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PURCHASING AGENT
DEFINITION:
Under direction, to plan and perform the purchasing of equipment, supplies, furniture, and other goods and services for the District through bidding or direct negotiation processes; to guide District staff in purchasing and accounts payable activities and ensure compliance with District purchasing policies and procedures; to receive and manage District inventory; to identify and arrange for disposition of surplus property; to enter all invoices for payment; reconcile and print requisitions to purchase orders; orders and maintains inventory of basic office supply for all District employees; and to perform related duties as assigned.

CLASSIFICATION:
· FLSA Non-Exempt
· Classified – CSEA 

· Date Modified: July 2010

ESSENTIAL DUTIES: The following duties are typical of those performed by employees in this job title; however, employees may perform other related duties, and not all duties listed are necessarily performed by each employee in the job title.
· Recommends and ensures compliance with District purchasing and fiscal policies and procedures; provides guidance and direction to District staff in purchasing activities such as identification of needs and development of specifications; assists in development of budget recommendations for acquisition/repair of goods and services and District utility accounts
· Prepares bid specifications, distributes bids, evaluates responses, and recommends selection of vendors for District supplies, equipment, furniture, and services, in accordance with District policies and all applicable laws and regulations
· Requests quotes and negotiates with vendors and suppliers for optimal price, quality, quantity and delivery terms; evaluates vendor performance and develops alternative sources of supply; researches new products and recommends new or alternate products
· Determines feasibility of lease vs. purchase options and makes recommendations
· Evaluates cost-effectiveness of equipment repair vs. replacement; evaluates and selects repair sources; authorizes and arranges repairs
· Reviews requisitions for accuracy and compliance and issues purchase orders for approval; reviews, verifies and authorizes invoices for payment, working with vendors to resolve problems as necessary; verifies al invoices to warrant issued and maintains appropriate documentation for annual audit
· Writes contracts

· Monitors and expedites shipping and delivery

· Inventories District property and maintains computerized fixed asset records and corresponding depreciation
· Identifies and disposes of surplus property per District policy
· Manages supply storeroom; selects, stocks, reorders items
· Authorizes petty cash disbursements and maintains records and cash on hand
· Prepares and maintains various files, records and reports related to purchasing
· May supervise student workers
Knowledge of:
· Principles, practices, laws, and regulations applicable to public purchasing

· Principles and techniques of developing specifications, soliciting and evaluating competitive bids, and negotiating with vendors
· Methods and techniques of cost analysis
· Basic accounting, inventory management and mathematics
· Practices and techniques of microcomputer use
· General office and recordkeeping procedures and equipment
Skill in:
· Interpreting and applying laws, regulations, policies and procedures
· Researching, compiling and analyzing data and information
· Evaluating and recommending effective courses of action
· Negotiating with vendors regarding services, products, terms and conditions
· Performing accurate and rapid mathematical calculations
· Organizing, coordinating and prioritizing tasks to meet objectives and deadlines
· Communicating effectively in English
· Establishing and maintaining effective working relationships
· Operating standard office machines 
DESIRABLE QUALIFICATIONS:  A combination of education and experience equivalent to:
· A two year college degree in purchasing, business administration, accounting or a related field 
· Three years of responsible professional purchasing experience

· Community college experience is preferred
· Banner Software integration
PHYSICAL CHARACTERISTICS: The physical abilities involved in the performance of essential duties are:
· Vision sufficient to read documents and computer terminal displays
· Speech and hearing sufficient to communicate in person and by phone
· Manual dexterity sufficient to use a variety of office tools and equipment, computer keyboards, and to manipulate papers
· Physical ability to load and unload, pack and unpack supplies and materials; to bend, crouch, and reach to stock items; and to lift and carry up to 35 pounds
This work is generally performed indoors under general office conditions, but occasionally involves site visits.
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