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Job Description (Region)

This form enables us to accurately post your position on external sites. The information provided here will be featured in the job post. Please do not
use acronyms or industry jargon. Be clear and concise in your answers to the open-ended questions. Incomplete forms will delay posting. Once this
form is complete, email it to the HRSC at hrservicecenter@care.org.

Note: All position grades are determined by the Global Total Rewards Team in People &Culture (HR). Please DO NOT fill in the "Grade" box below.

Position Information

Position title: Grants Manager

Date requested: January 26, 2026

Type of position: New

Grade (for HR use only): Grade 9

Division: Operations/Finance

Department: Finance

Country: Philippines

Incumbent’s name (if applicable):

Job Summary

In 1000 characters or less, state the position’s overall purpose or objective, highlighting the general functions the position is responsible for and articulating what the
position is expected to accomplish. This section will appear on external sites.

activities.

The Grants Manager provides senior technical leadership for grants and sub-grants management
for CARE Philippines, ensuring effective stewardship of donor funds and compliance with CARE
policies, donor regulations, and approved budgets. The position reports directly to the Head of
Finance and Grants, with a dotted line to the Senior Regional Award and Compliance Manager. The
role serves as a key technical link between Programs, Program Support, and Finance teams
across the full grant lifecycle—from proposal development through close-out.

The Grants Manager supports resource mobilization through high-quality budget development and
compliance review, ensures timely and accurate donor financial reporting, and strengthens grants
management systems, controls, and staff and partner capacity. The role provides day-to-day
supervision and technical leadership to Grants Officers, ensuring consistent application of grants
management standards and quality assurance of outputs. During emergencies, the role provides
surge technical support to enable rapid grant setup, budget revisions, and compliance guidance for
humanitarian responses, operating under the strategic direction and approval authority of the Head
of Finance and Grants. The position may require occasional domestic travel to project sites and
partner locations, including to support monitoring, capacity strengthening, or emergency response
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Responsibilities and Tasks

Describe the major responsibilities, principal tasks, and end results the position is responsible for. Please include rationale as to why it is done and the impact it has
on the team or organization. List the responsibilities in the order of importance and state the estimated percentage of time the employee should spend on each

responsibility during a typical year.
JOB RESPONSIBILITY 1

Grants and Sub-grants Life Cycle Management

Start-up and Pre-award

1. Review the draft donor agreements and Individual Project/Program Implementation
Agreements (IP1As)for all new and existing awards, ensure understanding of relevant
donor rules & regulations by finance staff, project managers, and other key stakeholders.
3. Support the project team on donor agreement modifications and submit modifications
to SSC for systems update.

4. Manage grants and subgrants setup process with SSC within the prescribed timeframe
after signing the donor agreements (Award and Project ID set up) and disseminate to
appropriate staff new FC/PID/Activity ID/ for the new awards and sub

grants or any changes

5. Develop and maintain the CO grants tracker to monitor project milestones and ensure

30

JOB RESPONSIBILITY 2

Budget Development, Review, and Financial Compliance Support

1. Coordinate and technically review proposal budgets and budget narratives to ensure
compliance with CARE policies and donor requirements, including allowability, allocability,
reasonableness, cost-share, and program income provisions.

2. Provide technical guidance to program, finance teams, and Grants Officers during
budget preparation to ensure budgets are accurate, realistic, and aligned with approved
program designs and implementation plans.

3. Support the consistent application of Country Office Shared Project Costs (SPC) in line
with established CO guidelines and donor rules.

4. Conduct routine budget monitoring and expenditure analysis with budget holders,
identifying variances and compliance risks and escalating issues to the Head of Finance
and Grants as needed.

5. Contribute technical inputs to CO budgeting tools, templates, and guidance under the
direction of the Head of Finance and Grants.

JOB RESPONSIBILITY 3

% of time

25

% of time

Donor Financial Reporting and Compliance Monitoring

1.Coordinate the preparation of donor financial reports in collaboration with Finance,
Programs, Program Support teams, Grants Officers, and Shared Services Center (SSC).
2.Conduct quality assurance checks on donor financial reports prior to submission to
ensure accuracy, completeness, and consistency with approved budgets and donor
requirements.

3.Maintain oversight of donor reporting schedules and compliance milestones across the
grants portfolio, proactively flagging risks or delays.

4.Support internal and external audits and donor reviews by coordinating documentation,
clarifying requests, and preparing draft technical inputs for management responses.
5.Track grant-related audit findings and compliance actions and monitor follow-up actions
in coordination with responsible teams.

20

% of time
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JOB RESPONSIBILITY 4

Sub-grant Financial Management and Partner Compliance Support
1. Coordinate financial and compliance aspects of sub-grant management, ensuring
partner budgets, reporting, and documentation align with CARE policies and donor

10

requirements.

2. Support partner financial due diligence, risk assessments, and monitoring activities in
collaboration with Program, Finance, and Partnership teams.

3. Provide targeted technical support to partners on financial reporting, documentation
standards, and compliance expectations based on identified capacity gaps.

4. Review partner financial reports and supporting documentation and flag compliance
concerns for discussion with the Head of Finance and Grants and relevant program teams.

JOB RESPONSIBILITY 5

% of time

Team Supervision, Capacity Building, Systems Support, and Coordination
1. Provide day-to-day supervision, coaching, and technical guidance to Grants Officers,

including work planning, prioritization, and quality assurance of outputs.

10

2. Support performance management of Grants Officers in line with CARE People &
Culture processes, including goal setting, feedback, and professional development
planning.

3. Deliver technical training and on-the-job coaching to CARE staff and partners on grants
management procedures, donor compliance, and financial reporting standards.

4. Support effective use of grants management systems (e.g., Oracle PeopleSoft) by
coordinating grant data accuracy, setup, and issue resolution with SSC.

5. Serve as a technical focal point for grants-related coordination across Programs,
Finance, Program Support, SSC, and Regional teams, and propose practical process
improvements for consideration by the Head of Finance and Grants.

OTHER RESPONSIBILITIES AS ASSIGNED D % of time

% of time

Job Responsibility #6: Emergency Surge Support, Safeguarding, and Accountability

1.Provide surge technical support during humanitarian emergencies to facilitate rapid grant
setup, budget development or revisions, and donor compliance guidance for emergency and
early recovery responses, while ensuring adherence to CARE’s safeguarding policies,
Code of Conduct, and accountability standards.

2.Support accelerated coordination with Programs, Finance, SSC, and Regional teams to
enable timely activation and modification of emergency awards in line with donor
requirements, internal controls, and risk mitigation measures.

3.Advise emergency response teams on donor-specific compliance considerations,
reporting timelines, documentation requirements, and minimum control standards applicable
during rapid scale-up.

4.Support the application of fraud prevention, financial control, and risk management

measures in emergency contexts, including heightened due diligence and documentation

nracticac whora raniiirad
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Qualifications (Know How)

Indicate the minimum required level of education, experience, and skills necessary to qualify for the position and fulfill the organization’s expectations for job
performance. Also include the education, experience, and skills desired for the position.

Education/Training
E.g. high school diploma; college degree (specify major/minor); specialty (ex. Accounting). Include the following phrase when possible: “or equivalent
combination of education and work experience.”

Required

Bachelor’s degree in Finance, Accounting, Business Administration, International Development, or a
related field, or equivalent combination of education and work experience

Desired

Professional training or certification in grants management, donor compliance, or financial
management (e.g., Certified Public Accountant, Chartered Accountant, Certified Management
Accountant)

Experience/Technical Skills

Number of months/ years of previous professional experience in a similar position. Examples: languages; planning; budgeting; word-processing, basic accounting;
advanced written communications; presentations; fundraising; training/facilitation, etc.

Required

. Minimum 5-7 years of relevant experience in grants management, donor compliance, or
Experience working with institutional donors (e.g., ECHO, USAID, DFAT, UN agencies)

« Strong skills in budgeting, financial analysis, donor reporting, and compliance review

« Experience supporting audits and donor reviews

« Experience supervising or providing day-to-day oversight to junior staff

« Strong coordination, documentation, and communication skills

Desired

Experience managing or supporting sub-grants and partner financial compliance
« Experience using grants management systems (e.g., Oracle PeopleSoft or similar)
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Problem Solving

Click on each level (1, 2 or 3) below to indicate what level of problem-solving this position will face. Select Level: ‘ ‘ ‘

2. What has to be done is known, but how to do it is not defined. The incumbent must use interpolative skills to pick and

choose the right strategy to address a given problem

Why does the position fall into this category?

The role applies established policies, donor regulations, and procedures to resolve complex
grants management and compliance issues. The Grants Manager exercises professional
judgment in identifying risks, reviewing technical outputs, supervising staff, and recommending
solutions, while escalating strategic, high-risk, or policy decisions to the Head of Finance and

Grants

Competencies

CARE has 5 Core Competencies that all staff are expected to demonstrate and 2 Leaders Competencies expected of those in management and leadership

positions.

Competency proficiency levels define the degree to which a person in a given job is required to demonstrate the competency through observable behavior.

The chart below provides guidance when assigning proficiency levels to jobs. This guidance should be used as a starting point. Click HERE for guidance on CARE’s

Job Classification System
Level1  Foundational: Baseline behaviors. Support
Level2 | Capable: Practical application of the behaviors. Professional
. Inspirational: Role models, coaches, and influences .
Level 3 demonstration of the behaviors. Managerial
Level & Transfnrmat!onal: Envisions _and innovates the Executive
next generation of the behaviors.
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A

Core Competencies

Please indicate at what proficiency level you expect this role to demonstrate each Core Competency. This may be used in performance conversations and as a guide for
staff development. You can find detailed descriptions of each Competency and Proficiency Levels here.

RELATIONSHIP BUILDING 3 - Inspirational
Develops internal and external trusting & professional relationships. Purposefully develops networks to build value through collaboration.

INcLUsion 2 - Capable
Contributes to an environment where all employees feel a sense of belonging, valued for their differences, and empowered to participate and contribute freely.

DYNAMIC LEARNING MinDseT 2 -Capable
Continuously seeks opportunities to learn, questions past approaches in the current environment, owns growth and learns from failure.

DELIVERING REsULTs 3 - INSpirational
Invests time in planning to achieve goals while meeting quality standards & demonstrating commitment.

commMunicaTion 3 - Inspirational
Effectively and appropriately interacts with others to build relationships, influence, and share ideas. Uses tact, diplomacy & cross-cultural sensitivity to

navigate difficult situations.

Leadership Competencies

If this role is expected to manage direct reports, please indicate at what proficiency level you expect this role to demonstrate each Leadership
Competency. This may be used in performance conversations and as a guide for staff development. You can find detailed descriptions of each Competency and
Proficiency Levels here.

C

Strategic Leadership & Execution 2 - Capable
Applies vision to think beyond the immediate situation. Invests time in planning, discovery, and reflection. Ensures business goals are met by executing,
monitoring, & adjusting.

peOPLE LEADERsHIP 2 - Capable

Inspires, motivates, & empowers people to achieve organizational goals. Coaches, mentors, and manages employee experience, and employee performance.
Creates space for others to lead.

Functional Competencies

Choose the top 3 Functional Competencies from CARE’s Competency Library that this role must demonstrate to create the desired impact. There are many
competencies that will fit the role, however, please think about the most essential skills needed for this employee to succeed in their role.

This may be used in performance conversations and as a guide for staff development. You can find various job-specific Functional Competency Libraries here. If you
are unable to find a specific Competency that you consider essential, please contact your HR Business Partner.

Competencies Proficiency Level
Dynamic Learning Mindset 3 - Inspirational
Delivering Results 3 - Inspirational

Communication 3 - Inspirational
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Organization

Next level supervisor

Reiza Dejito - Country |

Immediate supervisor

Inna Isabel Gaerlan - Head
of Finance and Grants

Peer Peer This position Peer Peer
Grants Manager
Peer Peer Direct Report Peer Peer
Grants Officers (2)
Sign-off

Employee Name:

Employee Signature: Date Signed:
Manager Name:

Inna Isabel M. Gaerlan

Manager Signature: Date Signed:
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	Position title: Grants Manager
	Date requested: January 26, 2026
	Type of position:  New 
	Grade for HR use only: Grade 9
	Division: Operations/Finance
	Department: Finance
	Country:  Philippines
	Incumbents name if applicable: 
	CompetenciesRow1: Dynamic Learning Mindset
	CompetenciesRow2: Delivering Results
	CompetenciesRow3: Communication
	supervisor: Inna Isabel Gaerlan - Head of Finance and Grants
	Peer: 
	Peer_2: 
	position: Grants Manager
	Peer_3: 
	Text1: The Grants Manager provides senior technical leadership for grants and sub-grants management for CARE Philippines, ensuring effective stewardship of donor funds and compliance with CARE policies, donor regulations, and approved budgets. The position reports directly to the Head of Finance and Grants, with a dotted line to the Senior Regional Award and Compliance Manager. The role serves as a key technical link between Programs, Program Support, and Finance teams across the full grant lifecycle—from proposal development through close-out.

The Grants Manager supports resource mobilization through high-quality budget development and compliance review, ensures timely and accurate donor financial reporting, and strengthens grants management systems, controls, and staff and partner capacity. The role provides day-to-day supervision and technical leadership to Grants Officers, ensuring consistent application of grants management standards and quality assurance of outputs. During emergencies, the role provides surge technical support to enable rapid grant setup, budget revisions, and compliance guidance for humanitarian responses, operating under the strategic direction and approval authority of the Head of Finance and Grants. The position may require occasional domestic travel to project sites and partner locations, including to support monitoring, capacity strengthening, or emergency response activities.

	Text4: Grants and Sub-grants Life Cycle Management

Start-up and Pre-award
1. Review the draft donor agreements and Individual Project/Program Implementation Agreements (IPIAs)for all new and existing awards, ensure understanding of relevant donor rules & regulations by finance staff, project managers, and other key stakeholders. 
3. Support the project team on donor agreement modifications and submit modifications 
to SSC for systems update.
4. Manage grants and subgrants setup process with SSC within the prescribed timeframe after signing the donor agreements (Award and Project ID set up) and disseminate to appropriate staff new FC/PID/Activity ID/ for the new awards and sub 
grants or any changes 
5. Develop and maintain the CO grants tracker to monitor project milestones and ensure 
deadlines on reporting are not missed by the CO team. 
 
Subgrantee selection and monitoring (In coordination with Project Development and Partnership Coordinator)
1. Ensure assessments of organizational capacity and due diligence have been carried out for all of potential & current partners in the country in accordance with the sub-agreement management policy, ensure results are documented and submitted to DMC for approval. 
2. Ensure capacity improvements plans are prepared and executed by the relevant grants staff in the CO and results are documented and filed. 
3. Assess training and development needs of partners and conduct capacity building as 
necessary.
4. In coordination with program teams, develop the subgrantee monitoring plan and ensure the plan is adhered to and results of monitoring are documented and shared with DMC and project managers for further action. 
5. Review the sub grantee agreement modifications, ensure they are accurately done and in line with the donor provisions and CARE policy.
6. Maintain a subgrants tracker for funds disbursed and liquidations received. An aging 
analysis of the remaining funds should be prepared on a monthly basis. 
 
Project implementation 
1. Prepare monthly budget versus actuals reports for all awards in the CO for submission to the Project Managers to monitor the financial and spending progress. 
2. Participate in project review meetings and provide input into the grants management 
process  

Project closeout
1. Support the project managers in preparing for the grants close out processes (final audit, evaluations, disposal of assets)
2. Review project commitments ate ensure accruals are done before closure of the
project 
3. Ensure all outstanding receivable /payable after project closure are received from the 
donor /paid back to the donor 
	Text5: Budget Development, Review, and Financial Compliance Support
1.	Coordinate and technically review proposal budgets and budget narratives to ensure compliance with CARE policies and donor requirements, including allowability, allocability, reasonableness, cost-share, and program income provisions.
2.	Provide technical guidance to program, finance teams, and Grants Officers during budget preparation to ensure budgets are accurate, realistic, and aligned with approved program designs and implementation plans.
3.	Support the consistent application of Country Office Shared Project Costs (SPC) in line with established CO guidelines and donor rules.
4.	Conduct routine budget monitoring and expenditure analysis with budget holders, identifying variances and compliance risks and escalating issues to the Head of Finance and Grants as needed.
5.	Contribute technical inputs to CO budgeting tools, templates, and guidance under the direction of the Head of Finance and Grants.
	Text6: Donor Financial Reporting and Compliance Monitoring
1.Coordinate the preparation of donor financial reports in collaboration with Finance, Programs, Program Support teams, Grants Officers, and Shared Services Center (SSC).
2.Conduct quality assurance checks on donor financial reports prior to submission to ensure accuracy, completeness, and consistency with approved budgets and donor requirements.
3.Maintain oversight of donor reporting schedules and compliance milestones across the grants portfolio, proactively flagging risks or delays.
4.Support internal and external audits and donor reviews by coordinating documentation, clarifying requests, and preparing draft technical inputs for management responses.
5.Track grant-related audit findings and compliance actions and monitor follow-up actions in coordination with responsible teams.
	Text7: Sub-grant Financial Management and Partner Compliance Support
1.	Coordinate financial and compliance aspects of sub-grant management, ensuring partner budgets, reporting, and documentation align with CARE policies and donor requirements.
2.	Support partner financial due diligence, risk assessments, and monitoring activities in collaboration with Program, Finance, and Partnership teams.
3.	Provide targeted technical support to partners on financial reporting, documentation standards, and compliance expectations based on identified capacity gaps.
4.	Review partner financial reports and supporting documentation and flag compliance concerns for discussion with the Head of Finance and Grants and relevant program teams.

	Text8: Team Supervision, Capacity Building, Systems Support, and Coordination
1.	Provide day-to-day supervision, coaching, and technical guidance to Grants Officers, including work planning, prioritization, and quality assurance of outputs.
2.	Support performance management of Grants Officers in line with CARE People & Culture processes, including goal setting, feedback, and professional development planning.
3.	Deliver technical training and on-the-job coaching to CARE staff and partners on grants management procedures, donor compliance, and financial reporting standards.
4.	Support effective use of grants management systems (e.g., Oracle PeopleSoft) by coordinating grant data accuracy, setup, and issue resolution with SSC.
5.	Serve as a technical focal point for grants-related coordination across Programs, Finance, Program Support, SSC, and Regional teams, and propose practical process improvements for consideration by the Head of Finance and Grants.

	Text9: Job Responsibility #6: Emergency Surge Support, Safeguarding, and Accountability

1.Provide surge technical support during humanitarian emergencies to facilitate rapid grant setup, budget development or revisions, and donor compliance guidance for emergency and early recovery responses, while ensuring adherence to CARE’s safeguarding policies, Code of Conduct, and accountability standards.
2.Support accelerated coordination with Programs, Finance, SSC, and Regional teams to enable timely activation and modification of emergency awards in line with donor requirements, internal controls, and risk mitigation measures.
3.Advise emergency response teams on donor-specific compliance considerations, reporting timelines, documentation requirements, and minimum control standards applicable during rapid scale-up.
4.Support the application of fraud prevention, financial control, and risk management measures in emergency contexts, including heightened due diligence and documentation practices where required.
5.Support emergency-related audits, donor reviews, or compliance checks, including preparation of documentation and technical inputs to management responses as required.

Note: Emergency surge support is activated as needed and does not replace or override established approval, safeguarding, or decision-making authority of the Head of Finance and Grants.
	Text10: Bachelor’s degree in Finance, Accounting, Business Administration, International Development, or a related field, or equivalent combination of education and work experience
	Text11: Professional training or certification in grants management, donor compliance, or financial management (e.g., Certified Public Accountant, Chartered Accountant, Certified Management Accountant)
	Text12: •       Minimum 5–7 years of relevant experience in grants management, donor compliance, or project finance
•	Experience working with institutional donors (e.g., ECHO, USAID, DFAT, UN agencies)
•	Strong skills in budgeting, financial analysis, donor reporting, and compliance review
•	Experience supporting audits and donor reviews
•	Experience supervising or providing day-to-day oversight to junior staff
•	Strong coordination, documentation, and communication skills


	Text13: •	Experience managing or supporting sub-grants and partner financial compliance
•	Experience using grants management systems (e.g., Oracle PeopleSoft or similar)

	Text14: The role applies established policies, donor regulations, and procedures to resolve complex grants management and compliance issues. The Grants Manager exercises professional judgment in identifying risks, reviewing technical outputs, supervising staff, and recommending solutions, while escalating strategic, high-risk, or policy decisions to the Head of Finance and Grants
	Peer_4: 
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