WEBB COUNTY

JOB DESCRIPTION
TITLE: Central Store Coordinator/Senior Buyer
DEPARTMENT: Purchasing Department

SLOT NUMBER: 2069

REVISION DATE: March 3, 2013
JOB SUMMARE The Central Store Coordinator works directly under the Assistant

Purchasing Agent,

CHARACTERISTIC/ESSEN TIAL DUTIES AND RESPONSIBLITIES:

Oversees the Operation of the Centra] Store.

Provides information to the Purchasing Agent regarding status of merchandise that s to
be delivered tg the departments

When acting as a buyer performs any clerical duty associated with the shipping of
merchandise,

Review purchase requisitions and check for budget balances, determine lowest quote
and award purchase orders as buyer.

Researches ang develops new supply sources and Mmanages existing collaborate vendor
relationships.

Maintains appropriate docume tation of purchase order file for auditing,

Makes contact with cooperative purchasing boards and insurers county has necessary
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procedures are followed,
Executes purchase orders for goods, capita] equipment, and services under the
instruction of the Purchasing Agent or Assistant Purchasing Agent,

Order materials ang supplies.

Order items for purchasing department ~Level I approval on the online system.
Provides user training and education on Procurement system.

Knowledge of New World System, Accounts Payable and Budgetary Accounting
Programs.

Researches ang identifies qualified suppliers,

Timely updating, accuracy, and integrity of purchasing records angd data.

Good mathematicg] aptitude and sound Quantitative skillg.

Ability to observe research and actively listen ig Sources in order to interpret issues,
concerns, goals, etc,

Ability to effectively handje multiple projects op a timely basis; and work Positively
under pressure,

Judgment ang discretion.
Effective Organization, planning, and time Mmanagement skills with the ability to
prioritize work,

Prepares Teports on a routine apg ad-hoc basis to provide informatign regarding
purchase order activities,

Prepares payroll.

Maintains department attendance record.

Perform other duties assigned,

Work overtime a5 required,

QUALIFICATION STANDARDS:
Requires;

High Schooi Diploma
Read and write jn English and Spanish
Clerical Work Experience

Preferred:

Associate Degree
Bachelor’s Degree

College Hours i business related field
Experience in Purchasing Department

SKILLS AND ABILITIES: Skills with computer Systems and applications, Ability to communicate
with the public, County Department Heads, Electeq Officials, and employees. Skills with F acsimile

achin

€.

PHYSICAL REOUIREMENTS:
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e Must be able to lift 30-45 1bs { food bags & boxes, files, and other small equipment or
devices

OTHER REQUIRMENTS/INFORMATION:
e Must possess a valid and current Texas driver's license.
e Drug and Alcohol Policy applies to this job. Pre-employment drug/alcohol testing and
criminal background checks are required.
e  Webb County Purchasing Code of Ethics.
» This position is covered by Civil Service; therefore, is subject to the Civil Service
Rules and Regulations in addition to all other Webb County Policies.

SUPERVISORY: Supervised directly by

ACKNOWLEDGEMENT:

The undersigned have read discussed, and understand the full meaning of this job description
and agree to abide by all terms and conditions herein expressed or implied.

EMPLOYEE SIGNATURE SUPERVISOR SIGNATURE
PRINTED NAME PRINTED NAME

PRINTED TITLE PRINTED TITLE

DATE DATE

Page 3 of 3



