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Class  Definition 

Under  direction,  supervises  the  Purchasing  Unit  in  the  Finance
Department to perform professional  purchasing  work  of  a  difficult
nature,   involving   considerable   responsibility,  complexity,  and
variety.  Manages the goods and services for the Commission  revenues.
Reviews  and  approves  purchases by Commission units.  Performs other
related duties as assigned. 

Examples  of Important  Duties 

1. Manages purchasing system.  Develops policies and procedures to
purchase goods and services through  contracts, purchase  orders
and petty cash.  Trains and approves field purchasing agents. 
Identifies potential bidders and vendors. Coordinates  design of
specifications and scheduling of purchases to create opportunities
for quantity discounts.  Reviews and approves all bid documents,
advertising and evaluation criteria.  Receives and opens bids for
services and capital improvements.  Evaluate bidders.  Reviews and
approves  contracts and purchase orders.  Monitors compliance with
affirmative action program for minority, female and disabled
vendors.  Responds to protests from unsuccessful bidders.  Writes
reports. 

2. Maintains sources.  Maintains comprehensive list of goods and 
services purchased by  Commission.  Maintains list of approved 
minority, female and disabled vendors. 

3. Plans purchasing programs.  Defines goals and objectives for Unit. 
Sets standards.  Develops and interprets policies and  procedures. 
Coordinates activities with other Commission units and government
agencies. 

4. Supervises  staff.  Plans, schedules and assigns work.  Evaluates
work and counsels staff on ways to improve  performance.  Selects
and trains staff.  Initiates  disciplinary action.  Approves time
cards and leave requests. 

5. Manages unit budget.  Prepares annual budget request.  Controls
expenditures in accordance with approved budget.  Obtains bids and
price quotes.  Writes purchase orders and check requests. 

6. Conducts research.  Reviews trade literature, meets with vendors
and exchanges information with other government  agencies to
identify new programs, methods and equipment  which might be
useful to Unit. 
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Examples of Important Duties  (Continued)

7. Sells surplus materials.  Coordinates sale or trade-in of surplus 
supplies, materials and equipment.  Writes reports. 

8. Keeps records.  Maintains records of bid specifications, bids,   
purchase orders, time cards, expenditures and other data for unit. 
Writes periodic, administrative reports. 

Important Worker Characteristics 

A. Considerable knowledge of (1) business administration;  (2)    
Commission organization;* (3) Commission policies and procedures;* 
 (4) equal employment opportunity; (5) law; (6) Merit System   
regulations;* (7) purchasing; (8) supervision. 

B. Skill in operation of (1) calculator. 

C. Ability to (1) solve complex problems involving many variables; 
(2) analyze data; (3) read technical reports  and  correspondence;
(4)  write  technical  reports  and correspondence; (5) use proper
spelling, punctuation and grammar; (6) speak clearly; (7) organize
work efficiently. 

* Developed primarily after employment in this class. 

Minimum Qualifications 

1. Bachelor's degree in business administration, or related subjects; 
 or four years of  progressively responsible purchasing
experience;   and 

2. Four years of varied and responsible purchasing experience; or 

3. An equivalent combination of education and experience. 

Working Conditions 

Works in office.  Considerable pressure to meet deadlines. 


