COMMONWEALTH OF KENTUCKY

CLASS SPECIFICATION

	CLASS TITLE:  PURCHASING ASSOCIATE

	TITLE CODE:  9270
	GROUP:   PURCHASING AND STORES

	SELECTION METHOD:  100% QUAL               REV. 05-99

NO. OF TEST QUESTIONS:

SELECTION ID:  8673                                  EXAM NO.
	SALARY:  (MIN-MID)  $2206.92 - $2923.38
GRADE:  11  

SPECIAL ENTRANCE RATE:  No 

	POSITIONS IN THIS CLASS GENERALLY REPORT TO:  PROCUREMENT BRANCH MANAGER

	PRIMARY USER AGENCY:  MAY BE USED BY ALL AGENCIES

	

	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 one-time purchasing of goods and services requiring basic purchasing knowledge and skills.  Assists procurement teams and procurement staff in the coordination of purchasing activities.  Monitors the on-going performance of small purchasing processes; and performs other duties as required.



	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.

	

	EXPERIENCE:  None

	

	SUBSTITUTION CLAUSE:   

	

	EDUCATION:  None

	

	EXPERIENCE:  Four years of purchasing experience in governmental purchasing practices and procedures will substitute for the required education.

	

	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.


Purchases goods and services within assigned commodities.  Reviews and evaluates responses to determine best value practices.  Uses statewide procurement software for procurement, reporting and analysis.  Awards purchase orders to successful vendors.  Advises agency representatives on purchasing practices related to quote-based procurement and requisition and specification development.  Reviews small purchase requisitions for completeness and appropriateness of specifications, terms and conditions.   Responds to inquiries for internal customers and vendors in a timely manner.  Ensures assigned purchases from agencies are made in compliance with established statutes, policies, procedures and practices such as best value procurement and materials management.  Serves on commodity procurement teams and interagency workgroups.  Assists in the development, implementation and monitoring of state purchasing policies and procedures.

	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.


Work is performed in an office 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:  04/16/1999
	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, SEXUAL ORIENTATION, GENDER IDENTITY, ANCESTRY OR VETERAN STATUS.  REASONABLE ACCOMMODATIONS ARE PROVIDED UPON REQUEST.


