
CITY OF SHORELINE
PURCHASING OFFICER
Class specifications are intended to present a descriptive list of the range of duties performed by employees in the class.  Specifications are not intended to reflect all duties performed within the job.
DEFINITION
To oversee the centralized purchasing functions of the City including the development or review of bid packages and contract negotiation and administration; to analyze opportunities to improve purchasing system effectiveness; and to prepare a variety of financial reports involving City purchasing activities.

SUPERVISION RECEIVED AND EXERCISED
Receives administrative direction from the Finance Director.

Exercises direct supervision over purchasing support staff.

ESSENTIAL AND MARGINAL FUNCTION STATEMENTS Essential and other important responsibilities and duties may include, but are not limited to, the following:
Essential Functions:
1.
Oversee the centralized purchasing functions of the City; recommend and administer policies and procedures.

2.
Oversee the maintenance of procurement records and files associated with the centralized procurement activity.

3.
Develop, review and assist departments in developing bid specifications and contracts; consult with departments to ensure that specifications describe essential items or features.

4.
Prepare bid forms and advertise for bids; formulate bid recommendations and recommend awards; establish escrow accounts and disposition of bid bonds and security deposits; prepare bid reports.

5.
Analyze procurement requirements and determine procurement procedures for blanket purchase arrangements, competitive bid processes and consolidated purchases.

6.
Review and approve invoices covering purchases to ensure agreement with purchase orders; work with finance staff to resolve billing problems; approve and sign all purchase orders for the City.

7.
Attend and participate in professional group meetings; stay abreast of new trends and innovations in the field of governmental purchasing.

8.
Oversee and participate in the development and administration of the division budget; approve the forecast of funds needed for staffing, equipment, materials and supplies; approve expenditures and implement budgetary adjustments as appropriate and necessary.

9.
Compile information for statistical, financial and analytical reports on budget preparation; assist departments in evaluating line items for budget preparation.

10.
Report status of fixed asset inventory items to appropriate staff; notify City depart​ments of reusable items available; identify items with appropriate tags; dispose of surplus goods according to applicable laws and regulations.

Marginal Function:

Perform related duties and responsibilities as required.

QUALIFICATIONS

Knowledge of:
Principles, practices and applications of purchasing.

Principles and practices of local budget preparation and administration.

Principles of supervision, training and performance evaluation.

Methods and techniques of maintaining inventory.

Methods and techniques of contract negotiation and administration.

Principles and procedures of record keeping.

Principles of business letter writing and basic report preparation.

Pertinent Federal, State and local codes, laws and regulations.

Ability to:
Manage and direct the City's centralized purchasing function.

Analyze procurement requirements and determine procurement procedures.

Evaluate bids and award contracts accordingly.

Plan, organize, direct and coordinate the work of lower level staff.

Negotiate with vendors and ensure contract compliance.

Prepare clear and concise reports.

Communicate clearly and concisely, both orally and in writing.

Establish and maintain effective working relationships with those contacted in the course of work.

Maintain physical condition appropriate to the performance of assigned duties and responsibilities.

Experience and Training Guidelines
Any combination of experience and training that would likely provide the required knowledge and abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:

Experience:

Five years of increasingly responsible experience in local purchasing, including two years of administrative and supervisory responsibility.


Training:

Equivalent to a bachelor's degree from an accredited college or university with major course work in business administration or a related field.

WORKING CONDITIONS

Environmental Conditions:

Office environment; exposure to computer screens; extensive contact with City staff and the community.

Physical Conditions:

Essential and marginal functions may require maintaining physical condition necessary for walking, standing or 

sitting for prolonged periods of time; extensive use of computer keyboard.

PRIVATE 
Note:
1.
Any combination of education and experience may be substituted, so long as it provides the desired skills, knowledge and abilities to perform the essential functions of the job.

2.
All requirements are subject to possible modification to reasonably accommodate individuals with disabilities. However, some requirements may exclude individuals who pose a direct threat or significant risk to the health and safety of themselves or other employees.

3.
While requirements may be representative of minimum levels of knowledge, skills and abilities to perform this job successfully, the incumbent will possess the abilities or aptitudes to perform each duty proficiently.

4.
This job description in no way implies that these are the only duties to be performed.  Employees occupying the position will be required to follow any other job-related instructions and to perform any other job related duties requested by their supervisor.

I have read and understand this class description.
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