WESTMINSTER SCHOOL DISTRICT CLASSIFICATION STATEMEN

TITLE: BUYER

BASIC FUNCTION:

Under the direction of the Business Services Sugary consults with school officials, interviews ndwor
representatives, and makes purchasing decisiomsnwalithorized limits on a variety of supplies, ipgquent,
materials and services; and prepares specializeth@se-related reports; maintains technical re¢ditds and lists
regarding the quality, price and availability arits purchased by the District.

ESSENTIAL DUTIES:

Performs a variety of complex and specialized dutgdated to the purchase, transport and delivesupplies,
equipment, services and materials for the District.

Communicates with school sites, vendors, suppdirdssales representatives regarding the source, puailability
and delivery of goods and services.

Confers with District personnel and administratorslarify product specifications, obtain additibmgiormation or
suggest appropriate product substitution.

Analyzes and compares prices, quality, specifioatand delivery dates to determine the best antlaosiseffective
sources of supply.

Reviews inventory of stock items and prepareseadlatports to ensure that level is consistent ustge.

Places purchase orders with vendors; checkingdisect description, price, and timely deliverysuss purchase
order numbers.

Prepares and maintains a variety of technical d=s;diles and computerized lists related to Distpierchasing
activities.

Contacts vendors and suppliers as needed to falfpwn deliveries and obtains bid quotations onptiene, in
writing or in person.

OTHER REPRESENTATIVE DUTIES:
Researches and evaluates new products and selmivestigates and develops new sources of supply.

Receives, verifies and resolves complaints frontri@ipersonnel regarding products purchased; mgistvendor
and product performance files.

Performs follow-up duties relative to late deliesi shipment errors, as well as damaged or dedegtiods.
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Serves as a resource for schools and departmetfits application of computerized inventory and paging system.
Participates in the annual inventory of warehotiseks
May receive goods in the warehouse.

Performs specialized purchasing duties relatedntcassigned area of responsibility, such as warehaus
maintenance.

Perform other related duties as required or asdigne

ORGANIZATIONAL RELATIONSHIPS:

Supervision: Positions in this cifisation report to and take direction from the Bigss Services
Supervisor.
Internal Contacts: Frequent contact with school Ristrict personnel at all levels.
External Contacts: Continuing contact with vendoms)tractors, sales people, and other personriluic
agencies.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

Laws, codes, regulations and policies related hoalcdistrict purchasing functions.

Modern purchasing procedures and techniques ingatvebtaining and processing both formal and imi@lrbids.
Standard American English usage, grammar, spelfing¢tuation and vocabulary.

Preparation and interpretation of product spedifices.

Current sources of marketing and manufacturing.data

Basic financial accounting, record-keeping anadltechniques.

Appropriate terminology and vocabulary of the assiydepartment.

Operation of a computer workstation.
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Oral and written communication skills.

Telephone techniques and etiquette.

Interpersonal skills, using tact, patience and tesyr

District organization, operations, policies andeatijes.

Research techniques.

ABILITYTO:

Work with school site personnel.

Purchase items via Internet purchasing.

Purchase a wide variety of supplies, materialsjces and equipment utilized by a school district.
Compare and analyze pricing, availability, prodspecifications and quality.
Determine appropriate vendors or suppliers basembsneffectiveness to the District.
Communicate and negotiate with vendors and sugpbierperly and effectively.

Prepare and process formal and informal bid doctsnen accordance with appropriate laws, policiesl a
procedures.

Prepare and maintain technical records, files,lend reports related to purchasing and bid cctistra
Make arithmetic calculations quickly and accurately

Operate a variety of office equipment such as &wyjter, computer workstation, calculator and deggiing
machines.

Communicate effectively both orally and in writing.

Read, interpret, apply and explain rules, regutatigolicies and procedures.
Establish and maintain cooperative and effectiveking relationships with others.
Analyze situations accurately and to adopt effectiourses of action.

Meet schedules and timelines.

Type accurately at an appropriate rate of speed.
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EDUCATION AND EXPERIENCE:

Education: Any combination equivalent to: two ngeaf college-level training at a recognized cadlewith
specialized course work in business, governmentahasing or related field. Experience: At legsee years of
purchasing or purchasing-related experience, @bfgrin a school district; some accounts payableeggnce
desirable. Additional experience over and aboeetbted herein may be substituted for college-lea@ling on a
year-for year basis.

LICENSESAND OTHER REQUIREMENTS:

Possession and maintenance of a valid CalifornigeDs License, Insurability by the District’s, a®ll as a
dependable mode of personal motorized transpantatio

PHYSICAL DEMANDS:

While performing the duties of this job, the emm@eys regularly required to use hands to fingerdheg or feel. The
employee frequently is required to sit, reach widmds and arms, and talk or hear. The employeecesionally
required to stand, walk, and climb or balance, st&aeel or crouch. The employee must occasiofiifilgnd/or

move up to 40 pounds. Specific vision abilitieguieed by this job include close vision, color wisj peripheral
vision, depth perception, and ability to adjustiec
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