SUPPLEMENTAL JOB DESCRIPTION

Classification: Grants Program Coordinator Function Code: 4865-077
Position Title: FDA Grant Coordinator . o Date Established: 8/1/11
Position Number: 9T10] ' Date of Last Amendment: 11/10/11

SCOPE OF WORK: To apply the provisions of the federal law contained in the Code of Federal Regulation, 21 CFR,
Part 1140, relating to the regulations Restricting the Sale and Distribution of Cigarettes and Smokeless Tobacco to Protect
Children and Adolescents

ACCOUNTABILITIES:
e Facilitates program coordination for the FDA Tobacco Control Act grant with the Enforcement Division and the

Grant Coordlnator at the FDA.

e Interprets laws and regulatlons, which affect federally funded state programs and non-profit, corporate grants to
ensure agency compliance. © - N

e ' Analyzes pI'Q]CCt records grant project and provides related reports and recommendations to upper management and
the FDA to insure grants are apphed effectively.

e Perform on-site surveys to ensure compliance with federal law and regulation related to youth access to tobacco. .

e Provides accurate and artlculate instructions to the public both verbal and written using excellent communication
skills. .

e Examines and compiles evidence to be used in federal administrative hearings. Must be able to comprehend legal
and non- legal documents and demonstrate communication skills in admlmstratrve settings, hearings, and with the

general public.
. Performs duties with a limited amount of immediate supervision.

o Designs, develops, and maintains statlstlcal databases and reports as needed to insure effecttve management of grant
program.

e  Prepares detailed reports, inspections, and audits for detection of unlawful sale of tobacco to minors using
computer 1zed equ1pment

e Coordinate and conduct educational and preventative programs as needed for other law cnforcement agencies, civic
groups, and licensees in New Hampshire.

MINIMUM QUALIFICATIONS:

Education: Bachelor's degree from a recognized college or university with major study in the arts, public or business
administration. Each additional year of approved formal education may be substituted for one year of required work
experience.

Experlence Three years' experience in a cultural institution or public admlmstr atlon one year of which must have been

experience in coordinating government funded program activities, managing and tr acking for comphance reporting, and
ensuring Iegal comphance of grant regulations. Each additional year of approved work experience may be substituted for

one year of required formal education.

SPECIAL REQUIREMENTS: (Per Federal Drug Administration Tobacco Compliance Contract # HFESF223201110032C)

1. Must be at least 21 years of age upon application for position.

2. Must be willing to accept employment anywhere in the state.

nlv  N:ASJD's new\SJD - Grants Program Coordinator.doc




Must have and retain a New Hampshire driver’s license for the duration of employment.

3.

4.  Must be available to work day and evening shifts on weekdays, weekends, and holidays in foul weather conditions.

5. Must have no criminal or motor vehicle history other than minor traffic violations.

6.  Must pass a background investigation, including a fingerprint check, credit check, and childcare check facilitated by
the Food and Drug Administratipn. ' : ‘

7. The probationary peribd for this position is one year.

8.  For appointment consideration, applicants must successfully participate in an oral examination measuring
possession of knowledge, skills and abilities identified as necessary for satisfactory job performance by this class

_ specification. _
9.  Must be proficient in Excel, Word, Outlook, and Access.

RECOMMENDED WORK TRAITS: Considerable knowledge of the Federal regulation regarding tobacco. Knowledge
" of the methods and techniques of investigation and law enforcement operations is helpful. Ability to ascertain facts and
secure evidence by personal contact and observation. Ability to cope with difficult problems firmly and tactfully. Ability
to take decisive action based on common sense and good judgement. Ability to express ideas clearly and concisely in oral
and written form and to speak effectively in front if groups of people. Ability to establish and maintain effective
relationships with state and federal government officials, business proprietors and the general public. Ability to exercise
tact, diplomacy, and impartially in relation with others. Ability to give adequate consideration to detailed matter. Ability
to ‘write reports of facts gathered during an investigation. Ability to testify before administrative bodies. Must be willing
to maintain appearance appropriate to assigned duties and responsibilities and determined by the agency appointing

authority. :

DISCLAIMER STATEMENT:

© The supplemental job description lists typical examples of work and is not intended to include every job and responsibility
to a position. An employee may be required to perform other related duties not listed on the supplemental job description

provided that such duties are characteristic of that classification.

SIGNATURE:

The above is an accurate description of my position.

Employee’s Name & Signature Date Reviewed
Supervisor’s Name & Title: Lieutenant Valerie Smith, Position # 14275

Supervisor’s Signature ' Date Reviewed
W A Ellonfll o

Division of Personnel ‘ " Date Reviewed
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