
 SALEM-KEIZER PUBLIC SCHOOLS JOB DESCRIPTION 
 
 
 
 
 7/09 PURCHASING EXPEDITER 2.7.1 
 
 Effective Date Job Title Index 
 
 
PURPOSE 
 
To improve student achievement by performing a variety of duties that are necessary to 
expedite delivery of open orders to District schools and departments; and to provide 
technical assistance to buying personnel.  
 
SUPERVISION RECEIVED AND EXERCISED 
 
Receives general supervision from an assigned supervisor.  Work is performed independently 
without close or regular supervision.  Methods of performing tasks are the responsibility of the 
employee and are to be performed within the established policies or as prescribed by rules and 
regulations.  Work is reviewed only periodically to assure compliance to standards and 
measured results. 
 
EXAMPLES OF DUTIES - May include, but are not limited to, the following: 
 
Obtaining current prices and delivery time of purchases; placing orders on selected 
requisitions including both standard and non-standard supplies and equipment, as 
instructed by buying staff.  
 
Assisting at bid openings by performing such duties as recording bids and assembling 
bid spread sheet.  
 
Compiling data for Board reports, including searching out prior year's purchase of like 
items for cost comparison.  
 
Compiling statistical reports; performing cost and price analysis.  
 
Following up on open orders including contacting vendors by phone or composing 
correspondence to expedite delivery of open purchase orders.  
 
Updating and maintaining on-line vendor file and other source documents related to 
purchasing activities.  
 
Issuing freight distribution instructions as directed.  
 
Researching and resolving problems involving exchanges of defective merchandise or 
merchandise shipped in error, freight claims, and invoices not conforming to purchase 
orders.  
 
Typing requests for quotes, bids, purchase orders, and other documents. 
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Salem-Keizer Public Schools 
Purchasing Expediter (Continued) 

 
Responding to phone requests for information from schools, departments and the public.  
 
Maintaining regular and consistent attendance and punctuality.   
 
Performing related duties consistent with job description and assignment. 
 
MINIMUM QUALIFICATIONS 
 
Knowledge of: 
Methods and procedures of purchasing.  
 
Pertinent state purchasing laws and rules.  Principles and practices of domestic freight 
distribution.  Practices of accounting as applied in procurement activities.  
 
Modern office procedures, practices and computer equipment.  
 
Ability to: 
Understand and resolve complex problems relating to purchasing, receiving, and 
payment for a variety of goods and services.  
 
Work under the stress of constant interruptions, to vary jobs and activities to 
accommodate immediate requests, and to maintain professional demeanor in handling 
difficult situations and people.  
 
Organize, coordinate and monitor procurement and distribution activities.  
 
Collect and compile statistical and cost information.  
 
Prepare accurate and legally sound bids.  
 
Analyze documents for accurate and conflicting information.  
 
Establish and maintain effective working relationships with those contacted in the course 
of work.  
 
Communicate clearly and concisely, both orally and in writing.  
 
Experience and Training: 
Any combination of experience and training that would provide the required knowledge 
and abilities is appropriate.  A representative way to obtain the required knowledge and 
abilities would be: 
 
Experience: 
Two years of responsible experience involving purchasing transactions in a large and   
computerized work setting.  
 
Training: 
Equivalent to the completion of the twelfth grade. Additional specialized training in 
accounting, business or a related field is desirable.  
 
Work Environment 
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Salem-Keizer Public Schools 
Purchasing Expediter (Continued) 

Climate controlled office settings with temperatures ranging from mild to moderate cold 
heat. Exposure noise levels from moderate to loud and occasional to frequent time 
periods. 
 
Physical Requirements 
Frequent reaching, handling, fingering, talking and hearing.  Mobility to work in a typical 
office setting and use standard office equipment, stamina to remain seated and maintain 
concentration for an extended period.  Hearing and speech to communicate in person or 
over the telephone.  Vision:  Frequent near acuity; occasional far acuity.  Vision to read 
printed materials, computer screens and/or other monitoring devices. 
 
Strength:   Sedentary/Medium – Exert force to 10-25 lbs. frequently, and up to 10 lbs. 
constantly or a negligible amount of force frequently to lift, carry, push, pull or move 
objects.  Some bending, lifting, standing, twisting, walking and kneeling. Occasional 
lifting of heavy boxes. 
 
Salem-Keizer School District is an equal opportunity employer. 
 
Position:   Purchasing Expediter  
 
I am willing and able to perform the duties of this job: 
 
Signature:       Date:    
 
Print Name :         
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