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Classification Specification
	

	
	2214100

	
	BUYER - ASSISTANT



Class Summary

The responsibilities of this classification include performing routine purchasing activities in support of the centralized procurement function. The work involves generating and approving requisitions and purchase orders within clearly defined procedures and criteria.

Distinguishing Characteristics

This is the first level in a four-level classification series. This classification is distinguished from the next higher level in 
that Buyers procure routine and non-routine materials, supplies, equipment, and services to support King County’s goods and services operational needs. Incumbents assist in the establishment and management of contracts via the issuance of specific types of contract purchase agreements in the financial system, as well as supporting Buyers in executing informal bids and contracting. The Buyer classification series are only used in central procurement.
This series distinguishes from the Contract Specialist series in that Contract Specialists typically support specific departments through the establishment of construction, engineering and/or professional services contracts while the Buyer series support departments through the establishment of operational and capital asset goods and services contracts throughout King County.
Examples of Duties

1. Process requisitions, create purchase orders, and troubleshoot issues as needed in collaboration with internal and external stakeholders.

2. Assist Buyers in developing bid specifications, tabulations, and solicitation documents.

3. Provide end-user training on procurement code, polices and procedures.
4. Monitor agency spend thresholds, correct discrepancies, and provide policy instruction on proper use of available contracts to agencies throughout King County.
5. Manage Electronic Signature process for all formal contracts.

6. Input and maintain databases in a timely and accurate manner.

7. Assist with gathering information for vendor disputes and responding to public disclosure requests.

8. Propose and implement process improvements for streamlining operations.

9. Perform other duties as assigned.

Knowledge/Skills 
Knowledge of County, State, and Federal procurement policy, rules, and regulations and public bid and contracting thresholds 
Skill in oral and written communication
Ability to adjust to changing priorities and handle multiple tasks simultaneously with attention to detail
Ability to exercise sound professional judgment in maintaining confidentiality and releasing public information
Ability to effectively engage in and sustain relationships with people from diverse cultures and socio-economic backgrounds

Ability to work independently and as a team member
Demonstrated proficiency with business applications, such as Microsoft Office suite 
Education and Experience Requirements

Purchasing or customer support experience or any combination of education and experience that clearly demonstrates the ability to perform the job duties of the position 

Licensing, Certification and Other Requirements

Valid driver’s license or ability to travel throughout the County in a timely manner
Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required
	FLSA Designation
	Non-Exempt

	Service Status
	Career Service

	EEO Code
	2

	Levels within same series
	Buyer – Assistant, Buyer, Buyer – Senior, Buyer – Lead

	Class History
	01/2003 – Created

02/2003 – Updated

12/2007 – Updated (Changed font and format)

11/2019 – Updated
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