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Grants & Contracts Analyst 

YouthBuild Philly Charter School 

Philadelphia, Pennsylvania 

ORGANIZATION OVERVIEW | YouthBuild Philadelphia Charter School is a 12th-Grade-only, 

diploma-granting program of academics and job-training for young adults between the ages of 

18 and 21 who have dropped out of high school. Most recently chartered in 2016, the School 

enrolls approximately 220 students each year.  Students alternate between six-week sessions of 

academic instruction and vocational training. The vocational training consists of one of an array 

of programs, including building trades, business/customer service, early childhood education 

and healthcare.  YBPCS is an award winning, flagship program of the national YouthBuild 

movement, and has been named a Top Workplace by the Philadelphia Inquirer for six 

consecutive years. The programs core values are excellence, perseverance and respect.  Our 

mission is to provide out of school youth in Philadelphia with the broadest range of tools 

supports and opportunities available to become self-sufficient, responsible and productive 

citizens in their community. 

 

POSITION OVERVIEW | We are seeking an experienced Grants Management professional with 

knowledge of U.S. Government grants regulations and policies to oversee grants and contracts 

management to ensure excellence in service delivery, client relations, and overall compliance 

with donor regulations, internal policies and procedures.  The candidate must have nonprofit 

financial experience to undertake all aspects of restricted funding to include but not limited to 

grants management, invoicing, financial reporting, compliance, budgeting, and forecasting, as 

well as development of internal controls, financial policies and procedures. The Grants & 

Contracts Analyst is a dynamic role for a seasoned grants professional that requires an 

understanding of nonprofit accounting, finance and grants management, and knowledge of 

GAAP as it relates to nonprofit entities. The Grants & Contracts Analyst is both a detailed and 

“big picture” position.   

http://www.youthbuildphilly.org/


 

 

 

The responsibilities include but not limited to: 

 

 Manage the complete lifecycle of grants and contracts, from pre-award preparation 

through implementation and close-out.   Responsible for preparing budgets for 

proposals, administering, and closing grants and contracts in accordance with applicable 

statutes and regulations 

 Reviewing and preparing a portfolio of Federal, State, and local government grants and 

contract invoices 

 Collect, review, and submit supporting documentation to substantiate invoices for 

reimbursement by grantor agencies 

 Work closely with Director of Operations- Administration and Finance and Accounting 

Manager to develop, monitor, and manage schools budgeting process 

 Work with YouthBuild Philadelphia’s programmatic staff to ensure adherence with rules 

and regulations governed by grant funding 

 Assist in developing grant specific and organizational budgets  

 Review spending to ensure compliance with grant guidelines and restrictions 

 Manage periodic on site compliance audits from funders 

 Create financial reports to track expenditures, unobligated funds, revenue collection, and 

other activities related to grant accounts 

 Serve as a liaison with funders—both government and private—to manage grant 

expenditures and reporting 

 Maintain and update organizations cost allocation plan 

 Assist with monthly, year-end closing, and annual audit preparation 

 

Qualifications 

 Bachelor’s degree in accounting, finance, or business  

 3 to 5 years of Grants Management experience  

 Demonstrated experience in managing federal, state, and local grants and contracts.   

 Working knowledge and understanding of Super Circular and other U.S. government 

grants regulations and policies. Must be familiar with Federal Acquisition Regulations 

(FAR) 

 Basic understanding of Generally Accepted Accounting Principles (GAAP) 

 Ability to effectively support preparation of budgets, pipeline analyses, and proposals 

 Highly proficient in accounting software (SAGE preferred) or experience using large scale 

automated financial systems (general ledger, budgeting and reporting) and 

spreadsheets/databases required  

 Significant experience in developing, analyzing, monitoring, and managing budgets  

 Excellent ability to establish priorities, coordinate work activities, multi-task and meet 

deadlines in a fast-paced dynamic work environment with accuracy and attention to 

detail 

 Resourceful and able to find creative solutions, thinking beyond current systems and 

approaches toward continual improvement 

 Operational flexibility is required to meet sudden and unpredictable business needs 



 

 

 Ability to consistently make good decisions through a combination of analysis, wisdom, 

experience, and judgment 

 Outstanding customer service 

 Ability to maintain high level of confidentiality while handling sensitive information 

 Ability to contribute to a team-based environment with strong coordination and 

communication skills 

 The ability to communicate financial information to non-financial staff 

 Advanced proficiency in Microsoft Excel, Word, and PowerPoint  

 Ability to work effectively both as part of a team and independently with minimal 

supervision 

 Acts 24, 34, 114 and 151 criminal background clearances (PA, Child Abuse, Federal/FBI, 

and PA Department of Education) 

 
How to Apply 
Please submit a cover letter and resume via email to Priscilla Tennant at 
careers@youthbuildphilly.org with the words "Grants and Contracts Analyst" in the 
subject line. Only cover letters that include salary requirements will be reviewed.   


