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Classification Specification
	

	
	2212100

	
	PROCUREMENT MANAGER



Class Summary

This classification is responsible for the management of the centralized procurement function of the County. The incumbent in this classification is responsible for planning and coordinating the procurement of supplies, materials, equipment, technical consulting services, and professional-consultant and construction services for all departments of County government. The Procurement Manager ensures that all purchases comply with County, State and Federal regulations. This position confers with all departments to determine purchasing needs, legal requirements, specifications and contract execution.

Distinguishing Characteristics

This is a single level classification and is distinguished from other classifications in that this classification is responsible for the day-to-day management and operations of the County-wide procurement function. 

Examples of Duties (May vary by position)

1. Manage the procurement of all goods, materials, equipment and services for the County.

2. Develop procedures for procurements and awarding of contracts in accordance with County, State and Federal regulations to ensure cost-effective and timely completion.

3. Direct the preparation, administration and award of contracts resulting from bids, requests for proposals, and information/requests for qualifications. Administer contracts for goods and services provided for departmental use.

4. Oversee the Project Control Office, which assists in negotiation, cost/price analysis, and contract administration for capital improvement projects of $10,000,000 or more and for other contracts as requested.

5. Oversee ARMS procurement function, for those departments in ARMS.

6. Oversee IBIS procurement function, for those departments in IBIS.

7. Oversee Professional and Construction Services area.

8. Oversee Recycled Product Procurement Coordinator function.

9. Confer with County departments to determine purchasing needs; assist departments in the development of specifications, vendor qualifications, cost price analysis and contract negotiations.

10. Develop and revise the County’s general terms and conditions and templates for all procurements involved.

11. Manage and monitor the development of the division budget; participate in the development of the department budget, including appearing before the Council as needed.

12. Interact with Federal, State and local governments, elected officials, vendor/contractor community and the public.

13. Manage the selection, training and evaluation of staff; resolve personnel problems within the division.
14. Perform other duties as assigned.
Knowledge/Skills (May vary by position)
Advanced knowledge of the principles and techniques of procurement, RFP procedures and bid selection processes
Knowledge of County, State and Federal laws and regulations pertinent to procurement
Skill in the preparation, administration and awarding of high value contracts resulting from bids, RFP’s and requests for bidder qualifications
Skill in managing the preparation of bids/proposals issued in a large scale central procurement arrangement for a large organization
Knowledge of the principles of organizational and employee development
Knowledge of contract interpretation and administration, including engineering, planning and construction principles and standards
Supervisory and management skills
Long-range planning skills
Coordination skills
Budget development skills
Skill in understanding political situations
Licensing, Certification and Other Requirements

Certified Purchasing Manager (CPM), Certified Public Purchasing Officer (CPPO) desirable
Driver’s license desirable
Additional licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.

	FLSA Designation
	Exempt (Professional)

	Levels within same series
	None
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