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1. Primary Function:  Plans, organizes, directs, and evaluates activities and services 

associated with the district purchasing program, assuring the proper supplying of the 
central stores program, general receiving, delivery, surplus property programs, and the 
sales of purchasing services externally to schools, districts and other governmental 
entities across several counties. 

 
2. Responsibilities: 
 2.01 Plans and directs the activities of the purchasing department and the central stores 

programs, including development of goals and objectives, to ensure that 
appropriate inventory of school, office, custodial, maintenance and other goods 
and supplies, which are routinely used by all schools and departments, is 
maintained efficiently and effectively and to ensure that appropriate materials, 
equipment and services are procured for use by all schools and departments, in an 
efficient and cost-effective manner and in accordance with federal, state and 
district public contracting laws, rules, and policies and procedures.  

 2.02 Plans and directs sales activities of the products and services of the purchasing 
program to other districts or governmental units in accordance with district goals 
and objectives, and the activities of the general receiving program, including timely 
and correct receipt and disbursement of goods and supplies from vendors to 
schools and departments, in accordance with district purchasing and fiscal policies 
and rules. 

 2.03 Develops and monitors manual and electronic processes, procedures, and controls 
for handling purchasing transactions, and all receiving, warehousing sales, and 
delivery transactions for central stores. 

  2.04 Assigns, directs, and reviews the work of purchasing department, and central 
stores staff, including beginning and advanced journey levels of the buyer series 
and support positions, and ensures that inventory and general receiving functions 
are in conformance with sound business management practices and the fiscal 
policies and rules of the district. 

 2.05 Plans and directs the activities and movement of personnel and equipment to 
maintain a district-wide delivery system that ensures a scheduled flow of goods 
and materials to all locations in a timely, safety-conscious, and responsible 
manner. 

 2.06 Responds to calls from all schools and departments for planned, unplanned, and 
emergency assistance with purchasing and central stores issues. 

 2.07 Directs the periodic review and revision of district code, policy, and procedures 
regarding purchasing and central stores activities as needed for organizational 
efficiency and as required by changes in state law and administrative rules.  

 2.08 Interprets and applies federal, state, and local laws and regulations and district 
rules, policies, procedures, and regulations pertaining to purchasing and central 
stores. 

 2.09 Serves as an expert resource person to other employees, vendors, other districts 
or government agencies, and the general public on issues involving areas of 
assigned responsibility. 
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2.10 Conducts studies, complies data, performs research, evaluates, and initiates 
actions to be taken pertaining to administrative goals and objectives in assigned 
area of responsibility. 

2.11 Plans and directs sales of central stores and surplus property to other districts or 
governmental units in accordance with district goals and objectives. 

2.12 Directs the gathering, packing, removal and disposition of all district surplus 
property to help achieve effective space management and safety controls in 
schools and departments and the best possible cost savings/revenue in the 
removal and disposition process. 

 
3. Major Planning Requirements: 
 3.01 Three-year planning requirements include: 
  3.01.01 Organization and evaluation of equipment, products, and services for 

multi-year contracts. 
  
 3.02 Yearly planning requirements include: 
  3.02.01 Coordinating a 12-month procurement calendar to manage 24J and 

auxiliary customers workload. 
  3.02.02 Organization of equipment and product shows to maintain knowledge of 

all product lines. 
  3.02.03 Researching various purchasing conferences and seminars to maintain 

a professional knowledge base. 
3.02.04 Budgeting. 
3.02.05 Upgrading department’s procurement, e-commerce web-site. 

 
 3.03 Quarterly planning requirements include: 
  3.03.01 Inventory procurement and amount of inventory turns associated with 

Central Stores. 
 3.04 Weekly/daily planning requirements include: 
  3.04.01 Organize workload and buying assignments for purchasing staff. 
  3.04.02 Maintaining a procurement, receiving, and payment match for all goods 

and services 
  3.04.03 Coordinating weekly staff meetings to maintain office productivity 
  3.04.04 Organize and coordinate workload for central stores staff. 
 
4. Key Relationships: 
 4.01 Director, Financial Services:  Reports to this position. 
 4.02 School and Department Administrators:  Confers with them to ensure proper 

understanding of their requirements and assists them in carrying out their work as 
relating to purchasing, and central stores departments, interpreting and explaining 
purchasing policies and procedures as needed. 

 4.03 Vendors and the General Public:  Establishes and maintains effective and 
cooperative working relationships, and serves as a resource person on issues 
involving Purchasing programs. 
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5. Minimum Qualifications:  Any combination of education, experience, and training that 

would provide the required knowledge and abilities.  A representative way to obtain the 
required knowledge and abilities would be:  Completion of the twelfth grade supplemented 
by course work in business or a related field.  Five years of progressively responsible 
purchasing experience in public contracting; including but not limited to the development, 
processing, awarding and administration of public procurement contracts in a setting 
involving large volume purchases of a wide variety of products and services.  Three years 
of supervisory experience. 

 
6. Term of Employment:  Twelve (12) months. 
 
7. Salary Level:  Grade 5 
 


