CHERRY HILL PUBLIC SCHOOLS

JOB DESCRIPTION

JOB TITLE: 
 Purchasing Manager  
QUALIFICATIONS:  To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed 
below are representative of the knowledge, skill, and/or ability required. 
1. Bachelor’s degree in public or business administration or other relevant degree program.    
2. Minimum of five (5) years of increasingly responsible purchasing experience, in the public sector, with a minimum of two years of experience in a supervisory role.  
3. Thorough knowledge of public procurement programs in the State of New Jersey.    
4. Strong knowledge of education regulations, particularly those sections covering school finance, accounting regulations, and the audit process.    
5. Prior successful experience with principles, practices and methods of financial management, budget preparation and control.   
6. Previous experience in tabulating bids and quotes, technical procedures and governmental regulations.

7. Must have considerable knowledge of the techniques and details of budget preparation and preparation of general correspondence.     
8. Demonstrated proficiency in computer applications including Microsoft Office, including Excel, Accounting software, preferably Systems 3000.    
9. Working knowledge of EDS, drafting specifications, RFP’s and competitive bids, QPA, Local Public Contracts Law (LPCL), State and Federal Grant programs.

10. Ability to prepare clear, concise, accurate and complete financial reports].    
11. Must possess strong project management and consultative skills.    Excellent verbal and written communication and management/supervisory skills. 
12. Demonstrated ability to handle multiple priorities in a fast-paced environment.  
13. Have excellent integrity and demonstrate good moral character and initiative.  

14. Exceptional customer service orientation, including ability to establish and maintain successful relationships with the educational community; maintains confidentially as required and appropriate.
15. Background free from criminal activities (as verified by criminal history check required by New Jersey Department of Education).

REPORTS TO:  Business Administrator/Assistant Board Secretary and/or his/her designee 

EVALUATION PROCESS:    In accordance with State of New Jersey requirements and the policies and procedures as approved by the Cherry Hill Board of Education.
SUMMARY:  
Supervises, plans, and participates in the activities and operations of the Purchasing Department; ensures work quality and adherence to policies and procedures.    Coordinates assigned activities with other departments, outside agencies and the general public.   
TERMS OF EMPLOYMENT: Twelve (12) months 
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned at any time. 
1. Coordinates the organization, staffing and operational activities for the Purchasing Department including District procurement and warehouse operations.     
2. Participates in the development and implementation of goals, objectives, policies and priorities for the Purchasing Department.     Identifies resources needed.   Recommends and implements policies and procedures.    
3. Supervises, trains and evaluates assigned staff. 

4. Coordinates and supervises the work plan for the Purchasing Department.    Meets with staff to identify and resolve problems.    Assigns work activities and projects.   Reviews and evaluates service delivery methods and procedures.        

5. Identifies opportunities for improving service delivery methods and procedures.    Reviews with appropriate management staff.     Implements improvements.     
6. Participates in the development and administration of the Purchasing Department budget.      Directs the monitoring of and approves expenditures prior to review of Business Administrator.    Recommends adjustment as necessary.     
7. Coordinates Purchasing Department services with those of other departments and 19 schools as well as outside vendors and service providers.   Prepares and presents staff reports and other necessary correspondence.         

8. Prepares specifications, bid documents and requests for proposals.    Oversees and coordinates the bid process.    Ensures compliance with applicable laws, rules and regulations.       

9. Contacts vendors to secure bid prices and to coordinate assigned programs and activities.    

10. Prepares and issues contacts and purchase orders for the procurement of equipment, materials, supplies and services.     

11. Assumes responsibility for the operation of inventory systems and central warehousing operations.   
12. Coordinates various activities (e.g., fixed asset inventory, annual surplus sale, sale or donation of surplus property, furniture and equipment, etc.) for the purpose of meeting district operational needs and ensuring compliance with district, state and federal regulations.          
13. Remains current on federal and state laws and regulations relating to District financial operations.  

14. Supports and assist the Assistant Business Administrator/Assistant Board Secretary, as needed.      

15. Participates in internal and external organizations, boards and committees as requested and authorized by appropriate management directives and specific authorities. 
PHYSICAL REQUIREMENTS:   
The duties of this job require the following physical activities: walking, sitting, standing, reaching, pulling and/or pushing, carrying, repetitive motions, speaking, listening, and visual acuity.  In addition, the individual must be able to read, count, write, operate and use appropriate equipment, climb ladders, and lift merchandise weighing up to 50 pounds.  The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

WORK ENVIRONMENT:   

Work is performed in a school/office setting with possible exposure to ordinary health and/or safety hazards common to any office environment.    The noise level in this environment is usually moderate.   
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