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BUYER III

Class Code: 6912
        FLSA Code: N/E (Non-Exempt)

Pay Range: 11

JOB SUMMARY
This is specialized work involving supervisory responsibility for materials management involving the procurement, receipt, storage, distribution and disposition of supplies, materials and equipment. The work involves extensive but relatively routine contact with vendors in initiating requisitions and equipment. 
An employee in this class is responsible for assisting in determining the source of supply for exempt item ordered and must contract for a wide variety of services and equipment. 

PRIMARY DUTIES
1. Supervises the procurement operations and functions of the University.

2. Prepares or reviews final requisitions for supplies, materials equipment and service contracts purchased by the University.

3. Establishes practical inventory levels as well as inventory control measures.

4. Supervises the operations of storerooms, handling the receipt, storage, and issuing of supplies materials and equipment.  

5. Supervises assigned office and storeroom personnel directly related to the purchasing section.

6.  Keeps records of prices and sources of supply.
7. Prepares specifications and standards for purchases.
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8. Studies market conditions and the quality and price of goods.

9. Signs purchase orders and requisition forms.
10. Follows up orders and irregularities. 

11. Develops or modifies product specification to meet specific needs and provides technical advice regarding specifications, standards, standard packaging, most economical ordering quantities, and product suitability to the University. May also assist in preparing the operating and capital budgets for the University by furnishing current prices for supplies, equipment and trade-in items.
12. Performs other related duties.

General direction is received from the director or other designated official. This employee must work within the policy and guidelines established by the University and by the State. Supervision is exercised over all clerical and supply staff performing duties related to the purchasing, procurement, storage and distribution of supplies, equipment and services.

Note: 
The intent of this list of primary duties is to provide a representative summary of the major duties and responsibilities of this job. Incumbents perform other related duties assigned. Specific duties and responsibilities may vary based upon departmental needs.

MINIMUM QUALIFICATIONS
EDUCATION:  High School Diploma or GED.

EXPERIENCE: Seven years of experience receiving, storing issuing, purchasing and requisitioning supplies, materials, and equipment, five years of which must have included experience at the supervisory level. 
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REQUIRED KNOWLEDGE/SKILLS/ABILITIES
Working knowledge of the quality and value of various kinds of merchandise; knowledge of methods of purchasing; knowledge of office management methods; knowledge of the source of supply and market value of various commodities; ability to plan, organize and direct the work of other; ability to develop and  establish operational procedures and evaluate their effectiveness and efficiency; ability to maintain important records and inventories; ability to prepare and present financial statistical and special reports; ability to determine the need for personnel, equipment and supplies, ability to exercise initiative and make sound decisions; ability to give clear directions; ability to give clear directions and instructions; ability to communicate ideas effectively; ability to establish and maintain harmonious working relationships with other employees, including technicians, office personnel, crafts people and operators, in addition to professional employers and administrative officials and ability to prepare specifications for purchasing commodities.  

OTHER: 
Except for qualifications established by law, additional related experience and formal education in which one has gained the knowledge, skills, and abilities required for full performance of the work of the job class may be substituted for the education or experience requirement on a year-for-year basis with 30 college credits being equivalent to one year of experience.

