JOB DESCRIPTION

JOB TITLE: 


Director - Purchasing/Contracts 
REPORTS TO:  


Executive Director – Supply Chain Services









WAGE/HOUR STATUS:  
Exempt


UPDATED:  5/2010
PAY GRADE:


4

 

PRIMARY PURPOSE
Directs, coordinates, administers and manages personnel in the sourcing, bidding, contract development, negotiation and award of products and services, including vendor management, issuance of purchase orders and intra-department relations.

QUALIFICATIONS

Education/Certification:

Required: 
Bachelor’s Degree in business, Supply Chain Management or related field.
Preferred:
Advanced degree in business, computer science, public administration, law or other related field.

Preferred: 
Professional Supply Chain Certification, i.e.- ISM, TASBO, NIGP, etc.
Special Knowledge/Skills:

Ability to lead a team and adjust work assignments
Skilled in MS Office products
Familiarity with procurement/sourcing-based software applications, i.e.- SAP, Ariba, IonWave, Bi-Tech
Skilled at multitasking
Strong communication skills

Ability to work well under pressure

Achievement oriented, decisive, team and customer oriented, analytical, strong communicator and innovative

Experience:

Required:
Five years experience in general business, with at least three years at an advanced buying/contracting level

Preferred:
Three years supervisory or management experience in a customer service function.
Preferred:
Public school district, governmental or equivalent experience in the above capacity.


MAJOR RESPONSIBILITIES AND DUTIES

1. Purchase Order approval authority up to $50,000

2. Manages contract start-up functions involving all levels of department management

3. Utilizes strategic sourcing methodologies in driving value creation for the District 

4. Participates in product standardization process, involving department managers to determine their needs

5. Collaborates with vendor community to assess emerging opportunities

6. Evaluates all contract relationships, including Co-ops, to identify realized savings

7. Review and manage supplier performance requirements as established in contracts

8. Lead contract negotiations and supplier selection for assigned products and services

9. Monitor supply markets and conduct market intelligence

10. Ensure current and continued compliance with all regulatory requirements, policies and procedures both internally and externally to the District

11. Oversees purchases for printing equipment for schools and departments.

12. Manages District Copy Center contract.

13. Meets regularly with company representatives to discuss needs and resolve problems.

14. Monitors purchase order processing operations and assures compliance with procedures.

15. Monitors and approves timesheets for paraprofessional staff on a weekly basis.

16. Determines storage requirements and standards for storage of the District’s permanent and short term records.
17. Monitors staff to ensure District policies and procedures are followed.

18. Participates in the selection, motivation and evaluation of staff
19. Performs other duties as assigned by the Executive Director of Supply Chain Services.

WORKING CONDITIONS

Maintain emotional control under stress.  

Office Environment.  Moderate standing, stooping, bending, and lifting.


The foregoing statements describe the general purpose and responsibilities assigned to this job and are not an exhaustive list of all responsibilities that may be assigned or skills that may be required.

SPRING Independent School District

Position Available

Position:

Director - Purchasing/Contracts 

Description:


Reporting to the Executive Director, Supply Chain Services, the Director, Purchasing/Contracts Directs, coordinates, administers and manages personnel in the sourcing, bidding, contract development, negotiation and award of products and services, including vendor management, issuance of purchase orders and intra-department relations.

Salary:
Pay Grade:  4    Minimum
    Midpoint
        Maximum


Exempt
       $57,222
    $71,527          $85,833


Qualifications:


Bachelor’s Degree in business, Supply Chain Management or related field.

Advanced degree in business, public administration, law or other related field. (Preferred)

Professional Supply Chain Certification, i.e.- ISM, TASBO, NIGP, etc. (Preferred)

Ability to lead a team and adjust work assignments

Skilled in MS Office products

Familiarity with procurement/sourcing-based software applications, i.e.- SAP, Ariba, IonWave, Bi-Tech

Skilled at multitasking

Strong communication skills

Ability to work well under pressure

Achievement oriented, decisive, team and customer oriented, analytical, strong communicator and innovative

Deadline:

Until Filled




FOR MORE INFORMATION CONTACT:




Phillip Ellison, C.P.M., (281) 891-6470


Please submit letter of interest, resume, application and proof of certification to:

	
	Human Resources, Spring Independent School District

16717 Ella Blvd. *  Houston, Texas 77090 * 281-891-6040 * FAX 281-891-6044


	


