
 

    CLASS SPECIFICATION 

 
 
 

 
Class Title: Grants Auditor     Class Code: 357 
Department: Clerk/Auditor      Eff. Date: 12/01/14 
         Grade:       21 
 
GENERAL PURPOSE 
 
Under general supervision of the Clerk/Auditor, coordinates the Community Development Block Grant (CDBG) 
program, the Energy Efficiency and Conservation Block Grant program (EECBG), the Social Services Block Grant 
(SSBG) and other grant programs. 
 
EXAMPLE OF DUTIES  (Any one position does not include all of the duties listed; nor do the listed examples 
include all duties which may be found in positions of this class.) 
 
Coordinates and oversees the Community Development Block Grant (CDBG) program, the Energy Efficiency 
and Conservation Block Grant program (EECBG), the Social Services Block Grant (SSBG), and other grant 
programs. 
 
Develops audit plans, schedules, and methods for audits of CDBG, EECBG, and SSBG recipients. 
 
Conducts specific audit tests to observe transaction samples; performs audits to determine compliance with 
fiscal program requirements, laws, and regulations; presents test results and recommendations to the 
Clerk/Auditor. 
 
Ensures compliance with federal, state, and local guidelines; identifies County priorities and reviews and 
evaluates applications for eligibility.  
 
Provides assistance to eligible jurisdictions and non-profit agencies for grant funding; coordinates training 
opportunities and provides application and survey assistance.  Promotes awareness of CDBG, EECBG, SSBG and 
other grant programs to organizations throughout the County.  Assists organizations in applying for grants.  
 
Prepares contracts and/or agreements with funded applicants; oversees labor compliance issues and ensures 
compliance; maintains records of funding and survey data, etc.  
 
Reviews and approves audits; coordinates project performance with all CDBG recipients; monitors the 
spending of grant funds and ensures timely expenditure of federal awards; ensures necessary information and 
reports are prepared and submitted in a timely manner. 
 
Coordinates activities of the Davis County Rating and Ranking Committee by providing CDBG oversight, 
establishing County policies, and in completing rating/ranking of projects and allocation of funding.  
 
In accordance with State and HUD guidelines, gathers information from jurisdictions and other parties; 
completes the five-year update to regional consolidated plan and completes the annual action plan.   Performs 



follow-up and other necessary measures to ensure that action plan and consolidated plan are accepted and 
approved by the County Commission and HUD.   
 
Coordinates with economic development, housing and homeless programs and services. Represents Davis 
County COG on various boards and task forces. 
 
Develops and maintains budgetary and accounting practices for Davis County administered CDBG, EECBG and 
SSBG programs including distributions, billings, collection records, and financial statements.  
 
Performs a variety of related fiscal clerical work including preparing, typing, and compiling accounting reports 
and billings; performs data entry and spreadsheet maintenance assuring completeness and accuracy of 
reports; establishes filing systems and various receipt and expenditure ledgers.  
 
Acts as a liaison with recipient agencies regarding financial matters; furnishes information to independent, 
state and federal auditors; submits monthly, quarterly and annual budget and statistical reports to the state; 
answers questions from departments, outside auditors, and the public.  
 
Meets frequently with grant recipients in order to coordinate funding, project expectations, and reporting.  
 
Operates a motor vehicle in a safe manner and in compliance with all Utah laws and regulations. 
 
Performs other related duties as assigned. 
 
 
MINIMUM QUALIFICATIONS 
 
 

1. Education and Experience: 
 

Graduation from an accredited college or university with a Bachelor's Degree in business 
management, public administration, urban or regional planning, finance, accounting, or a 
closely related field, plus two (2) years of full-time work experience in grant administration, 
contract management, community or economic development, auditing or a closely related 
field; an acceptable combination of education and experience may be considered.   

 
2. Special Qualifications: 

 
Must furnish personal transportation for on-the-job travel. 
 
Must possess a valid Utah Driver License. 
 
Employees driving a personal vehicle while on county business must maintain the minimum 
vehicle liability insurance as specified in the Utah Code. 

 
3. Necessary Knowledge, Skills, and Abilities: 

 
Working knowledge of:  federal, state, and local grant application processes, implementation 
and requirements; the principles, practices, and structure of City/County government; 
procedures, and practices; modern computerized office practices and procedures; accounting 
and bookkeeping practices and procedures.   



 
Skill in: using all applicable computer hardware and software including MS Word and Excel; 
other related equipment including modern office equipment. 

 
This position may require the driving of a motor vehicle; skill in operating a motor vehicle in a 
safe manner; ability to insure motor vehicle is operating in a safe manner; knowledge of Utah 
motor vehicle rules and regulations. 

 
Ability to:  read, interpret, and apply federal, state, and local regulations, ordinances, and 
policies related to contracts and other agreements; analyze grant application documents and 
statistical data; compile data and prepare written and oral reports; make professional oral 
presentations to large and small groups; work efficiently with minimal supervision; operate all 
applicable computer hardware and software applications; perform math computations; 
compute, understand and apply statistical data; exercise initiative and sound judgment; 
appropriately apply zoning ordinances; perform duties that require climbing, reaching, 
stooping, bending, and lifting; travel within and outside of the state; push/pull, shove and 
otherwise move objects weighing up to 50 lbs.; communicate effectively (orally and in writing); 
follow written and oral instructions; establish and maintain effective working relationships 
with supervisors, other employees/departments, other agencies, and the general public.  

 


