OKLAHOMA DISTRICT ATTORNEYS COUNCIL
Position: Violence Against Women Act (VAWA) and Sexual Assault Services Program (SASP) Grant Program Specialist
Federal Grants Division

Resumes Accepted Until Filled

Submit Resume and Cover Letter Including Salary Requirement to:
District Attorneys Council

421 NW 13th Street, Suite 290

Oklahoma City, OK 73103

FAX: 405/264-5099

Careers@dac.state.ok.us
Annual Salary
$35,000 - $45,000
Full State Benefits

This is a federally-funded, unclassified position with full state retirement and insurance benefits; including paid health, dental, life, and disability insurance for the employee and partial paid health insurance for qualified dependents. Annual and sick leave begin accruing immediately.

Position Description

The VAWA/SASP Program Specialist assists subgrantees in implementing approved projects within the framework of revelant state and federal statutes, regulations, policies, procedures, and guidelines, in addition to providing monitoring, consultation, and technical assistance. Funding for this position is through several federal grants from the U.S. Department of Justice. 

Qualifications
· A minimum of a Bachelor’s degree is required.

· Foundational knowledge of domestic violence, sexual assault, and stalking is preferred.

· Experience in providing education and training programs is preferred.

· Proficiency in Microsoft Outlook, Word, PowerPoint, and Excel computer programs is required. Knowledge in Publisher and Access is helpful. 
· Excellent customer service skills. 

· Excellent communications skills, both oral and in writing.

· Demonstrated clear and concise writing ability.

· Self motivated with excellent organizational skills.
· Excellent interpersonal skills with the ability to establish and maintain effective working relationships.
· A valid Oklahoma drivers license is required. 

· The ability to travel throughout the state of Oklahoma with an occasional overnight stay.

· General knowledge of federal and state regulations relating to the administration of grant programs is preferred.
· The ability to interpret and analyze programs and apply policy material.

Duties

· Conduct on-site monitoring visits with S.T.O.P. VAWA subgrantees to review records, files and other documents to ensure compliance with state and federal regulations.

· Provide technical assistance and consultation to applicants and subgrantees regarding grant regulations and requirements.

· Assist in planning and coordination to ensure effective and timely implementation of the grant programs. 
· Prepare written reports and summarize recommendations regarding the general status and progress of subgrantees. 

· Prepare information to be included in programmatic and fiscal reports for federal granting agency. 

· Provide support assistance to the VAWA Grant Board. 

· Maintain organized and accurate subgrantee grant files.

Working Conditions

The District Attorneys Council is the administrative and coordinating agency for the 27 district attorneys in Oklahoma. The agency provides required training for the district attorney system, handles payroll and insurance, administers federal grant programs, serves as a legislative liaison, coordinates the State’s Drug Task Forces, works with the Department of Human Services in coordinating child support collection and serves as home to the Oklahoma Crime Victims Compensation Board. 

The non-smoking office is housed in a building with free parking. An outdoor smoking area is available. 

Disclaimer: This job description is intended as a summary of the primary responsibilities of and qualifications for this position. The job description is not intended as inclusive of all duties an individual in this position might be asked to perform or of all qualifications that may be required either now or in the future.

