COMMONWEALTH OF KENTUCKY

CLASS SPECIFICATION

	CLASS TITLE:  PURCHASING OFFICER III

	TITLE CODE:  9240
	GROUP:  PURCHASING AND STORES

	SELECTION METHOD:  100% QUAL      REV. 05-08  

NO. OF TEST QUESTIONS:  
SELECTION ID:  8157                                EXAM NO.  
	SALARY:  (MIN-MID)  $2427.44 - $3215.72
GRADE:  12

SPECIAL ENTRANCE RATE:  No

	POSITIONS IN THIS CLASS GENERALLY REPORT TO:  PURCHASING OFFICER SUPERVISOR 

	PRIMARY USER AGENCY:  ALL AGENCIES MAY USE THIS CLASS

	

	CHARACTERISTICS OF THE CLASS:  CHARACTERISTICS OF A CLASS ARE GENERAL STATEMENTS INDICATING THE LEVEL OF RESPONSIBILITY AND DISCRETION OF POSITIONS IN THAT JOB CLASSIFICATION.

	Performs technical administrative work associated with the procurement and payment for goods and services on an agency‑wide basis OR the Kentucky Veterans Center OR in the state's central purchasing authority; and performs other duties as required.  (In contract user agencies deals extensively with highly-specialized technical goods and services and the acquisition of non‑contract items.)



	MINIMUM REQUIREMENTS:  MINIMUM REQUIREMENTS ARE COMPREHENSIVE STATEMENTS OF THE MINIMUM BACKGROUND AS TO EDUCATION, EXPERIENCE, AND OTHER QUALIFICATIONS WHICH WILL BE REQUIRED IN ALL CASES AS EVIDENCE OF AN APPOINTEE'S ABILITY TO PERFORM THE WORK PROPERLY.

	EDUCATION:  Graduate of a college or university with a bachelor's degree in business, marketing or a related field.  

	

	EXPERIENCE:  Must have three years of purchasing officer experience.

	

	SUBSTITUTION CLAUSE:   

	

	EDUCATION:  None

	

	EXPERIENCE:  Experience as a purchasing clerk or at a higher level in the purchasing field will substitute for the required college on a year‑for‑year basis.  Certification with the National Institute of Governmental Purchasing as a Certified Professional Public Buyer (CPPB) will substitute for one year of the college requirement OR certification as a Certified Public Purchasing Officer (CPPO) will substitute for two years of the college requirement.

	

	SPECIAL REQUIREMENTS:  (AGE, LICENSURE, REGULATION, ETC.) 

	None


	EXAMPLES OF DUTIES OR RESPONSIBILITIES OF THE CLASSIFICATION:  EXAMPLES OF DUTIES OR RESPONSIBILITIES ARE NOT TO BE CONSTRUED AS DESCRIBING WHAT THE DUTIES OR RESPONSIBILITIES OF ANY POSITION SHALL BE AND ARE NOT TO BE CONSTRUED AS LIMITING THE APPOINTING AUTHORITY'S ABILITY TO ADD TO, OR OTHERWISE ALTER THE DUTIES AND RESPONSIBILITIES OF A POSITION.  THE USE OF AN INDIVIDUAL EXPRESSION OR ILLUSTRATION AS TO DUTIES OR RESPONSIBILITIES SHALL NOT BE REGARDED AS EXCLUDING ASSIGNMENT OF OTHERS NOT MENTIONED WHICH ARE OF SIMILAR KIND OR QUALITY.


In addition to the duties of a Purchasing Officer II, employees in this class maintain approved bidders list for professional and technical services.  Closely reviews the requestor's justification for obtaining non‑contract goods and services.  Works with the state central purchasing authority to define and obtain goods and services not covered by price contract or local purchase authority.  Obtains quotes from potential vendors and makes purchases in accordance with delegated authority under the model procurement code.  Works closely with goods or services users to write specifications for needed goods and services.  Assists in the evaluation of bids received.  Coordinates or supervises the work of support staff.  Employees in this class interpret, carry out and enforce state purchasing regulations and procedures.  Responsible for economic purchase of goods and services with substantial budgetary impact.  Have contact with inter‑ and intra‑agency management personnel, technical specialists, and vendors in the interpretation and explanation of purchasing regulations and procedures, or agency needs, and in the resolution of problems in the assigned area.  Gathers data, prepares, checks and reviews detailed records and reports in the acquisition of goods and services.  Uses routine office equipment such as typewriters, computers, copiers and calculators.  Exercises extensive judgement in the application of state purchasing regulations. 

	TYPICAL WORKING CONDITIONS AND UNIQUE PHYSICAL REQUIREMENTS:  INCUMBENTS IN THIS CLASSIFICATION WILL TYPICALLY PERFORM THEIR PRIMARY JOB DUTIES UNDER THESE CONDITIONS, HOWEVER, THESE CONDITIONS MAY CHANGE ON OCCASION IN PERFORMING THE DUTIES OF AN INDIVIDUAL POSITION.


Employees in this class generally work in an office setting with physical activities and working conditions consistent with such setting.

	ADDITIONAL REQUIREMENTS:  


Applicants and employees in this classification may be required to submit to a drug screening test and background check.  

	DATE CLASS ESTABLISHED:  06/16/1982
	DATE OF LAST REVISION:  02/24/2006

	THE COMMONWEALTH OF KENTUCKY DOES NOT DISCRIMINATE ON THE BASIS OF RACE, COLOR, RELIGION, NATIONAL ORIGIN, SEX, AGE, DISABILITY, OR VETERAN STATUS IN EMPLOYMENT OR OTHER PROVISION OF SERVICES.  REASONABLE ACCOMMODATIONS ARE PROVIDED UPON REQUEST.


