PROCUREMENT TECHNICIAN                                                                 JOB CODE ACV80128            

CLASSIFICATION SPECIFICATION

	FLSA:
	NEXP
	Job Code:
	ACV80128

	Job Class Code:
	670
	Salary Schedule:
	AREG

	EEO Category:
	02
	Grade:
	19

	Workers Comp Code:
	8810
	
	

	
	
	
	

	Job Code Established:
	11/1/2005
	Effective Date:
	07/01/06

	Job Code Revised:
	
	Effective Date:
	


JOB CODE SERIES: 
Purchasing and Contracting Series
JOB CODE TITLE:  
PROCUREMENT TECHNICIAN 
HRIS TITLE:

PCMT TECH

CHARACTERISTICS OF THE CLASS: Positions in this classification are located in a centralized departmental procurement office which has Department of Administration delegated procurement authority. Works under general supervision. Typically, work is reviewed through periodic review of bids, contracts, agreements and related assignments and regular conferences to clarify interpretations, review progress and discuss problems.  The duties include a range of purchasing and contracting methods to procure products and services, or prepare and track contracts or agreements.   Procurement Technician use different and unrelated contracting, agreement or procurement processes in a relatively controlled work situation.  They purchase repetitive items from well-established price agreements. Contract development includes the use of standard clauses, previously prepared model agreements or routine supplemental stipulations.  Employees use analysis and must select the appropriate techniques and procedures.  Work requires the employee to identify the interrelationships that affect the procurement such as availability of funds, discount rate, transportation charges or previous performance of suppliers; or identify the interrelationships of different agreement provisions and their effect to project completion.  Procurement Technicians are responsible for regularly developing bids, including the terms, conditions, and procurement specifications; write standard contracts or agreements distinguish this class from the lower level.  The Procurement Technician level is distinguished from the Procurement Specialist level by the responsibility to independently develop agreements, contracts and complex or extensive bids and proposals. It is further distinguished by the less comprehensive product analysis required and a lower delegated spending authority.  It is distinguished from the lower level Procurement Associate level by the responsibility of writing standard contracts or agreements that follow models or templates and the regular development of bids, which include developing the terms, conditions and procurement specifications.
EXAMPLES OF DUTIES:  Individual positions may be responsible for some or all of the listed duties and/or other related duties. 

1. Procurement, Contract or Agreement Processing
Review purchase requests and work with staff to clarify requirements and develop specifications.  Recommend solicitation methods such as requests for quotations, invitations for bid or requests for proposals.  Identify terms, conditions or requirements to apply.  Write  and administer bids or proposals, and recommend or make quotation awards. Recommend contract awards and/or make contract awards.  Locate sources of supplies, products and services and advise staff on availability, costs, and trends.  Analyze, research, and compare products, services, quality, availability, shipping, and make purchase recommendations. Process insurance certificates. May make purchases based on the delegated authority.  Maintain records and required documentation of transactions.  Interpret related rules, policies and procedures and advise agency staff on correct methods and processes.  Review contracts and agreements for compliance with requirements, regulations and specifications. 

Assist in training agency personnel on contract or agreement processes.  Prepare standard contracts and agreements.  Collect data and calculate cost benefit ratios.  Compile statistics and estimates to use in preparing reports.  Coordinate schedules, arrange for and participate in public meetings.  Research previous contracts and agreements.  May create and maintain various databases.

2. Contract or Agreement Administration

Update and monitor databases that track contracts and agreements. Verify adherence to contract or agreement terms and conditions.  Identify potential problems or conflicts and solve or recommend solutions.  Answer questions or find information for agency staff, the public, contractors, and vendors. Investigate and resolves problems of contract performance to ensure contract compliance. Notifies vendors of errors/noncompliance. Writes vendor performance deficiency reports. Find solution to shipping, receiving, and billing discrepancies or payment disagreement with users, vendors, local government representatives or contractors.  Resolves vendor/user problems.  Approve price changes and recommend to cancel, re-bid or renew contracts.  Approve basic purchase orders within agency parameters. Make recommendations for “off contract” purchases.  Negotiate returns and credits, expedite orders, reschedule deliveries, and cancel or renegotiate orders.  Perform vendor solicitation research and closes out contracts.  Write contract amendments due to changes in project scope or to solve contractor or construction problems.  Write general contracts, proposals and “fax on demand”.  May serve as a member of a contract evaluation team.  Has limited discretion/ and judgment to accomplish assigned tasks within defined parameters. 

WORK CONDITIONS: Long hours of concentration on detail; may require statewide travel and occasional overnight stays away from home base. 

KNOWLEDGE, ABILITIES AND SKILLS:

Knowledge of: Procurement code, general contract writing; problem resolution; negotiation techniques; solicitation techniques; personal computers and software applications; general office procedures; general accounting practices and business law;  variety of commodities, products, goods and services; procurement practices, processes  and procedures; contractual language (terms/conditions) approved inspection and shipping methods; a wide range of standard commodities and products, sources of supply, local markets and price trends and customer service.  
Skill/Ability to: Prepare detailed specifications and analyze multi-factor bids; apply sound critical judgment; make arithmetic calculations rapidly and accurately; communicate effectively; establish and maintain effective working relationships; conduct research and analysis; write procedures;  organizational skills; use personal computer and software applications; problem solving; multi-task; negotiate contracts/solicitations; analyze/reason; contract review; provide sound recommendations; resolve problems;  use, understand, and explain contract/procurement language; maintain confidentiality of purchasing and procurement details.  
SPECIAL SELECTION FACTORS:

