
To: Shelley Caskey, Human Resources Director  

From: Ann Guevara, Human Resources Supervisor 

RE:  Grant Administrator Job Audit 

Date: January 13, 2023 

Background:  

The Finance Director requested an audit for the Grant Administrator position held by Crystal Madrigal as 
part of the 2023 budget. The basis for the audit is the duties and responsibilities have increased in 
scope. The incumbent completed a Job Analysis Questionnaire (JAQ).  

Changes to Position:  

The Grant Administrator was a new 2020 budgeted position filled in 2021 by Crystal Madrigal to conduct 
research, identify grant funding opportunities, compose grant proposals, and provide technical support 
for City grant programs.  

A compliance issue with a federal granting agency highlighted the risk and exposure to the organization 
and the need to manage the financial oversight and implement compliance and internal controls for all 
City grants. Crystal took on these higher-level responsibilities.  In addition to financial oversight, Crystal’s 
position works with executive level staff in granting agencies and is responsible for directing and 
redirecting personnel, including Department Directors, on grant applications and compliance.  

As a direct result of Crystal’s efforts, the City’s grant workload increased, and an additional grant 
position was budgeted in 2022. Crystal maintained the more complex job duties and assumed a lead role 
in training and guiding the work of the new grant position. 

Internal Alignment: 

Insufficient market data was available and therefore internal alignment was analyzed.  At this time, the 
Grant Administrator is aligned 5% below Budget Coordinator; grade 102, $31.76-$41.29. 

Recommendation: 

Based on my review of the Grant Administrator position, I recommend the position be reclassified equal 
to Business Analyst; grade 111, $35.52 - $46.18.  Both positions require 4 years of progressively 
responsible experience in addition to a bachelor’s degree with major course work in accounting, finance, 
business administration, public administration, or a related field. 

I do not recommend the position be equal to the Finance Supervisor as the Finance Supervisor has a 
larger risk of exposure and a greater breadth of job knowledge to include A/P, A/R and payroll. In 
addition, the Finance Supervisor has 6 direct reports and two interns. 

Crystal is currently earning $32.72, Step 2.  It is recommended Crystal’s pay be adjusted to $37.69, Step 
2, of the recommended pay range as she has been performing the more complex job duties since 2021 
and the lead responsibilities since April 2022.  It is also recommended she be eligible for the annual step 
increase payable in April 2023.   The recommended effective date for this change is retro-active to 
12/25/22, pay period 1.  This change would result in an 15% increase in pay for the incumbent. 



In anticipation of the job audit completion, a placeholder of $101,829 was budgeted in 2023.  The 
recommended change would result in a savings of $4,747 to the general fund.   

In addition, it is recommended the position retain the title Grant Administrator and the other grant 
position be retitled Grant Specialist.     

 






























