
The Mohegan Tribe  
Job Description


Title:  Grants Manager     	Department: Self-Governance & Grants
Salary Grade: 29	License Level:  N/A  
Effective Date: 08/19/2026	FLSA Status: Exempt 


Summary of Position:
The Grants Manager reports to the Self-Governance/Grants Director and is responsible for coordinating and overseeing the full lifecycle of grant activities, supporting Tribal programs by securing funding, ensuring compliance, and maintaining organized documentation. The Grants Manager will lead in a team approach to determine and identify the proper source of funding that will enable the Mohegan Tribe to meet its goals and objectives. The Grants Manager will work collaboratively with the Office of Self-Governance/Grants, Tribal Programs, Tribal Leadership, Tribal citizens, granting entities, and other key stakeholders.   

Essential Duties:
1. Understands the history, structure, goals, objectives, programs, and financial needs of the Mohegan Tribe. 
2. Identifies Tribal Community and Tribal Program needs, plans, and goals through collaboration and outreach.
3.  Coordinate and oversees all phases of the grant lifecycle, including opportunity identification, proposal development, submission, award management, reporting, compliance monitoring and closeout. Ensure compliance with Tribal, federal, state and funding agency requirements, including documentation, reporting, financial oversight and record retention.
4.  Provide technical assistance an training to Tribal staff on grant opportunities, application processes, grant management software, compliance requirements and reporting procedures. 
5. Maintain accurate grant records and oversee the grants management system ensuring data integrity, accessibility and timely reporting, 
6. Prepare, review and submit grant applications, supporting documentation, financial reports, progress reports and other communications with funding entities.
7.  Monitor grant deliverables, expenditures, performance measures, reporting deadlines in collaboration with Program and Finance staff.  
8. Analyze grant and program data to identify funding trends, opportunities, and areas for process improvement. 
9. Build and maintain effective working relationships with Tribal leadership, funding agencies, partners, donors, and other stakeholders to support successful grant -funded initiatives. 
10.  Must be able and willing to travel periodically throughout the year to attend conferences, professional development programs, trainings, meetings and other Tribal business-related functions.  
11. Maintain professional knowledge of grants management best practices and emerging funding trends through ongoing training, professional development, and participation in relevant professional organizations. 

  
Other Duties:
1. Performs other duties as assigned.
2. Is cross trained on Self-Governance activities.

Confidentiality:
Maintains confidentiality of information and reports

Complies with privacy and security standards of the Health Insurance Portability and Accountability Act (HIPAA)

Conduct:
Represents The Mohegan Tribe in a professional and courteous manner at all times

Dependability:
Regularly attends and is punctual for work

Supervision Received:
This position reports to the Self Governance/Grants Director 

Supervision Exercised:
Supervises the Grant Writer

Knowledge, Skills and Abilities:
· Ability to learn and follow the Mohegan Tribe policies and procedures, organizational structure, functions, objectives, and possess the ability to understand and interpret pertinent policies and procedures clearly and accurately. 
· Demonstrate knowledge of federal, state, and local structures and an understanding of different granting agencies/funding sources and applicable laws, regulations, and guidance related to grants. 
· Knowledge of quantitative and qualitative research and analysis methods and techniques. 
· Ability to learn the Mohegan Community and the role of the Mohegan Tribe in meeting the needs of the Mohegan Community. 
· Excellent organization, written, and oral communication skills.
· Advanced MS Office and grant management software skills.
· Demonstrate experience to work under pressure and outside of normal business hours to meet deadlines for grant opportunities.
· Demonstrate experience to work independently and as a team player/team leader, often under tight deadlines.
· Demonstrate experience to exercise independent judgment. 
· Demonstrate accuracy, thoroughness, and strong attention to detail.
· Demonstrate experience to interact and maintain good working relationships with individuals of varying social and cultural backgrounds. 
· Demonstrate experience to interpret applicable Tribal, federal, state, county and local laws, regulations, and requirements. 
· Demonstrate experience to read, analyze, and interpret complicated information, such as technical journals, grant notices and awards, financial reports and budgets, and legal documents. 
· Demonstrate experience of Tribal grants activities and funding sources. 
Must be willing to travel periodically throughout the year. 
Education, Experience and Training:
· [bookmark: _Hlk128753404]Bachelor’s degree in public administration, business, communications, economics, Political Science, Indian Studies, Paralegal or Legal, or closely related field.
· Seven (7) years of successful professional experience in grant management pertaining to federal grant awards and administration for Tribal Nations, Tribal Organizations, other government agencies, and/or non-profits. 
· Five (5) years of successful professional experience in supervising employees.
· Proven track record in successfully managing multiple federal grants.

Additional Requirements: 
· Must be willing and able to obtain additional education and training.



Grants Manager  
Incumbent must be able to perform “essential duties” of the job with or without reasonable accommodation.  “Other duties” may be reassigned as necessary.
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