SAN BERNARDINO COMMUNITY COLLEGE DISTRICT
Purchasing Technician (Continued)

San Bernardino Community College District

Purchasing technician
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, performs a variety of technical, specialized clerical duties involved in the purchasing of materials, supplies, equipment, and services as necessary for the San Bernardino Community College District; ensures compliance with established policies, procedures, and guidelines; disseminates information regarding District purchase requisitions, orders, and returns; and maintains a variety of files and records; provides technical support and training to new users of the purchasing system.
representative Duties

The following duties are typical for this classification.

1. Receives requisitions and checks for completeness of data and for proper authorizations; performs audit tests, verifies budget, and recommends corrective action when necessary.

2. Enters purchase orders in data entry system; mails copies to vendors and distributes supporting documents to involved departments.

3. Processes purchase order change notice requests from departments as necessary.

4. Issues and prints purchase orders and purchase order change notices after final authorization and prepares for management signature.

5. Provides support to managers, departments, employees and vendors regarding the purchasing function and the purchasing computer application; provides information within the area of assignment; resolves complaints in an efficient and timely manner.

6. Maintains a variety of files and logs including master file and log of purchase orders issued; files requisitions and purchase orders.

7. As assigned, procures supplies and equipment from selected vendors; obtains federal taxpayer identification number documentation from vendors.

8. Assists in the preparation of bid documents for mailing and compiling of bids.

9. Assists campus personnel with inquiries relating to orders and shipments of goods; follows-up with vendors regarding incomplete and delayed orders; coordinates returns of goods and equipment with departments, warehouse, and vendors as necessary.

10. Maintains vendor master database and new vendor log.

11. Trains District personnel on purchasing computer system and communicates with support staff and outside agencies to resolve system issues.

12. Authorizes emergency purchase orders when appropriate.

13. Receives, handles or routes, calls from vendors, salespersons, county offices, staff, and the general public.

14. Assists in maintaining and updating the District’s fixed asset inventory.
15. Assists warehouse staff in a variety of duties including receiving shipments and organizing site deliveries as necessary.

16. 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:
Methods, practices, and techniques used in purchasing and warehousing.

District organization, operations, policies, and objectives, and applicable laws.

Principles and procedures of record keeping and filing. 

Correct English usage, grammar, spelling, punctuation and vocabulary.

Basic mathematical principles.

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

Interpersonal skills using tact, patience and courtesy.

Oral and written communications skills. 

Ability to:

Perform a variety of clerical purchasing duties relative to assigned area of responsibility.

Learn the district organization, operations, policies and objectives and applicable laws.

Learn the operations, procedures and specific rules of the Purchasing Office. 

Perform clerical work in support of the Director and purchasing staff. 

Operate office equipment including computers and supporting software applications.

Make arithmetic calculations quickly and accurately. 

Operate various office machines such as calculator and typewriter.

Meet schedules and time lines. 

Type accurately from clear copy. 

Maintain records and logs. 

Perform clerical and financial recordkeeping tasks without close supervision.

Understand and follow oral and written instructions.

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.
Experience:
Three years of experience performing a combination of purchasing and financial recordkeeping duties. 
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 standard office setting with frequent interruptions and distractions; extended periods of time viewing computer monitor; possible exposure to dissatisfied individuals.
Physical: Primary functions require sufficient physical ability and mobility to work in an office setting; to stand or sit for prolonged periods of time; to occasionally stoop, bend, kneel, crouch, reach, and twist; 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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