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CONTRA COSTA WATER DISTRICT

PURCHASING OFFICER

DEFINITION
To plan, organize, direct and supervise purchasing, inventory/stores, and office services operations for the District. Perform a variety of technical tasks relative to assigned area of responsibility.

DISTINGUISHING CHARACTERISTICS 

Purchasing Officer is a single position class that performs full, first-line supervisory responsibilities including planning, assigning, and evaluating the work of subordinates and has responsibility for a program area within a work unit or department. 

SUPERVISION RECEIVED AND EXERCISED
Receives direction from management staff or executive management staff.

Exercises direct supervision over assigned clerical and technical personnel.

EXAMPLES OF ESSENTIAL DUTIES - Duties may include, but are not limited to, the following:

Review, process, and initiate as appropriate, purchase requests and requisitions; review and prepare specifications; prepare and receive formal bids, quotations and proposals.

Oversee central stores facility and supervise inventory control and office services staff.

Recommend and assist in the implementation of goals and objectives; establish schedules and methods for purchasing and stores inventory control; implement policies and procedures.

Plan, prioritize, assign, supervise and review the work of assigned staff.

Evaluate operations and activities of assigned responsibilities; recommend improvements and modifications; prepare various reports on operations and activities.

Participate in budget preparation and administration; prepare cost estimates for budget recommendations; submit justifications for supplies, equipment, materials, and staff; monitor and control expenditures.

Participate in the selection of staff; provide or coordinate staff training; work with employees to correct deficiencies; implement discipline procedures.

Answer questions and provide information to the public; investigate complaints and recommend corrective action as necessary to resolve complaints.

Build and maintain positive working relationships with co-workers, other District employees and the public using principles of good customer service.

Perform related duties as assigned.

MINIMUM QUALIFICATIONS

Knowledge of:

Principles and practices of purchasing, specification preparation, equipment/supply evaluation, and inventory control.

Equipment, tools, and materials used in a water utility.

New products, current market conditions and prices.

Principles of supervision, training and performance evaluations.

Principles of budget monitoring.

Principles and practices of safety management.

Pertinent local, State and Federal laws, ordinances and rules.

Ability to:

Organize, implement and direct purchasing and inventory control operations/activities.

Analyze work papers, reports and special projects; identify and interpret technical and numerical information; identify safety hazards; observe and resolve operational, technical policy and procedural issues.

Plan, organize, direct and participate in purchasing operations.

Interpret and explain pertinent District and department policies and procedures, including procurement regulations.

Assist in the development and monitoring of an assigned program budget.

Develop and implement policies and procedures related to assigned operations.

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

Communicate clearly and concisely, both orally and in writing.

Supervise, train and evaluate assigned staff.

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

Experience:

Five years of increasingly responsible experience in volume purchasing of general and specialized items with emphasis on materials storage and warehousing, including one year of lead responsibility.

Training:

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

Physical Demands:

Work is performed in a normal office environment and outside in all types of weather.  The position requires the ability to talk, listen, observe, stoop, reach, sit, stand, move, use repetitive motions, climb, and may traverse uneven terrain.  The position requires the ability to operate a computer keyboard and printer, postage machine, copiers, telephone and motor vehicle.  Work requires lifting or moving up to 30 pounds.

License or Certificate:

May need to possess a valid California driver's license as required by the position.
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