
DATE: APRIL 2024 
FLSA: NON-EXEMPT 
SALARY: GRADE M 

CBA DESIGNATION: CLASSIFIED BARGAINING UNIT 
 

   
 

PURCHASING SPECIALIST 
 
BASIC FUNCTION 
 
Performs a variety of specialized work involved in purchasing materials, supplies, equipment, and 
services; attends, coordinates, and conducts pre-bid/proposal conferences and bid openings; maintains 
vendor and contractor registration database(s) and analyzes contracts for accuracy and compliance; and 
prepares multiple reports and agendas for the Board of Trustees. 
 
SUPERVISION RECEIVED AND EXERCISED 
 
Receives general supervision from the assigned area supervisor. May provide lead direction to temporary 
staff and/or student workers. 
 
CLASS CHARACTERISTICS 
 
This classification is responsible for independently performing technical duties in support of the 
Purchasing Department. Employees at this level exercise judgment and initiative in performing a variety 
of specialized procurement activities, receive only occasional instruction or assistance as new or unusual 
situations arise, and are fully aware of the operating procedures and policies of the department. 
 
EXAMPLES OF TYPICAL JOB FUNCTIONS 
 
1. Coordinates bid projects and solicitation activities including, but not limited to, determining 

appropriate procurement method and preparing bid documents for contractor/vendor distribution; 
responds to questions related to bid projects and prepares and distributes addenda; attends, 
coordinates, and conducts pre-bid/proposal conferences and bid openings; verifies the validity of 
bidders’ bonds and all current required licenses and registrations; prepares Notice of Invitation to Bid, 
Notice of Award, and Notice to Proceed letters. 

2. Evaluates and analyzes bids in response to requested specifications, terms, and conditions. 
3. Reviews and analyzes all requisitions for completeness and accuracy and ensures legal and internal 

requirements are met before converting to purchase orders; works with requisitioners to make 
changes or correct errors. 

4. Analyzes and processes District contracts for accuracy and completeness as set forth by District 
guidelines; maintains and distributes all District contracts on file; adheres to mandated rules, 
regulations, and codes as it relates to construction bids, contracts, and procurement practices; reports 
applicable public works projects on the Department of Industrial Relations (DIR) website.  

5. Creates and updates Galaxy vendor files; verifies, requests, collects, and maintains the vendor 
insurance database; files documents with pertinent entities and maintains databases. 

6. Responsible for all District credit card purchases as a form of payment; assists in confirming and 
reconciling credit card transactions. 

7. Assists finance and budget staff in year-end processes including, but not limited to, reducing and 
increasing encumbrances, creating new fiscal year agreement and purchase order lines; transfers 
and/or accrues funds between fiscal years. 

8. Responds to compliance and public records requests that pertain to public works bid projects, 
contracts, and purchase orders. 

9. Provides technical support to staff who use the Purchasing Module by helping resolve problems and 
systems issues and providing year-end workshops; researches and ensures compliance with guidelines 
set forth by the Internal Revenue Service when creating new vendor files in the software system; 
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provides training and purchasing coordination information and assistance to staff regarding 
purchasing procedures. 

10. Creates purchase order and contract reports for the monthly Board of Trustee’s meeting; researches 
and prepares contracts for Board approval. 

11. Interprets and explains contract and purchase order codes, rules, regulations, and District policies 
pertaining to the procurement of materials, goods, and services. 

12. Participates in annual business conventions, vendor shows, and Chamber of Commerce events to 
build connections, outreach efforts, and opportunities with businesses and other districts. 

13. Participates in District-provided in-service training programs. 
14. Performs other related duties as assigned; specific duties not listed does not exclude them for this 

classification if the work is similar or related. 
 

QUALIFICATIONS 
 
Knowledge of: 
 
1. Purchasing methods, techniques, and terminology. 
2. General procurement practices, including bidding methods and legal procedures involved in obtaining 

formal bids.  
3. Sources and types of products and services used in educational institutions. 
4. California Public Contracts Codes (PCC), Education Codes, DIR, and/or other applicable federal, 

state, and local laws, rules, regulations, ordinances, and organizational policies and procedures 
relevant to assigned area of responsibility. 

5. Mathematical principles. 
6. Methods and techniques of preparing business documents and reports. 
7. Recordkeeping principles and practices. 

 
Ability to: 
 
1. Prepare and maintain purchasing documentation and records. 
2. Advise and explain purchasing policies, procedures, and standards. 
3. Make accurate mathematical calculations. 
4. Prepare clear and concise reports. 
5. Assist in coordinating structured bidding processes. 
6. Review and reconcile credit card purchases. 
7. Understand, interpret, and apply all pertinent laws, codes, regulations, policies and procedures, and 

standards relevant to work performed. 
8. Independently organize work, set priorities, meet critical deadlines, and follow up on assignments. 
9. Exercise independent judgment within general policy and procedural guidelines. 
10. Effectively use computer systems, software applications relevant to work performed, and modern 

business equipment to perform a variety of work tasks. 
11. Communicate clearly and concisely, both orally and in writing. 
12. Establish, maintain, and foster positive and effective working relationships with those contacted in the 

course of work. 
13. Demonstrate clear evidence of sensitivity and understanding of the diverse academic, socio-

economic, disability, and ethnic backgrounds of students, staff, and the community.  
14. Provide efficient, high-level customer service to the public, vendors, contractors, and District 

personnel. 
 
Education and Experience: 
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An associate’s degree in accounting, business, or a related field and three (3) years of increasingly 
responsible experience in procurement; or an equivalent combination of education, training, and/or 
experience.  
 
Licenses and Certifications: 
 
None. 

 
PHYSICAL DEMANDS  
  
Must possess mobility to work in a standard office setting and use standard office equipment, including a 
computer; vision to read printed materials and a computer screen; and hearing and speech to communicate 
in person and over the telephone. This classification primarily works in an office and standing in and 
walking between work areas, including indoor/outdoor construction sites, is occasionally required. Finger 
dexterity is needed to access, enter, and retrieve data using a computer keyboard or calculator and to 
operate standard office equipment. Employees in this classification occasionally bend, stoop, kneel, reach, 
push, and pull drawers open and closed to retrieve and file information. Employees must possess the 
ability to lift, carry, push, and pull materials and objects up to 20 pounds.  
 
The essential functions of this classification must be performed by the incumbents with or without 
reasonable accommodations. 
  
ENVIRONMENTAL CONDITIONS  
  
Employees work in an office environment with moderate noise levels, controlled temperature conditions, 
and no direct exposure to hazardous physical substances. Employees may interact with upset individuals 
in interpreting and enforcing departmental policies and procedures. 
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