School District of Santa Rosa County

Job Description

Buyer
	Reports to: Director of Purchasing and 
                    Contract Administration
	FLSA Status:  Exempt

	Department:  Purchasing
	Prepared by:  Human Resources

	Date:  August 21, 2014
	Job Code:   11010

	Position #:  62050
	Range:  16


Principal Duties and Responsibilities (Essential Functions):
Omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment to the position, nor does every position allocated to the class necessarily perform every duty listed. Examples of duties contained herein are not the sole criteria used in establishing pay ranges. 

· Receives and processes requisitions, writing specifications for bids, and soliciting prices by telephone for items on other requisitions that do not warrant written quotations or bids;
· Places routine orders; 

· Distributes bid invitations to vendors; 

· Participates in the tabulation and analysis of bids to determine the lowest and the best bid for commodities to be produced and issues purchase order; 

· Inspects and reviews samples, specifications and illustrations of new products; 

· Conducts follow-up conferences with departments, schools, and vendors to resolve any problems dealing with procurement of items; 

Supervision Received:

Purchasing Agent

Director of Purchasing and Contract Administration 
Supervision Exercised:

Clerical personnel
Minimum Qualifications & Skills Required: 

Graduation from four year college or university with a degree in Business Administration or business related area and two years’ experience in purchasing, warehousing or related fields; or two year degree in Business Administration or business related area and four years’ experience in purchasing, warehousing or related fields; or high school graduate with six years’ experience in purchasing, warehousing or related fields or an equivalent combination of training and experience. 
Must have knowledge of governmental purchasing principles, procedures, laws, rules and regulations; vendors catalogs, commercial registers, directories, office files, precedent transactions and other materials containing information relative to sources of supply, factors involved in the preparation of comprehensive and accurate specifications and effective methods of supervision.  
Preferred:
Professional certification.  Approved certifications include, but not necessarily limited to: National Institute of Governmental Purchasing (NIGP) Certified Public Purchasing Officer (CPPO) and Certified Professional Public Buyer (CPPB), or National Association of Purchasing Management (NAPM) Certified Purchasing Manager (C.P.M.)   Be experienced in data entry and data processing operations.
Physical Demands:

Requires sitting for long periods of time.  Office/indoors.  Reasonable accommodations may be made to enable individuals with disabilities to perform essential functions.
Terms of Employment:
Approved Compensation Plan

Educational Support Salary Schedule
Conclusion:

This job description is intended to convey information essential to understanding the scope of the job and the general nature and level of work performed by job holders within this job.  However, this job description is not intended to be an exhaustive list of qualifications, skills, efforts, duties, and responsibilities or working conditions associated with the position.
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