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DUTY STATEMENT

Classification:		Analyst II
Job Title:	Independent Living (IL) and Traumatic Brain Injury (TBI) Program Grant Administrator
Name:			Vacant
Scheme/Class Code:	JY35-5393
Position Number:	813-069-5393-XXX
Reports To:		Supervisor I
FLSA Status:		(WWG 2 or WWG E)
Division:			Independent Living and Community Access
Location:			Central Office, Sacramento, California
Unit:	Independent Living and Assistive Technology (ILATS) Section

PRIMARY Assignment:
Serves as the Grant Administrator for California Independent Living Center (ILC) grants and State Traumatic Brain Injury (TBI) grants. Leads and manages all phases of the grant lifecycle, including planning, application review, risk assessment, monitoring, performance evaluation, fiscal oversight, technical assistance, reporting, and closeout. Ensures statewide consistency, accountability, and compliance with Department of Rehabilitation (DOR) policies, the State Plan for Independent Living (SPIL), the Rehabilitation Act, TBI program statutes, and all federal and state requirements.
JOB OBJECTIVES:
Under the general supervision of the Supervisor I, the Analyst II performs analytical work related to the administration and oversight of ILC and TBI grants. Responsibilities include conducting data and fiscal analysis, ensuring regulatory compliance, evaluating grantee performance, preparing complete staff work, advising program leadership, and providing technical assistance to grantees and TBI service providers. The incumbent supports consistent and effective statewide administration of IL and TBI programs.
ESSENTIAL JOB FUNCTIONS:
Performs the following duties:

40% – Grant Administration, Compliance, and Oversight
• Administers ILC and TBI grants consistent with federal and state regulations, SPIL requirements, DOR policies, and program statutes.
• Manages the full lifecycle of each grant, including application evaluation, award processing, risk‑based monitoring, fiscal reviews, performance assessments, documentation verification, and grant closeout.
• Reviews and analyzes quarterly California Independent Living Reports (CILRs), TBI provider reports, budgets, narratives, and other required documentation.
• Identifies risks, compliance concerns, and performance issues; issues corrective actions; and follows up on remediation.
• Collaborates with Fiscal, Contracts, ILAT colleagues, and other partners to maintain accurate and consistent grant administration processes statewide.
25% – Program Expertise, Technical Assistance, and Stakeholder Support
• Provides technical assistance to grantees and TBI service organizations regarding grant requirements, allowable activities, reporting expectations, documentation standards, and program operations.
• Applies Independent Living Philosophy to support autonomy, accessibility, and consumer control for people with disabilities, including those with traumatic brain injuries.
• Advises stakeholders on ILC standards, TBI program needs, assistive technology integration, and community‑based service delivery.
• Coordinates with the State Independent Living Council (SILC), community partners, and internal DOR units to support effective statewide program implementation.
15% – Data Analysis, Reporting, and Complete Staff Work
• Conducts programmatic and fiscal data analysis to evaluate outcomes, identify trends, and support decision‑making.
• Prepares complete staff work including analyses, options, recommendations, briefing materials, memos, and data‑driven reports.
• Maintains accurate, audit‑ready records and ensures timely completion of assignments.
10% – Customer Service and Communication
• Provides responsive customer service to grantees, TBI providers, stakeholders, and internal staff regarding grant requirements and program processes.
• Communicates clearly and professionally when addressing complex, sensitive, or escalated issues.
• Fosters collaboration, respect, and inclusivity across stakeholder interactions.
5% – Presentations and Training
• Develops and delivers presentations, workshops, and training materials to support grantee understanding of grant requirements, reporting processes, program expectations, and statewide best practices.
• Creates tools, guidance documents, and reference materials that promote consistency and quality across grantees.
5% MARGINAL JOB FUNCTIONS:
• Participates in special projects or initiatives as assigned.
• Provides backup support within the ILATS.
• Conducts research on grant‑related topics and contributes to operational improvements.
Travel: 	Up to 5% travel may be required to attend forums, conferences or trainings or meetings. 

All Times:	Communicate effectively in a professional, tactful, respectful manner with individuals from varied experiences, perspectives and backgrounds, by telephone, email and other technologies as well as in-person; provide excellent customer service to both internal and external customers; ensure the timely completion of assignments; attempt to resolve individual concern at the lowest possible level; offer other dispute resolution options, and elevate to next level if needed; use initiative, problem solving skills, organizational skills, good judgment, and resourcefulness.  
Work Environment and Physical Requirements
The majority of the work will take place in one of the following locations with consumers, the public, colleagues, and other stakeholders: a DOR open office setting in a cubicle environment, offsite in the community, at events and various partner locations, and/or at an approved alternate work location. The incumbent must have the ability to work in an office setting for up to 40 hours per week and remain at a workstation for extended periods while utilizing a personal computer, peripherals, and other office equipment with or without accommodation. The incumbent will be working in an office setting with both natural and artificial lighting. Strong interpersonal skills are required to interact effectively with consumers, the public, colleagues, and other stakeholders.

Note: It is the policy of the Department of Rehabilitation to provide equal employment opportunities to qualified individuals with disabilities through compliance with FEHA and ADA (where it would result in broader protection of the civil rights of an applicant or employee with a disability).
I have read, understand, and agree to perform the above listed duties and all duties typically performed by this classification. I certify that I possess essential personal qualifications including integrity, initiative, dependability, good judgment, and ability to work cooperatively with others and in a state of health consistent with the ability to perform the assigned duties as described above with or without reasonable accommodations.

___________________________          		____________
(Employee’s Name)					Date

_______________________________		____________
(Supervisor’s Name and Title)			Date

Original:  Employee’s Official Personnel File
Copies:  Employee and Supervisor’s drop file
Rev: April 2026		
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