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FROM:	JOHN V. LADD /s/
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SUBJECT:	New Apprenticeable Occupation:  Grant Specialist, General

1. Purpose. To inform the staff of OA, State Apprenticeship Agencies (SAA), Registered Apprenticeship program sponsors, and other Registered Apprenticeship partners of the following new apprenticeable occupation:  Grant Specialist, General

2. Action Requested. OA staff should familiarize themselves with this bulletin and the attached Work Process Schedule and Related Instruction Outline, as a source for developing apprenticeship standards and/or providing technical assistance.

Grant Specialist, General will be added to the List of Occupations Recognized as Apprenticeable by OA located on www.apprenticeship.gov.  A suggested Work Process Schedule and Related Instruction Outline are attached.

3. Summary and Background. 
a. Summary – The occupation Grant Specialist, General was submitted by Dr. Bridget C. Outlaw, Owner/ Founder, on behalf of Daughters of Destiny Enterprises Inc, and were processed by Joseph L. Olivere and approved by the OA Administrator on December 23rd, 2024. 

b. Background – 

New/Revised Occupation Background - Under 29 CFR section 29.4, an occupation for a RAP must meet the following criteria to be determined apprenticeable:

a) Involve skills that are customarily learned in a practical way through a structured, systematic program of on-the job supervised learning:
b) Be clearly identified and commonly recognized throughout an industry;
c) Involve the progressive attainment of manual, mechanical, or technical skills and knowledge which, in accordance with the industry standard for the occupation, would require the completion of at least 2,000 hours of on-the-job learning to attain; and
d) Require related instruction to supplement the on-the job learning.

4. New Apprenticeable Occupation. The occupation Grant Specialist, General was submitted for an apprenticeability determination.
[bookmark: _Hlk144281643]
Grant Specialist, General
O*NET-SOC CODE:  13-1131.00	
RAPIDS CODE:  3093
Type of Training:  Time-based, Hybrid, Competency-based
Average Term: Time based 2,500 hours, Hybrid 2,500 – 2,900 Hours, Competency based 1.25 years

The Grant Specialist, General is responsible for identifying, researching, writing, and managing grant proposals to secure funding for the organization's programs and initiatives. This role requires substantial research, writing, and organizational skills and a deep understanding of grant guidelines and regulations.

5. Inquiries. If you have any questions, please, contact Joseph L. Olivere, Apprenticeship and Training Representative at 202-693-5179.

6. Attachments. 
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		Grant Specialist, General



		Job Description: General Description
The Grant Specialist, General is responsible for identifying, researching, writing, and managing grant proposals to secure funding for the organization's programs and initiatives. This role requires substantial research, writing, and organizational skills and a deep understanding of grant guidelines and regulations.

What does a general grant specialist do?
Generally, grant specialists work for organizations as part of the development department to raise money for the organization’s mission and purpose. They search for available grants and research their requirements to find opportunities that align with their organization’s mission. Before applying for a grant, Grant Specialists communicate with company leadership to confirm their interest in collaborating with the foundation or company offering the funds. After the research phase, Grant specialists prepare several drafts using persuasive language and facts about their organization to explain why they should receive funding and how they would use the money to support better and assist their cause.




		RAPIDS Code: 3093

		O*NET Code: 13-1131.00



		Estimated Program Length: 2500 - 2900 Hours



		Apprenticeship Type: Hybrid







On-the-Job Learning Outline 

		Grant Research and Identification

		Approximate Hours



		

A. Shadowing: Observe experienced grant specialists as they research and identify potential funding opportunities.



		

115

		

-

		

130



		

B. Identify potential funding sources: Research foundations, corporations, government agencies, and private donors.



		

85

		

-

		

100



		

C. Gather information: Collect data on the project, its impact, and the target population.



		

85

		

-

		

100



		Total Hours

		285

		-

		330







		Database Management

		Approximate Hours



		

A. Learn how to use grant databases and other research tools to identify relevant funding sources.



		

115

		

-

		

130



		

B. Reporting: Prepare and submit progress reports as required



		

85

		

-

		

100



		Total Hours

		200

		-

		230







		Research Funders

		Approximate Hours



		

A. Research specific funders to understand their priorities, guidelines, and application processes.



		

115

		

-

		

130



		

B. Carefully analyze the funder's mission and past grants to ensure a strong match.



		

115

		

-

		

130



		Total Hours

		230

		-

		260







		Proposal Calendar Management

		Approximate Hours



		

A. Assist in creating and maintaining a grant calendar to track deadlines and prioritize tasks.



		

80

		

-

		

95



		Total Hours

		80

		-

		95







		Grant Proposal Development

		Approximate Hours



		

A. Proposal Review: Review past successful and unsuccessful proposals to learn from best practices.



		

80

		

-

		

95



		

B. Drafting: Assist in drafting various sections of grant proposals, such as narratives, budgets, and evaluation plans.



		

115

		

-

		

130



		

C. Editing and Proofreading: Learn to proofread proposals for clarity, consistency, and accuracy



		

80

		

-

		

95



		

D. Develop a compelling narrative: Craft a strong introduction, problem statement, and solution.



		

80

		

-

		

95



		

E. Outline the project: Create a detailed work plan, budget, and timeline.



		

115

		

-

		

130



		

F. Gather supporting evidence: Collect data, testimonials, and other documentation to strengthen the proposal.



		

115

		

-

		

130



		Total Hours

		585

		-

		675







		Budget Development

		Approximate Hours



		

A. Assist in developing accurate and detailed budgets, including personnel costs, supplies, and equipment.



		

115

		

-

		

130



		Total Hours

		115

		-

		130







		Grant Submission and Management

		Approximate Hours



		

A. Submission Process: Learn the submission process for various funding agencies, including electronic and paper submissions.



		

85

		

-

		

100



		

B. Grant Tracking: Utilize grant management software to track the status of proposals and awards.



		

85

		

-

		

100



		

C. Reporting: Assist in preparing progress reports and final reports to funders.



		

85

		

-

		

100



		

D. Compliance Monitoring: Learn to monitor grant compliance with federal, state, and local regulations.



		

80

		

-

		

100



		Total Hours

		335

		-

		400











		Grant Management and Financial Oversight

		Approximate Hours



		

A. Financial Management: Assist in managing grant budgets, tracking expenditures, and preparing financial reports.



		

115

		

-

		

130



		Total Hours

		115

		-

		130







		Procurement

		Approximate Hours



		

A. Learn procurement procedures and guidelines for purchasing goods and services with grant funds.



		

115

		

-

		

125



		Total Hours

		115

		-

		125







		Relationship Building and Networking

		Approximate Hours



		

A. Networking Events: Attend conferences, workshops, and networking events to build relationships with funders and other grant professionals.



		

115

		

-

		

125



		

B. Funder Meetings: Participate in meetings with funders to discuss project proposals and funding opportunities.



		

80

		

-

		

95



		

C. Communication: Learn effective communication skills to build and maintain relationships with funders, including written and verbal communication.



		

80

		

-

		

95



		Total Hours

		275

		-

		315







		Evaluation and Impact Assessment

		Approximate Hours



		

A. Data Collection: Collect and analyze data to measure program impact.



		

55

		

-

		

70



		

B. Evaluation Report Writing: Contribute to the writing of evaluation reports, including findings, recommendations, and lessons learned.



		

55

		

-

		

70



		

C. Performance Measurement: Learn to use performance metrics to assess the effectiveness of grant-funded programs.



		

55

		

-

		

70



		Total Hours

		165

		-

		210







Total OJL Hours: 2500 – 2900





Related Instruction Outline 



		Provider



		Name: 



		Address: 



		Email:

		Phone Number:



		Suggested Related Instruction Hours: 180









		*CIP Code

		Course Title

		Contact Hours



		

		A. Core Grant Writing and Management Skills

· Grant Writing Fundamentals: Understanding the grant lifecycle while identifying funding opportunities so they can develop solid narratives and logic models that can craft compelling proposals, create adequate budgets and incorporate detailed evaluation plans

		25



		

		B. Grant Management

· Monitoring grant budgets and expenditures: Preparing accurate and timely reports ensures compliance with grant terms and conditions while managing grant deliverables and timelines effectively.

		30



		

		C. Grant Evaluation and Impact Assessment

· Designing evaluation plans by collecting and analyzing data to report on program outcomes for use in future grant proposals.

		15



		

		D. Financial Management and Reporting

· Financial Accounting: Understanding basic accounting principles, such as reading financial statements, budgeting and forecasting, cost allocation and tracking

· Grant Reporting: Preparing financial reports to comply with federal, state, and local regulations, using grant management software to track expenses and generate reports.



		40



		

		E. Legal and Ethical Considerations

· Grant Regulations: Understanding federal, state, and local grant regulations to navigate complex compliance requirements and identify potential legal and ethical issues.

· Conflict of Interest: Recognizing and avoiding conflicts of interest by understanding ethical guidelines for grant professionals

		15



		

		F. Communication and Interpersonal Skills

· Effective Communication: developing strong written and verbal communication skills through writing clear and concise reports and proposals while presenting information effectively to diverse audiences.

· Relationship Building: networking with other grant professionals while building and maintaining relationships with funders, program staff, and other stakeholders.

· Teamwork and Collaboration: collaborating with colleagues to achieve shared goals by working effectively in a team environment

		25



		

		G. Technology Skills

· Grant Management Software: using grant management software to track grant opportunities, deadlines, and reports

· Data Analysis: using data analysis tools to evaluate program impact

· Microsoft Office Suite: proficiency in Microsoft Word, Excel, PowerPoint, and Outlook.

		30



		Total

		

		180








