SAN BERNARDINO COMMUNITY COLLEGE DISTRICT
Book Buyer (Continued)

San Bernardino Community College District

Book Buyer
Class specifications are intended to present a descriptive list of the range of duties performed by employees in the class. Specifications are not intended to reflect all duties performed within the job; however, any additional duties will be reasonably related to this class.

Summary Description

Under general supervision, orders textbooks, general books, and related materials; prepares and processes purchase orders and invoices; assists customers by providing a variety of information concerning bookstore supplies and services; Confers with faculty to determine necessary supply of textbooks and supplies; prepares and maintains records, files, and reports; and provides work direction to assigned personnel.
representative Duties

The following duties are typical for this classification.

1. Performs varied and responsible duties in purchasing textbooks and related items for sale in the College Bookstore; assures appropriate guidelines and policies are met and bookstore buying activities are appropriate and within budgetary limitations.

2. Confers with faculty to determine necessary supply of textbooks and supplies to meet classroom requirements; reviews, edits, and inputs data from requisitions; places orders through bookstore computerized system; provides adequate information about products and scheduled delivery dates; resolves problems in a timely manner; maintains stock of necessary items.
3. Communicates with vendors and publishers for information concerning damages, edition revisions, out-of-print, out-of-stock, and status of books as well as to resolve shipping, receiving, and special order deadlines, questions, concerns, or problems.

4. Assumes responsibility for the set-up of Bookstore for opening of semester; determines arrangement of textbooks, cost of books, and prepares stock for sale; prints shelf tags as necessary.

5. Performs clerical tasks including entering into computerized system purchase orders and invoices for payment according to established procedures.
6. Coordinates and monitors the process of textbook and general book returns. 

7. Assumes responsibility for the book buy back program; establishes buy-back decisions and reports to purchase and process used books for students.
8. Operates cash register and makes change; charges purchases for students on credit programs; makes refunds and adjustments as necessary.
9. Assists customers by providing information on the telephone or in person.

10. Assists in annual inventory process.
11. Operates a variety of office equipment including word processors, computer terminal, typewriter, fax, calculator and photocopier.

12. Meets with and discusses problems and needs with publishers and supplier representatives.

13. Maintains a variety of records and reports.

14. Oversees student and short term employees as assigned; trains and provides work direction to assigned staff.
15. Performs related duties as required.

QUALIFICATIONS

The following generally describes the knowledge and ability required to enter the job and/or be learned within a short period of time in order to successfully perform the assigned duties.

Knowledge of:
Operations, services, and activities of a comprehensive bookstore purchasing program.

Principles, practices, methods, and techniques used in purchasing.

Ordering textbooks using a Textbook Management Computerized Ordering System.

Current textbooks and general books. 

Appropriate publishers and suppliers and merchandising procedures. 

Methods and practices used in purchasing retail merchandise for sale. 

Purchase orders, invoices, debit memos and shipping procedures. 

Procedures of bookstore sales transactions.

Office procedures, methods, and equipment including computers and applicable software applications.

Principles and techniques of research.

Principles, practices, and procedures of inventory and quality control.

Principles and procedures of financial record keeping and filing.

Mathematical principles.

English usage, spelling, grammar, and punctuation.

Oral and written communications skills. 

Interpersonal skills using tact, patience and courtesy. 

Telephone techniques and etiquette.

Ability to:

Effectively purchase a variety of textbooks and general books.

Maintain adequate supply of textbooks and/or other bookstore merchandise. 

Learn laws, rules, and regulations affecting purchasing operations.

Operate a calculator, cash register, typewriter, photocopier and pricing machines. 

Operate office equipment including computers and supporting software applications.

Make rapid and accurate computations in connection with ordering and price-setting of retail merchandise. 

Resolve publisher/shipping problems.

Maintain inventory and purchasing records.

Make arithmetic calculations quickly and accurately. 

Understand and follow oral and written directions. 

Type or enter data at a speed necessary for successful job performance.

Work independently with little direction. 

Analyze situations accurately and adopt an effective course of action.

Plan and organize work to meet changing priorities and deadlines.

Meet schedules and time lines. 

Train and provide work direction to others.

Maintain accurate records and prepare reports. 

Communicate clearly and concisely, both orally and in writing.

Establish and maintain effective working relationships with those contacted in the course of work.

Education and Experience Guidelines - Any combination of education and experience that would likely provide the required knowledge and abilities is qualifying. A typical way to obtain the knowledge and abilities would be:

Education/Training:
Equivalent to the completion of the twelfth grade supplemented by specialized training in business, computer training, or a related field.
Experience:
Two years of experience in general retail sales, including the ordering of textbooks as well as general books.
physical demands and WORKING ENVIRONMENT

The conditions herein are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential job functions.

Environment: Work is performed primarily in a bookstore setting with frequent interruptions and distractions; extended periods of time viewing computer monitor; possible exposure to dissatisfied individuals; work at heights on ladders.
Physical: Primary functions require sufficient physical ability and mobility to work in a bookstore setting; to stand or sit for prolonged periods of time; to occasionally stoop, bend, kneel, crouch, reach, and twist; to climb step stools or ladders to retrieve merchandise; to lift, carry, push, and/or pull light to moderate amounts of weight; to operate office equipment requiring repetitive hand movement and fine coordination including use of a computer keyboard; and to verbally communicate to exchange information.
Vision: See in the normal visual range with or without correction; vision sufficient to read computer screens and printed documents; and to operate assigned equipment.

Hearing: Hear in the normal audio range with or without correction.
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