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POSITION
DESCRIPTION

AGENCY/DEPT ID
DAS/DAS106135

DIVISION OR INSTITUTION
General Services Division

UNIT OR OFFICE
State Purchasing

COUNTY OF EMPLOYMENT
Franklin

5 XIReclassification [ INew Position [ 1 Update Position Hyperlinkedtc [

§ - Agency Organizational Tree

E e USUAL WORKING TITLE OF POSITION POSITION NO. AND TITITE OF FMMEDIATE SUPERVFSOR
5 Cost-Per-Copy Manager 20005651 State Purchasing Contracts Administrator

© 2§ X Permanent | [X] Classified Overtime: [ ] Eligible Exempt Bargaining Unit 22
% S ¥ [] Temporary | [ ] Unclassified

© [ 1 Intermittent | [ ] Essential If FLSA Exempt, exemption type: Page 1 of 2

. Administrative

NORMAL WORKING HOURS (Explain unusual or rotating shift);

JOB CODE TITLE
State Purchasing Procurement Manager

involved in establishment of contracts for procurement of supplies &
services for office equipment (e.g. copiers, multi-functional print de-
vices, office equipment, furniture & paper): plans, frains, manages &
implements policies established for CPC program; handles customer
inquiries related to copiers under CPC program; reviews & approves all
Requests-to-Purchase for copiers & multi-functional print devices &
assists customer agencies in completing Memorandum of Understand-
ing (MOU); collects & analyzes data regarding copiers & multi-
functional print devices & recommends most cost-efficient method to
make purchase (e.g. purchase, lease, rental, CPC); reviews specifica-
tions to ensure that such reflect needs of agency & reflect current tech-
nology; develops evaluation criteria for use in bidding documents; re-
sponds to agency complaints regarding supplies & services purchased
from term contracts & work with respective suppliers to resolve com-
pliance issues.

FROM: 8:00 a.m. TO. 500 p.m. Report in location subject to change.
' JOB DESCRIPTION AND WORKER CHARACTERISTICS
% Job Duties in Order of impaortance Knowtedge, Skills & Abilities
60 | Manages Statewide Cost-per-Copy Program & supervises assigned staff | Knowledge of (1) Department of Adminis~

procurement; {5) value & stat
management; (8) supervision.

Skill in (9) operation of perso

Ability to (10} conduct resear

ports; (15) define problems, ¢
establish facts & draw valid ¢

ronment.

trative Services state purchasing policies &
procedures & Ohic laws & rules pertaining
to procurement®; (2) business administra-

tion; (3) public relations; (4) purchasing &

(6) data collection & analysis; (7) program

& associated hardware/software (e.g., MS
Word, Excel, Access, PowerPoint, Qutlook).

& email; (11) communicate effectively with
agencies & public {e.z., telephone, email,
correspondence, public speaking); (12) read
& interpret contracts or similar types of
docaments; (13) coliect & analyze data; (14)
prepare & maintain accurate records & re-

(16) create & maintain congenial work envi-

*developed afier employment.

istical analysis;

nal computer

ch via internet

ollect data,
onclusions;

20076236 College Intern
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% o | List Position Numbers & Job Titles of Positions Directly Supervised: SIGNATURE OF AGENCY REPRESENTATIVE DATE
Uoen
% % ] 20005654 State Purchasing Procurement Support Analyst
= % | 20005669 State Purchasing Standards Analyst 7/{} '3 / 4 ?
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USUAL WORKING TITLE OF POSITION
Cost-Per-Copy Manager

POSITION NO. AND TITLE OF IMMEDIATE SUPERVISOR
200056851 State Purchasing Centracts Administrator

POSITION NUMBER
20005573

X Permanent | [{ Classified Overtime: [[ Eligible Exempt
[] Temporary | [] Unclassified

Bargaining Unit 22

JOB CODE TITLE
State Purchasing Proeurement Manager

unit goals & objectives: prepares & analyzes reporis on purchase activity
associated with CPC program & ferm confracts for copiers & multi-
functional print devices for upper management; prepares &/or revises
policies & procedures, manuals, directives & general guidance related to
CPC program; conducts customer/supplier visitations; gives public presen-
tations on CPC program & provides current information relative to sup-
plies & services contained in term contracts; performs other duties as as-
signed.

Training & Development Required to Remain in Class After Employment:
Maust obtain certified public purchasing officer (CPPO) certification or

equivalent within four (4) years of initial date of hire into position or
within two (2) years of eligibility, whichever comes first. CPPO certifica-
tion must be maintained through recertification every five (5) years as
required by the Universal Public Purchasing Certification Council. Failure
to obtain or maintain certification is cause for removal. Upon receipt of
certification, authorized to sign contracts, bid/RFP addenda & contract
amendments as delegated by Director of Administrative Services.

Will require travel. May require overnight stay.

[] Intermittent | [] Essential If FLSA Exempt, exemption type: Page 2 of 2
Administrative
NORMAL WORKING HOURS (Explain unusual or rofating shift):
FROM: 8:00 a.m. TO: 500 p.m. Report in focation subject to change,
JOB DESCRIPTION AND WORKER CHARACTERISTICS
% Job Duties in Order of Importance ‘ Knowledge, Skills & Abilities
40 Analyzes statewide usage & effectiveness of CPC Program & develops Knowledge of 1#,2,3,4,5,6,7

Skillin 9

Ability to 11, 13, 14, 15, (17} speak in
front of various audiences.

*developed after employment.

JOB CODE
64536

List Position Numbers & Job Titles of Positions Directly Supenvised:

20005654 State Purchasing Procurement Support Analyst
20005669 State Purchasing Standards Analyst
20076236 College Intern
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