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CITY OF AIKEN


   CLASS SPECIFICATION

Job Code:  144
Date:  12/12/2016
Grade: 18
CLASS TITLE:

Purchasing Manager
DEPARTMENT:

FINANCE

FLSA STATUS:

NON-EXEMPT

JOB SUMMARY:
Oversees all purchasing for supplies, services, capital equipment, and other materials.  

MAJOR RESPONSIBILITIES AND DUTIES:
Essential Functions:
Provides technical assistance to vendors and city departments regarding purchasing process.
Reviews all requisitions to ensure the Procurement code has been followed and that quotes are legitimate and competitive.  The Manager may provide assistance in obtaining quotes or bids.
Ensure payments are processed in a timely manner in accordance with contracts in place or on file.

Create and / or oversee the RFP process when it is required in purchasing of goods or services. Contracts resulting from the RFP process must be reviewed and approved by City Council, when required, prior to execution.  For complex RFPs, the Manager will work with the department director and staff for expertise for the details of the RFP.

Maintain files and monitor renewal dates of all contracts for renegotiation.

Analytically reviews all city purchases alert for potential incidents of improper or fraudulent use and ensures all vendors have a current business license.  
Serves as a P-card coordinator:  issuing all P-cards to approved employees, training employees in proper procedures, ensure all expenditures are properly coded, download transactions, balance amount downloaded to monthly statement, investigating any discrepancies, create a batch to record payment in general ledger.  

Enter all fixed asset information in the Fixed Asset system for depreciation.

Develops and maintains cooperative relationships with other City departments, outside vendors, and the general public contacted in the course of work; assists in resolving problems or complaints.

Essential Safety Functions:

It is the responsibility of each employee to comply with established policies, procedures, and safe work practices.  Each employee must follow safety training and instructions provided by their supervisor.  Each employee must also properly wear and maintain all personal protective equipment required for their job.  Finally, each employee must immediately report any unsafe work practices or unsafe conditions as well as any on-the-job injuries or illnesses.

Every manager/supervisor is responsible for enforcing all safety rules and regulations.  In addition, they are responsible for ensuring that a safe work environment is maintained, safe work practices are followed, and employees are properly trained.
Examples of Other Major Responsibilities:
Compiles, prepares, and submits activity reports and various financial reports as requested. 
Responds to requests from Finance Director to provide analysis of charges made by vendor.

Fills in for other employees as needed.

Performs other related duties as required.

MATERIALS AND EQUIPMENT USED:
General Office Equipment


Computer

Calculator

KNOWLEDGE, SKILLS, AND ABILITIES:
Requires entry level professional knowledge of purchasing equivalent to that normally acquired through a Bachelor's degree program.

Oral and written communication ability equivalent to that normally acquired through a college education is required.  Technical ability associated with bachelor degree.

Ability to concentrate and pay close attention to detail with constant breaks in concentration associated with answering phones or speaking in person to vendors or employees requiring assistance.

Skill in the use of an adding machine/calculator is required.

Five years experience, preferably in government,  is necessary to gain knowledge of generally accepted purchasing practices and procedures, and operation of computer.

Analytical abilities are required to interpret data, recognize discrepancies contained in data, and correct or determine the cause of discrepancies.

Interpersonal skills necessary to be pleasant and helpful to employees and vendors and courteous of fellow employees while performing duties.

Ability to concentrate and pay close attention to detail with constant breaks in concentration associated with answering phones or speaking in person to citizens requiring assistance.

Limited amount of physical effort required associated with walking, standing, and lifting and carrying light objects approximately (5-10%) of work time.

Works in a normal office environment where there are little or no physical discomforts associated with changes in weather such as rain, cold, snow, heat, or discomforts associated with noise, dust, dirt, and the like.

MINIMUM QUALIFICATIONS REQUIRED:
Education and Experience:
Bachelor's degree in Accounting, Finance, or related field from an accredited college or university is desirable.

Five years experience in accounting or purchasing work, prefereably in government,  or any equivalent combination of education and experience which provides the required knowledge, skills, and abilities.

Licenses and Certifications:

None.

This class specification should not be interpreted as all inclusive.  It is intended to identify the major responsibilities and requirements of this job.  The incumbents may be requested to perform job-related responsibilities and tasks other than those stated in this specification.

Salary: DOQ 

The City of Aiken is a drug free workplace and an Equal Opportunity Employer.

