11150
Procurement Specialist
Grade:  4



FLSA: Non-Exempt
Date:	10/25


Job Summary:  Assists County staff, vendors, and the public with issues relative to procurement with the St. Mary’s County Government; performs other duties as assigned.


Essential Functions:

1. Distributes and maintains files for all purchase orders, contracts, and bids;
2. Assists in development, posting, and follow-up of bid packages; 
3. Attends and takes notes at pre-bid conferences and site visits;
4. Compiles data for reports and studies; 
5. Processes requisitions to obtain supplies and services for County agencies; 
6. Answers inquiries for county departments and vendors;
7. Composes and processes correspondence and other documents related to purchasing activities;
8. Tracks purchase requisitions, modifications, letters of agreement, and purchase orders;
9. Provides data entry support;
10. Maintains files and other records to support work performed;
11. Utilizes technology effectively in performance of job duties;
12. Exercises professional judgment and discretion when handling information processed in performance of job duties;
13. Provides backup administrative support to the Finance Department;
14. Performs other duties as assigned.



Required Knowledge, Skills, and Abilities:  

1. Ability to gain knowledge of St. Mary’s County Government policies and procedures;
2. Ability to act as a representative of St. Mary’s County Government to the public;
3. Ability to communicate effectively with staff and members of the public;
4. Knowledge of purchasing practices and procedures;
5. Ability to keep accurate records and maintain organized and current files;
6. Basic math and language skills.
7. Ability to effectively utilize appropriate technology, including County administrative software as well as the County’s financial accounting systems




Education and Experience: 

High school diploma or G.E.D.;
Six months or more of related experience;
Or equivalent technical training, education, and/or experience.

Physical and Environmental Conditions: 

Work requires no unusual demand for physical effort.

Work environment involves everyday risks or discomforts which require normal safety precautions typical of such places as offices, meeting and training rooms.



The above job description is not intended as, nor should it be construed as, exhaustive of all responsibilities, skills, efforts, or working conditions associated with this job.  

Reasonable accommodations may be made to enable qualified individuals with disabilities to perform the essential functions of this job.



I certify that this is an accurate statement of the essential functions and responsibilities of this position.



_________________________					______________
Department Head							Date




Your signature below indicates that you have received a copy of this position description.



_________________________					______________
Employee’s Signature						Date
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