
 

 

SAN JUAN UNIFIED SCHOOL DISTRICT 
CLASSIFIED PERSONNEL                   
     CLASS CODE:   824 
 

 
CLASS TITLE:  Grants Technician 
 
CHARACTERISTICS OF THE CLASS: 
 
 Under general direction, the Grants Technician performs a variety of specialized and technical 
tasks related to the research, development, submission and monitoring of grants; performs related 
duties required. 
 
EXAMPLES OF DUTIES:  (Any one position may not include all of the duties listed nor do all of the 
listed examples include all tasks that may be found in positions of this class). 
 
 Conducts research to identify potential grant opportunities; identifies best practices and 
supports effective project design; gathers and analyzes data to develop needs statements; supports 
assigned electronic grant submissions through data input and grant writing; maintains timelines for 
proposals and reports on progress; edits draft applications for accuracy, completeness and clarify;  in 
collaboration with supervisor, assists individual schools and/or departments with the grant application 
process; performs technical calculations and analyses to prepare and maintain various grant budgets 
including assisting with budget development and budget revisions; reviews purchase requisitions to 
assure compliance with grant requirements; participates in the development of new programs where 
necessary and appropriate; prepares and processes letters, correspondence, reports and other 
documents related to grant submission, administration and monitoring; assists with technical reporting 
requirements as appropriate; maintains Special Projects and Grants website; perform clerical work 
associated with grants; perform other duties as assigned. 
 
QUALIFICATIONS: 
 
Education and Experience: Any combination of education and/or experience equivalent to a two  year 
degree with major coursework in public or business administration or a related field; previous 
experience with research and grant writing, or experience in nonprofit fundraising, highly desired. 

 
Knowledge and Abilities: 
 
Knowledge of:  
 Proposal/grant writing; 
 Education funding; 
 Research techniques;  
 Local, regional, state and national funding development resources; 
 Correct English usage and effective writing and verbal skills. 
 
Ability to: 
 Write clear, structured, articulate and persuasive proposals; 
 Contribute to a team environment; 
 Maintain attention to detail; 
 Plan and organize work; 
 Take initiative; 
 Work independently as well as part of a team; 
 Work under pressure to meet schedules and deadlines; 
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 Develop collaborative working relationships with internal and external stakeholders; 
 Establish and maintain cooperative working relationships with others; 
 Facilitate conversations to develop funding needs; 
 Understand and carryout written and oral instructions; 
 Communicate verbally and in writing in a clear, concise manner; 
 Use good judgment and have a strong sense of ethics; 
 Work confidentially with discretion; 
 Operate a computer and related software; 
 Prepare narrative and statistical reports and documents; 
 Maintain consistent, regular and punctual attendance. 
 

Work Environment: 

Indoor office environment; drive a vehicle to conduct work.  
 
Physical Characteristics* (consideration will be given to reasonable accommodation): 
Hear and speak to exchange information in person and on the telephone; see to perform assigned 
duties; inspect written materials with fine print; recognize documents and individuals; remain in a 
stationary position for extended periods of time; operate office equipment requiring repetitive hand 
movement and fine coordination including the use of a computer keyboard; move about the facilities to 
conduct work.   * With or without the use of aids. 
 
Licenses and Certificates:  Must possess a valid California Driver’s License and proof of insurance.   
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