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BOARD OF EDUCATION
	Saskatoon School Division No. 13


	P O S I T I O N   D E S C R I P T I O N


Position:	SENIOR PROCUREMENT ASSISTANT


Immediate Supervisor:	PROCUREMENT SERVICES MANAGER


Core Function:

The Senior Procurement Assistant assists the Manager of Procurement Services in administering the purchasing system for the division. The assistant performs, on an independent basis, a number of functions that are highly technical in nature.  As a part of the assigned tasks, the assistant is responsible for monitoring the business sections of the policy manual and adopted operating practices related to purchasing. This position will coordinate the work of the Procurement Clerk II to handle the variety of tasks involved in the various functions of the Procurement Services Branch.

Duties and Responsibilities:

The Senior Procurement Assistant will perform some or all of the following functions:

1. Maintains the competitive bidding process, including preparing, issuing and receiving bid documents, placing advertisements, issuing addendums and changes, summarizing pricing and information for evaluation by the buyer, issuing notice of award and contract documents, and filing.

2. Maintains and develops on-line catalogues of contracted materials and web-based ordering systems on computer spreadsheet, database and related programs.

3. Maintains the purchasing card system including processing applications for cards, changes, preparing monthly statement reports and trouble shooting using the card provider’s software and spreadsheet.

4. Maintains the requisitioning and purchase order system using a third-party custom-designed software and spreadsheet programs.

5. Maintains supplier information files in computer spreadsheet and database programs.
6. 
Provides regular training sessions for staff on procurement programs.

7. Assists in trouble-shooting with custom-designed software programs used in the organization’s purchasing process.

8. Researches and compiles historical information related to procurement to assist in identifying opportunities for cost savings.

9. Maintains procedures handbook on operating practices.

10. Expedites orders, arranges return of goods to suppliers and resolves problems with suppliers.

11. On-line and telephone support regarding inquiries into the purchasing system.

12. Prepares and issues business correspondence.

13. Performs such other duties as may be required to meet organizational deadlines and objectives.


Qualifications:

1. Grade 12 plus the successful completion of a one-year business program. 

2. One to two years of previous experience in procurement or experience at an administrative assistant level is required.

3. Knowledge and understanding of all components of the competitive bidding and purchasing system.

4. Enrollment in and credits toward a Purchasing Certificate from the Purchasing Management Association of Canada is recommended.

5. Good communication skills including oral, written and listening ability.

6. Self-starter, possessing good organizational skills required to compile, accumulate, and utilize information.

7. Experience in an automated business environment with practical knowledge of databases, spreadsheets, and word processing software applications.
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