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FREE TO BE
JOB DESCRIPTION - LAS VEGAS-CLARK COUNTY LIBRARY DISTRICT
JOB TITLE: Grants Support Specialist
EXEMPTION STATUS: Non-Exempt
JOB CATEGORY: Support Staff
BARGAINING UNIT: Non-Supervisor

GENERAL SUMMARY:

Under the supervision of the Business Strategies and Planning Director, the Grants Support
Specialist participates in administrative and operational activities in the Business Strategies and
Planning Department. This position provides support for grant development, research
coordination, document management, and planning-related activities that contribute to the
Library District’s strategic initiatives. Responsibilities include assisting with grant research and
tracking, maintaining organized records and systems, supporting planning and reporting efforts,
and coordinating administrative functions that support both grant operations and departmental
planning initiatives. The Grants Support Specialist works closely with the Grants Coordinator
and Business Strategies and Planning Director to support efficient workflows, ensure accurate
documentation, and assist with the coordination of grant and planning processes across the
organization.

ESSENTIAL DUTIES AND RESPONSIBILITIES:

1. Provides administrative and operational support for day-to-day grant-related and
planning activities, including conducting primarily research, preparing draft reports,
scheduling meetings, and maintaining calendars.

2. Assists with maintaining grant and donor databases, including data entry, record
updates, document tracking, mailing correspondence, and ensuring accuracy of
information.

3. Assists in researching local, state, federal, private, and corporate funding sources,
including reviewing materials, listservs, and correspondence, and preparing summaries
for review.

4. Maintains organized grant files and documentation systems, ensuring proper filing,
naming conventions, and accessibility of records.

5. Assists with tracking grant deadlines, reporting requirements, and deliverables, and
supports follow-up with internal stakeholders to ensure timely completion.

6. Provides support for the preparation and organization of grant-related materials,
including formatting, proofreading, compiling attachments, and maintaining supporting
documentation.
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10.

11.

12.

13.

Coordinates and supports grant-related meetings and planning sessions by preparing
agendas, organizing materials, and assisting with meeting logistics.

Assists in maintaining internal processes, forms, and tracking systems that support grant
intake, application coordination, reporting, and compliance.

Provides administrative support for departmental planning activities, including assisting
with data collection, compiling reports, organizing planning documents, and supporting
strategic initiatives tracking.

Assists in preparing internal reports, summaries, and documentation that support
planning performance tracking, and departmental reporting efforts.

Supports coordination and communication across departments to gather information
related to grant activities, planning initiatives, and reporting needs.

Performs general administrative duties in support of the Business Strategies and
Planning Director, including correspondence, document management, and clerical
functions.

Performs other duties as assigned.

CORE COMPETENCIES

Customer Service

Public Service Ethics

Organizational Skills

Attention to Detall

Microsoft 365 (e.g., Word, Excel, PowerPoint, Planner, Teams, etc.)

Filing & Database Software Applications (e.g., Monday.com, Adobe, etc.)

KNOWLEDGE, SKILLS AND ABILITIES REQUIRED:

EDUCATION:

Required: Associate’s degree in Business Administration, Public Administration,
Communications, or a related field.

Preferred: Bachelor’s degree in English, Communications, Public Administration, or a
related field.

EXPERIENCE:
Required: One (1) year of administrative or clerical experience.

Preferred: Experience supporting grant-related activities, research, planning, or work in
a public sector, non-profit, or development environment.

ADDITIONAL KNOWLEDGE, SKILLS & ABILITIES:

Ability to maintain accurate records and ensure data integrity.

Ability to communicate effectively in both oral and written formats.
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e Ability to manage time effectively and meet established deadlines.
e Ability to develop, foster, and maintain positive interpersonal relationships.
¢ Ability to use technology to support grant and planning processes.

¢ Ability to read, comprehend, and follow organizational procedures and guidelines.

DEVELOPED: June 5, 2026

UPDATED: N/A
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