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JOB TITLE: Director of Purchasing   STATUS: Exempt 

 

REPORTS TO: Chief Financial Officer   TERMS: 230 days Non-Contract 

 

DEPARTMENT: Business Office    PAY GRADE: AB105 
 
 

PRIMARY PURPOSE: 

Direct, manage, and continuously improve the purchasing and contract activities and processes of the 

district. Ensure compliance with applicable federal, state, and local laws, regulations, policies, and 

procedures. Supervise daily activities of the purchasing department. 

 

QUALIFICATIONS: 

 

Education/Certification: 

Bachelor’s Degree from an accredited university in business or related field required, Master’s preferred 

TASBO or Certified Purchasing Manager (CPM) certification preferred 

 

Special Knowledge/Skills: 

Knowledge of principles, procedures, and legal requirements of school district purchasing and contracts, 

including federal, state and local competitive bidding statutes and purchasing procedures 

Understanding of principles, procedures and requirements of financial accounting 

Indicate effective interpersonal skills to interact with all levels of employees, staff members and public 

Initiative to provide information to staff in a way that maximizes productivity, efficiency and cost 

effectiveness 

Ability to assist in strategic planning and situational analysis 

Ability to conduct needs assessments for materials and resources needed for procurement 

Establish planning and problem solving/investigative skills as required to research inquiries related to job 

responsibilities 

Competency to coordinate multiple projects and assignments; high degree of flexibility required 

Established skills in both verbal and written communication 

 

Experience: 

Minimum of five years of experience in purchasing, with a minimum of three years of experience in a 

school district or government entity, required  

Experience in construction and contract management preferred 

Three years supervisory or management experience 

 

MAJOR RESPONSIBILITIES AND DUTIES: 

 

1. Plan and direct all procurement and serve as the central purchasing agent for the district, ensuring supplies, 

materials, equipment and contracted services are available when needed. 

 

2. Monitor and comply with federal, state and local laws, policies and regulations, ensuring purchasing and 

contract policies and procedures are aligned as appropriate for the District; recommend revisions to local 

policy and procedures as necessary.  

 

3. Select, train, supervise, evaluate, motivate and lead the Purchasing division staff. 

 

4. Manage the full cycle of the competitive procurement process, including the development of bid 

specifications, distribution of proposal documents, advertising requirements, bid openings, vendor 

evaluations, negotiation, and contract award recommendation in accordance with board policy and legal 

requirements. 
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5. Ensure timely implementation and communication of updates to the electronic purchasing system. 

 

6. Administer the District’s electronic bidding system. 

 

7. Implement a Purchasing Card (P-Card) program. 

 

8. Develop and implement an ongoing training program for District staff on purchasing laws, contracts, travel, 

P-Card and buying procedures, as well as how to use the financial software to enter requisitions. 

 

9. Develop and implement workflows to improve the purchasing and contracting functions. 

 

10. Develop a standard operating procedures manual for purchasing staff and ensure cross training in all areas. 

 

11. Establish professional, fair, and impartial vendor relations, and evaluate and monitor contract performance 

to ensure compliance with contractual obligations and to determine corrective action; handle 

adjustments/disputes with suppliers, including replacement of material not conforming to specifications, 

cancellation of orders, and ensuring receipt of proper credit. 

 

12. Develop communication strategies with the vendor community, including training sessions and materials on 

how to do business with the District and establish a broad list of potential vendors to meet District needs. 

 

13. Direct and supervise the annual sale of surplus equipment. 

 

14. Prepare agenda items and supporting documentation requiring board approval. 

 

15. Foster a continuous improvement process approach to identify and improve the outcomes of the 

procurement and contract processes to improve efficiencies, reduce costs and increase customer 

satisfaction. 

 

16. Develop and implement workflows to improve the purchasing and contracting functions. 

 

17. Use information and insights provided through assessment, district appraisal process, evaluative feedback 

and professional development programs to improve performance. 

 

18. Establish clear and open communication with supervisor, direct reports and District staff. 

 

19. Perform other duties as assigned. 

 

MENTAL DEMANDS/PHYSICAL DEMANDS/ENVIRONMENTAL FACTORS: 

 

Tools/Equipment Used: Standard office equipment including personal computer and peripherals 

Posture: Prolonged sitting; occasional bending/stooping, pushing/pulling, and twisting 

Motion: Repetitive hand motions; frequent keyboarding and use of mouse; occasional reaching 

Lifting: Occasional light lifting and carrying (less than 15 pounds) 

Environment: May work prolonged or irregular hours 

Mental Demands: Work with frequent interruptions; maintain emotional control under stress 

 

 

The foregoing statements describe the general purpose and responsibilities assigned to this job and are not an 

exhaustive list of all responsibilities, duties and skills that may be required. 

 

I have read and understand the responsibilities and duties required for this position as outlined above. 
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___________________________________________ 

Printed Name 

 

 

___________________________________________ 

Signature 

 

 

___________________________________________ 

Date 

 

 

 

 

 


