9137
PROCUREMENT COFFI CER

Nat ure of Work: Under general supervision, perforns work at
the full-performance | evel by overseeing a service unit within a
state agency, which is responsible for providing purchasing,
inventory, and records managenent activities. Obtains both goods
and/ or services in adherence to fluctuating state purchasing
regul ations. Contacts are extensive and include those both
internal and external to state governnment. Uses discretion and
i ndependent judgnent to sel ect cost-effective goods/services
Wi thin prescribed paraneters. Perforns related work as required.

Exanpl es of Work

Est abl i shes and/or maintains a systemor conformwth the
statutes of the State rules and regul ati ons.

Prepares, or causes to be prepared, objective specifications
for all itens to be purchased.

Anal yzes commodi ties or services provided by vendor to assure
conformty to user specifications.

Est abl i shes and/or maintains an inventory control system and a
records retention and di sposal system

Supervises clerical and other staff positions.

Recomrends policy changes and/or policies in the areas of
property control, acquisition and/or nmanagenent.

Prepares technical or statistical reports.

Know edge, Skills and Abilities

Know edge of the State purchasing |aws, rules and regul ati ons.

Know edge of purchase requisitions, bidding procedures,
purchase orders, special authorizations, and other nethods
to secure goods and services.

Know edge of inventory control procedures.

Know edge of records retention and di sposal .

Ability to establish and maintain a congeni al worKking
relationship with a variety of enployees and general
public.

Ability to comunicate both orally and in witing.

Ability to supervise clerical and other staff positions.

Ability to operate conputer term nal and general office
equi pnent .

M ni mum Qual i fications

Training: Gaduation froma standard hi gh school or the
equi val ent.

Experience: Four years of full-time or equivalent part-tine
pai d experience in volune purchasing, property control,
specification witing or product analysis, as a buyer or
procurenent officer functioning in a supervisory or |ead
wor ker capacity.

Substitution: Successful conpletion of college courses or
busi ness school courses nmay be substituted for the
experience on a year-for-year basis.
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