


PA Route 6 Alliance
Grant & Programs Coordinator
Temporary, Part-Time | $20.00–$25.00 per hour, based on education and experience
Position Summary
The PA Route 6 Alliance is seeking a Grant & Programs Coordinator to assist with the administration, implementation, and monitoring of community and economic development grant programs throughout the PA Route 6 Heritage Corridor.
The position will initially focus on the PA Route 6 Façade Program in Warren and McKean Counties and the PA Route 6 Mini Grant Programs, with opportunities to assist with additional programs as funding becomes available.
A key responsibility of this position is to monitor awarded projects and ensure grant funds are used for their approved purposes and in accordance with applicable funding requirements. The Coordinator will communicate with grant recipients, review project progress and expenditures, verify supporting documentation, conduct site visits, and help ensure that projects fulfill their approved scopes of work.
Working under the direction of the Executive Director, the Coordinator will also assist with application processing, grant committee coordination, program documentation, reporting, and community outreach.
This is a temporary, grant-funded, part-time position anticipated to continue for at least two years, reviewed yearly contingent upon funding availability and program needs.
Primary Responsibilities
1. Grant Recipient Monitoring & Compliance
· Monitor awarded projects to ensure funds are used for approved purposes and activities.
· Communicate regularly with grant recipients regarding project progress, schedules, budgets, and reporting requirements.
· Review invoices, receipts, reimbursement requests, project updates, and final reports to confirm consistency with approved project scopes and grant requirements.
· Conduct site visits and virtual check-ins to document project progress and verify completed work, as appropriate.
· Identify project delays, proposed changes, incomplete documentation, or potential compliance concerns and bring them to the Executive Director's attention.
· Assist with reviewing project modifications and obtaining required approvals before changes are implemented.
· Help ensure recipients meet applicable funding requirements, including required permits, approvals, and project documentation.
· Assist with project closeout and confirm that required deliverables and records have been submitted.
2. Grant Administration & Application Support
· Assist with administering the PA Route 6 Façade Programs, Mini Grant Programs, and other grant initiatives as assigned.
· Respond to applicant questions and provide guidance on program guidelines, applications, eligibility, and submission requirements.
· Organize applications and review submissions for completeness.
· Prepare application summaries and supporting materials for grant committee review.
· Assist with award notifications, agreements, project schedules, and recipient instructions.
· Updating applications, guidelines, policies, forms, website and other program materials.
3. Records & Reporting
· Maintain accurate, organized, and complete grant files for applications, awards, expenditures, correspondence, site visits, and project outcomes.
· Track project milestones, deadlines, approved budgets, expenditures, and outstanding documentation.
· Assist with monthly progress updates, funder reports, reimbursement documentation, and other required reporting.
· Support compliance with the requirements of funding partners, including the Pennsylvania Department of Community and Economic Development (DCED), Pennsylvania Department of Conservation and Natural Resources (DCNR), and private funding organizations.
4. Community Outreach & Program Support
· Assist with applicant workshops, public meetings, educational programs, and community outreach.
· Communicate professionally with businesses, property owners, municipalities, community organizations, grant committees, and funding partners.
· Participate in site visits, project meetings, and other activities that support grant implementation.
· Assist with other grant administration, program coordination, and community development duties as assigned.
Qualifications & Skills
· Strong organizational and time-management skills, with attention to detail.
· Excellent written, verbal, and interpersonal communication skills.
· Ability to track multiple projects, budgets, documentation requirements, and deadlines.
· Ability to work independently while maintaining regular communication with the Executive Director and grant committees.
· Proficiency with Microsoft Office, including Word and Excel, and comfort using online and digital tools.
· Interest or experience in grant administration, project monitoring, community development, economic development, downtown revitalization, construction, or related fields preferred.
· Willingness to learn applicable grant requirements, program guidelines, and reporting procedures.
· Ability to communicate professionally with grant recipients and address missing documentation or project concerns.
· Valid driver's license, reliable transportation, and current automobile insurance.
Work Arrangements & Travel
· Primarily remote position with a flexible schedule.
· Reliable high-speed internet, email access, and cell phone service required.
· Approximately 86 hours per month on average, not to exceed 1040 hours annually, unless additional grant funding authorizes expanded hours.
· Regular check-in meetings with the Executive Director are required, in person and virtually.
· Attendance at grant committee meetings, workshops, public meetings, and site visits is expected.
· Travel will be required primarily throughout the PA Route 6 Heritage Corridor. 
· Occasional overnight travel may be necessary.
· Mileage and approved travel expenses will be reimbursed at the applicable federal mileage reimbursement rate, subject to prior approval by the Executive Director.
The position requires the ability to travel in varying weather and road conditions and to visit business properties and project sites. Some walking, stair climbing, bending, and carrying of moderately heavy materials may be necessary.
Terms of Employment
· Temporary, part-time, grant-funded position.
· Anticipated duration of at least two years reviewed annually subject to funding availability and program needs.
· Expected workload of approximately 86 hours per month, with a maximum of 1040 hours annually unless additional funding authorizes expanded hours.
· Flexible scheduling and a primarily remote work arrangement.
· Simple IRA retirement benefit, subject to applicable plan terms and eligibility.
· Other duties may be assigned as program needs evolve.
This job description outlines the position's primary responsibilities and is not intended to be an exhaustive list. Duties may change based on program requirements, funding conditions, and the direction of the Executive Director.
How to Apply
Interested candidates should submit a resume, a professional but personable letter of interest, the Alliance's general employment application, and references to:
Candace Hillyard
Email: candace@paroute6.com
PA Route 6 Alliance
PO Box 180, Galeton, PA 16922
Phone: 814-435-7706
Applications will be reviewed on a rolling basis until the position is filled.
Equal Employment Opportunity & Employment Disclaimer
The PA Route 6 Alliance is an equal opportunity employer and considers applicants without regard to legally protected characteristics. This job advertisement summarizes the position and is not intended to include every duty or qualification. Responsibilities and work requirements may change based on program needs and funding availability. Employment is contingent upon continued grant funding and applicable organizational requirements.




