GATEWAY UNIFIED SCHOOL DISTRICT

JOB DESCRIPTION: BUYER/DELIVERY
RANGE 13

DEFINITION

Under supervision of the Director of Business, assists in the procurement and purchase of goods,
materials, supplies and equipment in assigned commodity areas; performs responsible and
technical clerical functions pertaining to buying; drives a delivery vehicle in the pick-up and
delivery of intra-district and United State mail, supplies and materials, food service supplies, and
audio-visual equipment, and performs other related work as required.

ESSENTIAL FUNCTIONS

*Performs a variety of purchasing functions pertaining to the purchase of goods, supplies and
equipment.

*Prepares purchase orders for input into a data management, storage and retrieval system.

*May contact vendors and manufacturers representatives, and update goods, supplies and
equipment files and catalogs.

*Assists in the preparation of bid specifications from draft materials.

*May contact vendors and invite quotations and bids.

*Assists in the preparation and maintenance of standard buying and supply lists.

*Prepares or assists in the preparation of reports pertaining to district buying activity.

*Loads and unloads a delivery vehicle with a variety of supplies, materials, equipment and mail.
*Operates a delivery vehicle for picking up and delivering school/food supplies, mail, and
intra-school/district communications.

*Recommends awarding of contracts or placing of purchase orders.

*Conducts inquiries, interviews vendors and analyzes prices and market trends to establish and
maintain the best sources of supply.

*Collects and delivers all mail and intra-school/district communications.

*Performs other related duties as assigned.

QUALIFICATIONS

Knowledge of:

*Methods, procedures and techniques used in public purchasing;

*Standard purchasing terminology, specification development and bidding procedures;
*Simple record management procedures;

*Vehicle service and maintenance requirements;

*Safe working and vehicle operational practices;

*Types of materials, supplies and equipment commonly used by a school district.

Ability to:

*Learn and apply laws, rules and regulations and District policy pertaining to the purchasing
functions;

*Make arithmetical calculations with speed and accuracy;

*Communicate effectively in oral and written form;
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QUALIFICATIONS - (cont.)

Ability to:

*Effectively operate a delivery vehicle;

*Perform moderately heavy manual tasks;

*Understand and carry out oral and written directions;
*Establish and maintain cooperative working relationships;
*Learn and use a Computer.

PHYSICAL DEMANDS
The physical requirements indicated below are examples of the physical aspects that this position
classification must perform in carrying out essential job functions.

*Persons performing service in this position classification will exert 50 to 75 pounds of
force frequently to lift, carry, push, pull, or otherwise move objects.

*This type of work will involve walking or standing for extended periods.

*Perceiving the nature of sound, near and far vision, depth perception, providing oral
information, the manual dexterity to operate business related equipment, and handle and
work with various materials and objects are important aspects of this job.

*Exposure to hot, cold, wet, humid, or windy conditions caused by weather may
occasionally be experienced.

Reasonable accommodation may be made to enable a person with a disability to perform the
essential functions of the job.

EXPERIENCE AND EDUCATION
Any combination of experience and training that would provide the required knowledge and skills.
A typical way to obtain the required knowledge and skills would be:

Experience:
Involving the buying activities of a public or educational agency.

Education:

*Equivalent to the completion of the twelfth grade, including or supplemented by a degree
or training and coursework in purchasing or a closely related field.

LICENSE REQUIREMENT
*Possession of a valid California Motor Vehicle Operator’s License.
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