SELECTION 
PLAN 

The Director of Grants Management is a senior-level management position within the Regional Task Force on the 
Homeless (RTFH), a 501c3 non-profit which serves as the lead COC agency for the San Diego Region. This 
position requires 10+ years of working experience with responsibilities and knowledge of the administration and 
allocation of federal and state homeless, housing and block grant programs including COC, CDBG, HOME and 
ESG as well as demonstrated achievements within these program areas. 
 
The Director of Grants Management (“Director”) is responsible for oversight and administration of all funds 
received by the RTFH and all sub-grantee contracts and grant administration processes. The Director must be 
able to assess the available resources, both in staffing and funding, and develop programs and required 
processes needed and assign responsibilities within RTFH in a way that leverages all resources to create the 
optimal outcomes to benefit the community at large.  
The Director must ensure all projects and programs are implemented in a timely manner and in compliance with 
HUD requirements and all other applicable laws.  
 
RESPONSIBILITIES:  
 

 Provide management and direction towards grant processes, RFP, allocation processes, budget and 
reimbursement practices in accordance with grants management best practices.  

 Experienced with HUD Reports, which include; Five-year Consolidated Plan, Annual Action Plan, 
Consolidated Annual Report and HUD APR, CAPER, etc. 

 Experience supporting a non-profit board and Advisory Committees (ensuring a breadth of partner 
organization participation) and Board committees that make recommendations for the improvement of 
planning, coordination and alignment of resources. 

 Oversee accounting practices for the expenditure of funds, which includes payments for eligibility and 
drawdowns from IDIS for program expenditures; monthly and quarterly reconciliations within all RTFH 
grants and sub-grantee contract management. Must have experience in finances and accounting. 

 Oversight and management of all RTFH funding including Federal, State and Local. 

 Provide management and direction towards implementation of best practices in grants management 
including appropriate software to support contract creation and management. 

 Proven process in Grants administration, including grants to support homeless and housing activities, 
contract approvals, grant agreements, sub-recipients, purchase orders, and payments for all administered 
grant programs. 

 Responsible for preparing and leading team to execute RFP’s and achieve grants allocation results based 
on clear and understood objectives and outcomes. Ability to set and measure outcomes. 

 Technical Assistance to sub-grantees. 

 Function as part of the RTFH Senior Leadership Team. 

 Attend and participate in RTFH board and other meetings and special events, and serve on assigned 
committees, task forces, etc. as appropriate to achieve goals. 

 Perform other duties as required or directed. 

 Work with other San Diego city and county staff to plan and implement projects, as well as compile and 
analyze data. 

 Stay abreast of HUD COC, CDBG, ESG, HOME, and State funding for homeless and housing. 

 Develop recommendations to RTFH CEO, COO, and Executive committee and board. 

 



 

 

 
QUALIFICATIONS:  

 This leadership position for the RFTH, which oversees expenditure and grant administration on federal, 
state and local funds, requires demonstrated knowledge of and experience managing HUD COC, ESG, 
and CDBG programs, laws, and operations. 

 Requires a degree in planning, public administration, housing administration, community development or a 
related field and a minimum of 10 years’ experience in homeless, housing, community development and/or 
planning, with at least 5 years in a supervisory or management capacity, including 5 years’ experience 
with HUD COC, ESG, CDBG and HOME or other federal and state homeless, housing or community 
development grants. 

 Experience with Annual budget and resource allocation of at least $10 million in federal, state and local 
funding. 

 Competence with personal computers, including Microsoft Office.  

 Experience with HUD’s IDIS- Integrated Disbursement and Information System (IDIS) & HEROS for HUD, 
ZoomGrants (grants management software), BytePro (loan origination software), CDM (construction 
management and loan servicing software for CDBG), and Adobe. 

 Great communicator and listener, quick and clear thinker who can clearly articulate information to multiple 
forums, both verbally and in writing. 

 Politically astute leader, possessing the skills necessary for identifying, navigating and successfully 
interacting within the dynamics of Federal, State and Local government while maintaining sensitivity to the 
competing needs of a wide variety of stakeholders. 

 Sound decision maker with the ability to identify & understand complex problems and concepts, apply 
logical thinking and quantitative methods of gathering and analyzing information and exercise good 
judgment based on available data, design solutions to problems, and formulate and articulate action plans 
proactively and collaboratively. 

 Strong leader who aligns the organization’s vision and values by inspiring, advising and facilitating goal 
accomplishment, handling multiple priorities and projects simultaneously. 

 Strong collaborator, adept in identifying opportunities and taking action to build strategic relationships to 
help achieve agency goals. 

 Responsive and motivated self-starter, team player with excellent interpersonal and communication skills 
who possesses a high level of commitment to the field. 

 
KNOWLEDGE OF: 
 

 Principles and practices of public administration, including budgeting, contract administration, and fiscal 
management. 

 Principles and practices of supervision. 

 State regulations, including associated procedures and guidelines as they relate to housing and 
community development programs, such as Cal-HOME, Cal-HFA, and similar programs. 

 Federal regulations, including associated procedures and guidelines as they relate to housing and 
community development programs, such as Community Development Block Grant, HOME Investment 
Partnership, Homeless Assistance, and Special Needs Housing Programs. 

 Principles and practices of homeless and special needs program development and operation. 

 Local laws, regulations, and policies pertaining to grant funding, land use controls, and development. 

 Lending practices and housing and community development financing services, including knowledge of 
real estate loan procedures and practices. 

 Marketing concepts and practices related to community development programs. 



 

 

 Techniques to facilitate development and preservation of affordable housing. 

 Principles and practices of contract administration, including the development of contractual agreements, 
regulatory agreements, deeds of trust, promissory notes, disposition and development agreements, and 
owner participation agreements. 

ABILITY TO: 
 

 Plan, organize, and develop programs and projects. 

 Train, supervise, and develop staff. 

 Interpret and analyze the impacts of complex legislation, regulations, ordinances, contracts, and financial 
documents. 

 Independently perform professional-level housing and community development work, including preparing 
staff reports, Board letters, policy documents, and financial analyses. 

 Communicate effectively in oral and written form to individuals and groups representing various 
organizational and socio-economic levels. 

 Write grant proposals for community development projects or programs. 

 Interpret and analyze the impacts of complex legal documents on the department's programs or projects 
goals and objectives. 

 Plan, organize and coordinate professional and citizen advisory committee meetings. 

 Develop and administer program budgets. 

 Research complex issues as they relate to housing and community development programs, goals, or 
objectives. 

 Set priorities and handle multiple projects simultaneously. 

 Establish and maintain effective relationships with housing developers, homeless agencies, public service 
groups, the general public, and fellow employees. 

Full-time exempt position with competitive pay dependent upon experience.  Benefits package includes 
medical, dental, vision, chiropractic, and life insurance, SIMPLE IRA, and paid time off. 
 
Our organization offers a casual work environment with a talented and friendly team. 
 
If you are qualified and interested in this position, please reply to this post. Send a cover letter, resume and 
pay requirements.  Be sure to include the job title in the subject line of your email. 
 
RTFH is an Equal Opportunity Employer. 

 

 


