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Director of Purchasing and Special Events
Employee Name (Print): _______________________________________

Reports to:
Chief Financial Officer (Primary)

Chief Operating Officer (Secondary)


Dept/Campus:
Central Office

Paygrade: Pro-5
Wage/Hour Status: Exempt

Date Revised: July 2016
This job description reflects management’s assignment of essential functions; it does not prescribe or restrict the tasks that may be assigned.

PRIMARY PURPOSE:
Direct and manage the purchasing activities and special events of the district. Develop and implement purchasing procedures to process bids and purchase orders and ensure compliance with applicable state laws and regulations. Coordinate the distribution of supplies and equipment district wide.  
QUALIFICATIONS:
Education/Certification:
Bachelor’s degree in business or accounting
Special Knowledge/Skills:
Knowledge of competitive bidding statutes and purchasing procedures

Knowledge of auditing and accounting principles

Effective communication and interpersonal skills

Proficiency skills in keyboarding and file maintenance

Ability to work with numbers in an accurate and rapid manner

Ability to use a calculator (10-key by touch)

Ability to use personal computer and software to develop spreadsheets, databases, and 

word processing documents

Ability to supervise personnel

Experience:
Three years professional-level purchasing agent experience in public sector

MAJOR RESPONSIBILITIES AND DUTIES:

1. Responsible for coordination and implementation of district’s special events.

2. Purchase supplies and equipment for the district by competitive bids, competitive sealed proposals, requests for proposals, government catalog contract purchases, informal quotations, and negotiations following established district criteria and state purchasing rules.

3. Prepare all bidding documents, including notice and instructions to bidders, specifications, and form of proposal.

4. Receive and evaluate formal bids and make recommendations for the award of contracts to business manager for school board approval.

5. Obtain and study comparative prices and quotations. Make purchasing decisions based on information obtained.

6. Develop vendor and bidder lists and approve additions.

7. Approve purchase orders and monitor all purchase requisitions to determine correctness of information, calculations, coding, etc.

8. Initiate contact with vendors to check on supply and equipment availability, invoices, purchase orders, and contracts.

9. Oversee the receipt, storage, and distribution of all incoming supplies and equipment.

10. Supervise publication and distribution of warehouse catalog.

11. Design, direct, and monitor a fixed-asset inventory control program.

12. Coordinate the disposal of surplus or obsolete assets.

13. Maintain accurate records of fixed assets.

14. Select, train, and supervise purchasing assistant(s), warehouse manager, warehouse delivery, and intercampus mail delivery and make recommendations relative to placement, transfer, retention, and dismissal.

15. Evaluate job performance of employees to ensure effectiveness.

16. Work cooperatively with district personnel to determine purchasing specifications, sources, availability, pricing, shipping, and receiving.

17. Compile, maintain, and file all physical and computerized reports, records, and other documents required, including auditable accounting records.

18. Inspect campuses monthly for needed repairs or supplies.

19. Coordinate district elections.

Supervisory Responsibilities:

Supervise and evaluate work of purchasing assistant(s), warehouse management and delivery and intercampus mail delivery, and support services technicians
Equipment Used:                                                                                                                                                
 Computer, printer, calculator, fax machine, copier, multi-line telephone system, and other modern office equipment. 

WORKING CONDITIONS:
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations will be made if necessary:

Mental Demands:
Ability to communicate effectively (verbally and written); interpret policy, procedures, and data; coordinate district functions; maintain emotional control under stress; maintain a clear focus on customer service; ability to manage others in a non-coercive manner 

Physical Demands:

While performing the duties of this job, the employee is regularly required to sit; stand and move throughout the facilities. Duties also require repetitive hand motions; prolonged use of computer; moderate standing, stooping, bending, lifting/transport of up to 50lbs.Frequent district-wide and occasional statewide travel; occasional prolonged and irregular hours.

The foregoing statements describe the general purpose and responsibilities assigned to this job and are not an exhaustive list of all responsibilities and duties that may be assigned or skills that may be required.
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