POSITION

DESCRIPTION

AGENCY/DEPT ID
DAS/DAS106135

DIVISION OR INSTITUTION
General Services Division

UNIT OR OFFICE
Procurement Services

COUNTY OF EMPLOYMENT
Franklin
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USUAL WORKING TITLE OF POSITION

POSITION NO. AND TITLE OF IMMEDIATE SUPERVISOR
20005573 State Purchasing Procurement Manager
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FROM:.  8:00am. TO: 5:00p.m.

NORMAL WORKING HOURS (Explain unusual or rotating shift):

{(intermiitent)

Report in location subject to change.

JOB DESCRIPTION AND WORKER CHARACTERISTICS

%

Job Duties in Order of Imporiance

Knowledge, Skills & Abilities

45

Access) in order to record & track a

manager.

JOB CODE TITLE
State Purchasing Specialist

35
assessments, data input, cost analysi

20

individuals & groups as needed.

pliance (e.g., quality & delivery requirements, conformance to contract
specifications, pricing): receives & logs copier & printer Request for Ap-
proval forms received from state agencies, boards & commissions, & po-
litical sub-divisions regarding new prinfer & /or copier purchases, leases,
& lease to own equipment; maintains an electronic file {(e.g., Excel,

documents & response to Request for Approvals; prepares written reports
regarding Request for Approvals for distribution to management; coordi-
nates & documents initial needs requirement of state agency, boards &

commissions, & political sub-divisions, with assistance of analyst or unit

Provides support to Print Management Program: assists with en-site print

tions; performs other duties as assigned (e.g., assists with special projects,
conducts research, prepares special reports).

Conducts training & performs public relations; routinely visits customers
to solicit information in order to improve overall customer service & satis-
faction; provides training & education to state agencies on all aspects of
procurement process {e.g., proper methods to receive goods & services,
inventory control, preparation of specifications); conducts training for

Analyzes purchasing contracts in order to evaluate vendor & agency com-

11 Request for Approvals, supportive

s, device mapping, & answers ques-

Knowledge of (1) purchasing/procure-
ment; (2} agency/unit purchasing policies
& procedures & applicable laws & rules
(e.g., Ohio Revised Code & Ohio Admin-
istrative Code)*; (3) public relations; (4)
customer service fechniques & practices.
Skill in (5) operation of personal comput-
er & associated software (e.g., MS Word,
Excel, including simple formuias,
Access); (6) use of database & Internet to
extract information.

Ability to (7) define problems, collect
data, establish facts & draw valid conclu-
sions; (8) gather, collate & classify in-
formation according to established me-
thod; (9) calculate fractions, decimals &
percentages; (10) write routine corres-
pondence & reports following standard
procedures; (11) carry out detailed written
or oral instructions; (12) comprehend &
record figures accurately; (13) maintain
accurate records; (14) apply principles to
solve practical, everyday problems.

Knowledge of 1, 2%, 3,4
Skillin 3, 6
Ability 10 7, 8, 11, 14

Knowledge of I, 2%, 3, 4, (15) inventory
control; (16) employee training & devel-
opment,

Skillin 5,6

Ability to 7, 8,9, 10, 11, 12, 13, 14.

* developed after employment.
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