Purchasing Agent, Finance Department

City of Dunedin, Florida
Class . ascription

JOB TITLE: Purchasing Agent
. «\nance . spartment
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Under direction, manages and supervises the procurement of quality operating and
capital items and services for the City of Dunedin at the best possible value in
accordance with local, state and federal procurement guidelines. Reports to the
Finance Director.

CIFIC DUTIE P BILITIE
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The duties recorded below are representative of the duties of the class and are
not intended to cover all the duties performed by incumbents(s) of any particular
position.

Develops and/or assists with the development of bid specifications and Requests
for Proposals (RFPs)/Requests for Quotations (RFQs); prepares bid
advertisements,; develops vendors lists, organizes the mailing of invitations to bid,;
organizes pre-bid meetings,; accepts, reviews and makes award recommendations
regarding bid proposals.

Supervises the formal bid process for the procurement of goods and services.
Attends Commission meetings regarding bid projects and proposals as required.

Assures vendors submit required bonds, insurance certificates, contracts and
other required information. Returns all bonds as appropriate.

Reviews all purchase requisitions for accuracy and completeness; enters
requisitions into computer system; prepares and issues purchase orders within
procurement guidelines; accepts and records delivery receipts.

Issues blanket orders and service contracts; monitors department compliance
with b" ket order/service contract conditions.
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Purchasing Agent, Finance Department
Seeks competitive pricing from vendors and obtain written quotes as necessary.
Supervises the activities of subordinate purchasing staff. Supervisory duties include
instructing; assigning, reviewing and planning work of others; maintaining standards;
coordinating activities; selecting new employees; acting on employee problems, and
recommending employee transfers, promotions, disciplinary action and discharge.
Reviews the work of subordinates for completeness and accuracy; evaluates and
makes recommendations as appropriate; offers training, advice and assistance as
needed.

Manages Water Division Inventory.

Develops and maintains purchasing policies and procedures. Educates staff on rules
and regulations.

Develops listing of surpius City property; contacts auctioning services for pick-up of
items or conducts public sales; accepts, records and forwards sales receipts.

Manages cooperative bidding projects.

Expedites orders and resolves vendor disputes as necessary. Maintains
vendor files.

Receives and responds to inquiries, complaints and requests for assistance from
vendors, City employees and the general public.

Create end of year fixed asset ACFR Reports.

ADDITI B FUNCTI

Performs general office duties as required, including answering the telephone,
typing reports and correspondence, copying and filing documents, processing mail,
entering data into the computer, maintaining petty cash, issuing supplies, etc.

Performs other related duties as required.



Purchasing Agent, Finance Department

MINIMUM TRAININ PERIENCE

Requires a Bachelor's degree in business or related field with three years of experience in
government or private sector procurement and supervisory experience.

Government procurement experience is preferred

An equivalent combination of training and experience which provides the required skills,
knowledge and abilities may be considered.

CREMNIALl DEAILIIDCAACAITCO

Registration as a Certified Public Purchasing Officer or Certified Purchasing Manager is
preferred.

Must possess a valid Florida driver's license.

PERFOR CEI TOR

Un~uladqge ~f Job: Has thorough knowledge of the methods, procedures and policies
as they pertain to the performance of essential duties of the Purchasing Agent. Is
knowledgeable in the laws, ordinances, standards and regulations pertaining to the
specific duties and responsibilities of the position. Has knowledge of the areas of
government procurement, inventory management, accounting, data processing, etc. Is
able to read and interpret complex materials pertaining to tt  responsibilities ofthe job.
Clearly understands any occupational hazards and adheres to all safety precautions
inherent in performing the essential functions of the work. Has the ability to speak, write
and understand the English language.

PERF CE APTITUDE

D~¢~ 114ili-adinn- Requires the ability to calculate, compute, summate and/or tabulate
data ana/or intormation. Includes the ability to perform subsequent actions in relation to
these computational operations.

Human Interaction: Requires the ability to function in a supervisory/managerial
capacity for a group of workers. Includes the ability to make decisions on procedural
and technical levels. Is able to train, assist, motivate and provide leadership to a
procurement staff. Is able to perform employee evaluations and to make
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