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HUMAN RESOURCES / EMPLOYEE COMPENSATION

POSITION CLASSIFICATION - 1202

February 1999

POSITION TITLE:
Manager of Purchasing

REPORTS TO:
Chief Operating Officer (COO)

Objective: To monitor, direct, control, and coordinate the District’s procurement of supplies, equipment, and services.  To authenticate business papers and departmental budgets.

Essential Functions:
1. Directs the procurement of supplies, equipment, and services necessary for the operation of the District.

2
Directs an effective and efficient staff, and conducts recruitment, selection, training, development, performance measurement, discipline and recognition.

3.
Directs the preparation of bid specifications, securing of bids, and determination of successful bids.

4.
Prepares a purchase report with recommendations for Board of Education approval, as directed. Authenticates all business forms and papers related to purchases by the District from the Colorado Surplus Property Agency, contracts with the City and County of Denver, and tax exemption certificates. 

5.
Ensures purchasing policies and procedures comply with all applicable federal, state, and local laws and regulations.

6.
Conducts random and scheduled audits: determines if purchasing operations are conducted properly and reports are an accurate representation of existing operations; determines if the unit, department or entity has complied with applicable laws, regulations, policies or practices; determines if internal and external controls are adequate; and determines if the unit, department or entity is managing its purchases (equipment, materials, property, space, etc.) in an economically efficient manner in compliance with established internal controls.

7.
Completes monthly financial reports in accordance with a schedule established by the COO, Treasurer/Board of Education, or Superintendent.

8.
Directs, plans and conducts an annual review of physical inventories for: accuracy; accounts payable/receivable for supporting documentation, record of disbursement, and authorization; and random audits of related purchasing activities.

9.
Keeps the COO informed of purchasing activity, including existing or potential areas of success or potential problems.  Recommends, as necessary, corrections or improvements to purchasing policies and procedures.  Maintains confidentiality of all audit findings, records and information, as directed.

10.
Verifies and immediately reports financial negligence (including alleged misappropriation of equipment, supplies, funds, theft, embezzlement, etc.) of any individual, unit, department, or entity to the Treasurer/Board of Education, Superintendent, and then Chief Operating Officer.

11.
Exercises direct authority, and coordinates activities with the Administrative Assistant to the Treasurer as necessary, to conduct and pursue audits or investigations, as directed.

12.
Conducts Treasurer/Board of Education requested audits or investigations, as directed.

13.
Ensures purchasing policies and procedures realize sound, cost-effective financial policies which support the district’s financial strategies.

14.
Contributes to the control of district operating costs by monitoring purchasing history, expenditures, and plans. 
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15.
Establishes, develops and maintains effective working relationships with bargaining units, representatives of business, industry and government to realize negotiated objectives, obtain new concepts, and to give and receive information.

16.
Maintains a current state-of-the-art awareness of purchasing, auditing, accounting theories, practices and methodologies.

17.
Performs other related duties, including special projects, as required or requested by the COO.

Education/Experience: Bachelor’s degree in accounting or equivalent, with a Master’s degree or equivalent desired.  Five (5) or more years of progressively responsible purchasing experience, preferably within a large school district or public sector employer.  Demonstrated experience managing a major purchasing function, monitoring and accurately forecasting purchasing requirements, directing reconciliation of inventories, and conducting internal compliance and financial audits or investigations.  Demonstrated hands-on knowledge of federal, state and local laws, regulations related to the sale and purchase of materials, equipment, supplies and other real property and services.  Strong communication and persuasive abilities, including verbal, written and presentation skills.  Demonstrated computer skills including extensive experience working with spreadsheets and word processing software to produce research and analysis.

Licensure/Qualifying Standards: A Certified Public Accountant (CPA) or a Certified Internal Auditor (CIA), is desirable.

Performance: Demonstrated experience performing in compliance with established human resource and departmental policies regarding: attendance (absences, tardiness, sick leave and vacation use, and other scheduled or unscheduled absences); fingerprinting; dress code; safety; security, disaster and other policies, procedures and practices.  Demonstrated effective and diplomatic oral and written communication skills.

Physical/Environmental Characteristics: Essential duties are routinely performed in a general office work environment and regularly require sitting at a work station/desk plus movement while completing paperwork or using computers, printers, calculators, copiers, fax machines and other business office machines and equipment.  Compliance to security and safety procedures, including use of Personal Protective Equipment (PPE), is required. 

