FLORIDA SPORTS FOUNDATION
GRANTS & COMPLIANCE COORDINATOR
Department: Administration
Report to: CEO or designated senior leadership staff
Location: Tallahassee, Florida	
Status: Full-Time
FLSA Classification: Exempt
Position Summary
The Grants Coordinator supports the organization's grant programs by coordinating administrative and operational activities in partnership with the Grants Manager. Leads preparing and submitting Direct Support Organization (DSO), Quarterly and Annual Commerce reports.  This role is responsible for reviewing grant applications, maintaining grant records, preparing grant-related documentation, assisting with reporting requirements, and serving as a liaison with grant recipients and stakeholders. The Grants Coordinator plays a key role in ensuring accurate grant administration, compliance, and timely processing of grant awards and payments. 
Essential Duties and Responsibilities
Grant Program Administration
· Coordinate grant program activities in collaboration with the Grants Manager.
· Review grant application materials and supporting documentation within the Fluxx grant management system.
· Create, organize, and maintain electronic grant files, folders, and tracking logs.
· Monitor grant documentation to ensure completeness and compliance with program requirements.
· Communicate with applicants and stakeholders regarding required grant documentation.
Reporting and Documentation
· Lead DSO, Quarterly and Annual Commerce Report.
· Lead with the preparation of Grant Committee reports and Board reports.
· Lead the preparation and submission of grant-related reports for leadership and external agencies.
· Lead review post-event and post-award reports submitted by grant recipients.
· Lead in reporting activities for the Board, Commerce, OPPAGA, and EDR.
Grant Awards and Payments
· Prepare and distribute grant award letters and grant contracts.
· Process grant payment documentation and coordinate accounts payable reporting with Finance.
· Maintain accurate records of grant awards, contracts, payments, and reporting requirements.
Records Management
· Maintain grant files and records within the Fluxx system.
· Ensure grant records are organized, current, and readily accessible for audits, reviews, and reporting purposes.
· Support grant tracking and monitoring activities throughout the grant lifecycle.
Qualifications
Required
· Bachelor's degree preferred.
· Strong organizational skills with exceptional attention to detail.
· Excellent verbal and written communication skills.
· Proficiency in Microsoft Office applications and general computer systems.
· Strong word processing and document management skills.
· Ability to manage multiple projects and deadlines simultaneously.
· Ability to work independently and collaboratively in a team environment.
Preferred
· Experience with grant administration, grant compliance, or nonprofit program management.
· Familiarity with the Fluxx grant management system.
· Knowledge of Florida's sports commission network and related organizations.
· Experience collaborating with external stakeholders, government agencies, and community partners.
Knowledge, Skills, and Abilities
· Strong administrative and project coordination skills.
· Ability to analyze and review grant applications and supporting documentation.
· Effective problem-solving and organizational abilities.
· Strong customer service and stakeholder relationship management skills.
· Ability to maintain confidentiality and handle sensitive information professionally.
· Commitment to accuracy, compliance, and process improvement.
Working Conditions
· Primarily office-based environment.
· Regular use of computers and standard office equipment.
· Occasional travel and attendance at meetings or events may be required.
The responsibilities and qualifications listed above are intended to describe the general nature and level of work performed in this position. They are not intended to be an exhaustive list of all duties, responsibilities, or qualifications required. Management reserves the right to modify duties and responsibilities as needed.

