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 Class Definition:         

Under general direction, manages the Corporate Procurement Division and is responsible for all 
procurement activities on a Commission-wide basis. The work has substantial Commission-wide 
impact, on procurement products, services, programs and systems including high profile or high stakes 
matters. Directs, manages and oversees the day-to-day operations, staff, work produced by operating 
department buyers and purchasing specialists, programs and projects. Performs difficult procurement 
management and administrative work involving considerable responsibility, complexity, and variety 
with Commission-wide responsibilities.  Develops, recommends and establishes policy, standards and 
strategic acquisition planning for the Commission. Provides leadership and guidance to the operating 
departments in purchasing policies and procedures, as well as acquisition planning. Work requires 
independence and involves activities that provides assurance that purchasing policies and procedures 
are followed. Maintains effective communication with Department Heads and Commission 
management, as well as the vendor community and other governmental agencies. Position has 
signature authority as delegated by the Executive Director. Performs a full range of supervisory 
functions; controls all Division resources. Some work is highly confidential and highly sensitive.  
Leads the Division’s management leadership team and serves as a key member of the Department’s 
management leadership team.  Applies extensive knowledge of the principles and practices of 
purchasing and contracting, as well as knowledge of administrative management, key Commission 
work programs and initiatives and other Commission-specific information altogether to ensure the 
Commission’s procurement programs, products and services are effective.  Performs intensive analyses 
and assessments of multiple, interactive variables, including uncertainties, to determine effects. 
Interacts with people inside and outside the organization to exchange information, coordinate, instruct, 
guide, advise, obtain agreement or compliance, present, defend, convince or persuade and achieve 
other desired actions concerning highly complex or sensitive matters. Meets the FLSA standard for 
exemption as a supervisor. Performs other duties, as assigned. 
 
Work is assigned in terms of functional responsibilities, goals, priorities, and resources.  The 
incumbent plans and manages all unit work within this framework and is held accountable for 
provision of effective corporate procurement products and services including timely advice to senior 
management and achievement of Division goals.  The incumbent is expected to keep the supervisor 
informed and to seek assistance only for unmanageable problems.  Work is expected to be highly 
effective and is evaluated in terms of achievements, teamwork, customer service and other factors such 
as skill and ingenuity in overcoming technical and non-technical problems including teamwork and 
intra-agency and interagency coordination challenges.   
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Examples of Important Duties (Estimated Percentages):      
 
1. Unit Management/Staff Supervision (±60-70%) 
 

 Manages the Corporate Procurement Division.  Keeps Division staff informed of Commission 
policies and procedures; establishes work program goals and objectives of the Division; sets 
work standards; enforces work rules; plans, schedules, assigns, and reviews the work of the 
Division; develops, recommends and administers approved Division budgets (controls 
expenditures); manages Division staff and other personnel in support of programmatic 
objectives and operational requirements; monitors work operations; ensures oversight of the 
work of consultants and contractors. 

 
 Performs a full range of supervisory human resource (HR) management functions Division-

wide.  Initiates or recommends official personnel actions such as recruitment, selection and 
transfer; selects or helps select staff; trains and develops staff or ensures staff training and 
development; mentors and coaches; counsels or disciplines; approves or disapproves leave; 
ensures adherence to equal employment opportunity (EEO) requirements and pertinent 
Commission policies and procedures; establishes and communicates objectives and 
expectations, and evaluates performance. 

 
2. Quality Assurance/Quality Control Related (±20-25%) 
 

 Manages the Commission-wide procurement programs. Assesses ongoing informational, 
business needs and develops technology strategies to be incorporated Commission-wide. Plans, 
acquires, implements and supports various automated procurement systems. Conducts research 
on emerging technologies. Reviews technical literature, stays informed of the latest 
procurement software developments.   

 
 Develops and implements procurement policies and procedures governing the procurement 

functions for the Commission, including the Commission’s Purchase Card Program.  Manages 
and oversees the procurement of all Commission acquisitions. Monitors and audits 
Commission-wide purchases, including those made by Purchase Card holders and operating 
department Purchasing Representatives.  

 
 Ensures that all procurement related activities comply with purchasing policies and procedures, 

including the Anti-Discrimination Program.  Advises the Executive Director on exceptions to 
the Anti-Discrimination Program guidelines.   

 
 Develops and trains professional public procurement staff and operating department purchasing 

representatives to ensure compliance with Commission policies and procedures, legal 
requirements and professional public procurement practices. 
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 Works closely with the Commission’s General Counsel’s Office on contract language and 
interpretation to ensure compliance with all applicable State and Local Laws and Commission 
practices and procedures.   

 
 Reviews and resolves Commission protests, disputes and claims in accordance with applicable 

laws and in accordance with Commission policies and procedures. 
 

 Develops and manages division budget, controls expenditures according to approved budget 
and Commission policies and procedures.  Approves and signs purchase orders, contracts and 
change orders, as delegated by the Executive Director. 

 
3. Other (±10-20%) 
 

 Provides expert knowledge and support.  Conducts research on and maintains proficiency in 
emerging professional standards.  Reviews technical literature keeps informed of latest methods 
and standards.  Attends conferences to maintain professional knowledge of laws, methods, 
standards and techniques. 

 
 Serves as a key member of the Department’s management leadership team.   Leads the 

Division’s management leadership team.  Identifies, recommends, and implements new work 
methods, policies, and procedures to enhance productivity and effectiveness.  Works with all 
division chiefs within the Department, and Commission-wide works with broader scope and 
higher-level management teams as well as interagency teams, to resolve problems, enhance 
inter-staff or interagency teamwork, develop and implement Commission-wide, Department- 
and Division-wide changes in policies and procedures, and implement the work programs. 
Makes presentations to the Secretary-Treasurer and higher-level management concerning 
proposed changes in policies, procedures, and work methods.  Ensures representation of the 
Department in Commission-wide initiatives. 

 
 Maintains confidentiality of data, including legally-protected personal information, sensitive 

programmatic data, and other sensitive information. 
 
 Stays informed of developments in the procurement domain, and of changes in guidelines 

applying to the areas of work focus.  Reviews and recommends approval of exceptions/waivers 
of the Commission’s procurement process. 

 
 Communicates and interacts effectively with business contacts including managers and staff 

throughout the Commission, members of the Executive Committee. Establishes and maintains 
or enhances working relationships, including teamwork, with internal and external contacts.  
Actively listens to ascertain key information, including perspectives, concerns, wants and needs 
of stakeholders, in relation to procurement matters; seeks to obtain agreement, gain compliance 
or achieve other desired results.   
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 Uses a computer and modern office suite software (such as MS Office), enterprise software and 
specialized software for planning, scheduling, communicating (email), word processing, 
accounting-banking-investing, manipulating data, preparing presentations, reporting time and 
attendance, requisitioning, researching (the Internet), and performing other functions. 

 
 Maintains independence, objectivity and integrity in the performance of professional 

responsibilities. 
 

Important Worker Characteristics:  
 
A. (1) Extensive knowledge of, and skill in applying, the principles, practices, and techniques of  

purchasing and contracting; which includes knowledge of (a) various types of solicitation and 
purchasing methods such as oral solicitations, delivery orders, or purchase orders to make 
noncompetitive open market purchases, purchases under established contracts or competitive 
open market purchases for firm-fixed-price, fixed unit price, indefinite delivery purchase of 
goods, services and small construction projects, (b) various methods of contracting (such as 
RFPs, RFQs, and IFBs) and (c) full cycle of procurement activities. 
(2) Good working knowledge of (a) wide variety of office, design and construction, facilities 
operations and maintenance and other goods and services, and ability to research such 
goods/service, as well as knowledge of the market prices and ability to identify market prices of a 
wide variety of goods and services to assess costs estimates, determine price reasonableness of 
quotations, decide if substitutions are acceptable; (b) functional domains and procurement needs 
of the units served. 
(3) Knowledge of Commission organization, policies and procedures (including guidelines 
covering full and open competition, responsiveness and responsibility of bidder, and 
appropriateness of procurement method/contract type).* 

 
*Typically acquired or fully developed primarily after employment in this job class. 

 
B. Management/supervisory skills to effectively manage and develop professional staff, monitor 

performance, develop and evaluate performance goals, train and develop skills and abilities, 
provide leadership, follow Commission personnel policies and procedures and recognize and 
recommend personnel actions including recruitment, selection, promotion, transfer and discipline.  

 
C. Considerable skill in problem solving to select, organize and logically process relevant information 

(verbal, numerical or abstract) to solve a problem. This includes skill in identifying subtle aspects 
of problems and developing solutions.  Examples include determining methods of procurement, 
conducting research on various issues (suppliers, prices), reviewing content of proposals by 
offerors and sole source and emergency purchase justifications by end users and negotiating with 
bidders and contractors to obtain best price, delivery and other terms. 
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D. Considerable skill in communication to understand verbal and written information (including facts, 
assertions and arguments), draw inferences, form hypotheses and develop logical arguments, and to 
express such information so that others will understand and, in some situations, agree, comply or 
take other desired action(s). This includes skills in actively listening to ascertain key information, 
including perspectives, concerns, wants and needs of others, skill in encouraging effective 
communication by others such as line managers concerning problems, skill in communicating 
effectively with various stakeholders having diverse viewpoints concerning complex or highly 
sensitive issues.   

 
E. Interpersonal skills to interact effectively with business contacts in a businesslike, customer 

service-oriented manner; this includes skill in establishing and maintaining effective working 
relationships and working as a member or a leader of a team concerning highly complex or highly 
sensitive matters. 

 
F. Skill in using a computer, modern office suite software (such as MS Office), enterprise software 

and specialized software. 
 
Minimum Qualifications (MQs):  
  
1. Bachelor’s Degree in Purchasing, Business or Public Administration or any related field. 
 
2. Eight (8) years of progressively responsible experience in procurement and contracting.  
 
3. An equivalent combination of education and experience may be substituted, which together total 12 

years. 
 

Working Conditions:    
  
Works in an office setting. Work is primarily sedentary and requires light physical effort.  May be 
subject to various job demands such as high volume of work and tight deadlines.    

 
 

  
  
 

 


