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        Classification Description

Purchasing Agent
Department:
Budget and Finance






FLSA: Non-Exempt
Job Class #:  
019000







Represented: No
Pay Range:
0E06
Classification descriptions are intended to present a descriptive list of the range of duties performed by employees in this class and are not intended to reflect all duties performed within the job.
 

GENERAL FUNCTION
This is responsible supervisory and program management work in directing, coordinating and controlling procurement functions for all departments and offices within Pierce County.  An employee occupying a position in this class is responsible for the proper administration of County procurement activities and the supervision of a small number (5-7) of employees performing a variety of office tasks incidental to personal property and services procurement activities.  Work affects the efficiency and adequacy of all personal property and services procurement activities in the County, and in a general sense, the proper operation of other County departments.  Work involves a variety of processes and methods which require an application of specialized knowledge in making procurement recommendations and decisions.  A significant portion of procurement contracts awarded require considerable administration due to extended performance periods, vendor/engineering modifications, progress payments, etc.  

Limited guidelines are available in the form of RCW's, County resolutions, commercial registers of manufacturers, vendor's catalogues and bulletins, and internal master file of special problem (precedent) cases.  Regulations, policies, and procedural guidelines for performing specific procurement functions are non‑existent or internally generated in the form of precedents and standard operating procedures.

The incumbent must possess a thorough knowledge of State purchasing and contract codes, procurement principles and practices, preparation and analysis of specifications, bids and contracts, supervisory duties and responsibilities and generally performed business functions, i.e., marketing, accounting, budgeting, transportation, etc.  

Personal contacts are typically with all levels of County management, vendors, manufacturers, and contractor's representatives.  Purpose of contacts is to exchange information as well as to resolve procurement problems and issues by influencing, persuading and motivating.  

The immediate supervisor of the incumbent is the Director of Administration who assigns work in non‑specific or outline form directing the general purpose and objectives desired.  Methodologies and specific techniques to be followed are left to the discretion of the incumbent.  Work is performed independently and is reviewed only for results obtained in meeting stated objectives, acceptability and effectiveness in procurement activities and compliance with existing codes, resolutions, and established procedures.  The incumbent is responsible for the full range of supervisory functions 

affecting five to seven clerical and administrative personnel.  Duties include assigning duties and responsibilities; reviewing work; appraising performance; providing advice and assistance as necessary; approving/ disapproving leave; and selecting, training, rewarding and disciplining employees.

TYPICAL DUTIES/RESPONSIBILITIES
· Procures a wide variety of supplies, services and equipment by informal open market and competitive purchase methods.

· Reviews purchase requests and takes action to clarify descriptive information, available supply/service sources, etc., coordinates action with requisitioner to clarify specifications, approval of substitute items, additional costs, delivery dates, etc., obtains and/or reviews requisitioner's sole source justifications and other non‑standard requirements for regulatory and policy compliance.

· Determines and locates commercial sources of supply regardless of location (this includes new sources with no previous procurement history) and determines best methods of procurement.

· Approves all requisitions for supplies, materials and equipment; supervises and participates in the preparation of purchase orders and signs or approves for signature all purchase orders.

· Approves and signs all licensing and sales of County vehicles.

· Develops procurement procedures, methods and records, and conducts a variety of correspondence and public contact.

· Arranges for the disposal of all County surplus capital equipment with a value of $5,000 or less.  Completely plans, supervises, and does record keeping for a large summer auction to dispose of surplus vehicles, heavy equipment and miscellaneous surplus personal property for all Pierce County departments.

· Prepares or assists departments in preparing clear and concise requests for bids with all necessary technical and other required data included.

· Obtains maximum competition from qualified sources.  In this connection, may arrange, schedule and conduct conferences with prospective bidders who seek clarification of technical requirements.

· Assists departments in evaluating bids received on the basis of price, taking into account transportation costs, taxes, discounts, and compliance with specifications and delivery.

· Awards a contract to that firm/individual who's bid is determined to be most advantageous to the County, price and other factors considered.

· Assists in monitoring the general progress of contracts; provides advice to con-tractors and departments regarding procurement contractual requirements and limitations; and provides or coordinates technical assistance with regard to expediting procurement aspects of contract or resolving procurement problems.

· Coordinates the annual inventory of personal property.

· Prepares budget proposals and justifications, and prepares and submits an Operations Summary and other reports as required.  

· Coordinates invoice payment procedures with the Accounting Departments to improve methods, flow of paperwork, and other pertinent policies.

· Performs the full range of supervisory duties which include assigning duties and responsibilities, resolving complaints, appraising performance, selecting, training, rewarding and disciplining employees, and providing advice and assistance as needed.

· Manages the County's fleet rental pool and repair facility including required record keeping for a fleet of approximately 400 vehicles.

· Performs other related duties as required.

SKILLS, KNOWLEDGE AND ABILITIES
· Thorough knowledge of modern procurement principles and practices, state purchasing and contract codes and methods employed in the preparation and analysis of specifications, bids, contracts, contract negotiations and the performance of related procurement functions.

· Thorough knowledge of sources and availability of supplies and services, market conditions and trends, transportation modes/rates, prices, and cost rates (i.e., labor rates, overhead, discounts, deliveries, etc.).

· Considerable knowledge of State and County codes, ordinances and regulations concerning procurement of supplies and services.

· Knowledge of general business functions such as office management, budgeting and accounting principles, marketing, transportation and finance.

· Ability to plan, organize, assign, coordinate, supervise and appraise the work of subordinates.  

· Ability to express ideas and convey information effectively, orally and in writing.

· Ability to establish and maintain a cooperative and effective working relationship with all levels of County management, business contacts and the general public.

· Ability to quickly and effectively analyze procurement and contract problems and to independently apply sound management techniques and methods in their solution.

· Ability to work efficiently under pressure.

· Ability to develop and write bid specifications and formats in conformance with existing guidelines and regulations.

RECRUITING REQUIREMENTS
Graduation from a four-year college or university with major coursework in the business administration, economics or public administration field or closely related field and three or more years of experience directly related to the duties of the position.  Additional education or experience may substitute for the recruiting requirements.  A minimum of three years recent experience as a Purchasing Agent for a large county or city in Washington State is preferred.
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