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____________________________________________________
	Job Title: Purchasing Manager

	Reports To: Vice President of Facilities & Purchasing
	FLSA Status: Exempt

	Notice: 4 weeks required
	Grade: 7



	 
	
	 
	 
	 
	 
	 
	 
	 

	SUMMARY OF DUTIES: 

	
	
	
	
	
	

	The Purchasing Manager, is in charge of supervising the process of sourcing and purchasing essential goods and services for the Agency’s operations. Duties include researching vendors and comparing costs, negotiating purchase agreements and developing inventory controls to identify demand for new orders. This position is responsible for developing a database of diverse minority suppliers and cultivate working relationships to help meet grant requirements.  



	
	
	
	
	
	
	
	
	

	RESPONSIBILITIES:

	
	
	
	
	
	

	· Planning and overseeing the work of  Purchasing Team
· Hiring and training new staff  
· Developing Agency procurement rules and regulations
· Establishing guidelines on how often the Agency gets price quotes for items, the number of bids to accept and which vendors to consider
· Buying goods and services for the company
· Discussing contracts 
· Evaluating quality, price, reliability, technical support and availability of goods and services
· Review new project proposals for the Agency
· Develop strategies, policies, and procedures for the procurement of supplies for the entire organization.

	
	
	
	
	
	
	
	
	

	REQUIRED KNOWLEDGE AND SKILLS:

· Knowledge of procurement software and tools
· Interpersonal skills such as teamwork and good listening skills
· Negotiation skills
· Excellent communication skills
· Ability to manage time and organize
· Strong leadership skills
	
	
	
	

	· Knowledge of purchasing function, proficient in computer software applications, especially Word and Excel.
· [bookmark: _GoBack]Knowledge and experience with the RFP and Bid processes, contractual terms and conditions/contract negotiation, rules and regulations regarding use of public funds.		

	
	
	
	
	
	
	
	
	

	


QUALIFICATIONS:

	
	
	
	
	
	
	

	· Associates degree in business or related discipline from two-year college and two years’ experience 
OR
· Five years’ experience in purchasing, accounting, and/or contract negotiations. 


	
	
	
	
	
	
	
	
	

	I have received, reviewed and fully understand the requirements, essential functions and duties of the position described therein. 

	
	
	
	
	
	
	
	
	

	Employee Name: __________________________________      

	Employee Signature: _______________________________________      Date: ________________
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