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Exempt

Position #100087
Purchasing Director 

ESSENTIAL FUNCTION 

Provide leadership for purchasing and contracting.

RESPONSIBILITIES AND DUTIES

· Serve as Purchasing Agent and provide professional level work in the preparation, evaluation, and administration of highly technical and administratively complex statewide contracts for OneNet and bids issued for goods and services for all operational divisions of the Oklahoma State Regents for Higher Education (State Regents).

· Write and/or evaluate specifications, evaluate bids and approve awards to vendors

· Establish and maintain contract negotiation process consistent with State Regents’ policies and rules

· Negotiate contracts for purchasing materials and services for the agency

· Establish and maintain central contracts file

· Interpret laws and policies to agency personnel and vendors and when necessary refer questions to Legal Division

· Prepare Purchasing Policy for submission and approval by the State Regents

· Prepare internal procedures for purchasing and competitive bid process

· Assure procedures are in compliance with the Oklahoma State Statutes, Administrative Procedures Act, and generally accepted public purchasing procedures

· Train agency personnel on correct purchasing practices

· Review and approve purchase requisitions and competitive bids for compliance with purchasing laws and State Regents policy

· Research special purchases

· Set up business accounts with Vendors

· Issue Purchase Orders

· Serve as primary Certified Procurement Officer and liaison to Oklahoma Department of Central Purchasing 

· Other similar duties as assigned

POSITION QUALIFICATIONS

Requires a Bachelor degree in a business-related field and work experience of five (5) years in public procurement and contract negotiations with a minimum three (3) years in management and supervision of employees.  Knowledge of governmental purchasing practices and policies and of laws and regulations governing public procurement necessary.  Certification in public procurement by a governmental entity or nationally recognized purchasing association is highly desirable.  Written and oral communication and basic computer skills are necessary.

SUPERVISION

The employee performs work under the supervision of the Vice Chancellor for Budget and Finance.

Interested candidates may submit a cover letter and resume to:

OSRHE, Human Resources, P.O. Box 108850, Oklahoma City, Oklahoma 73101-8850.

Fax #: (405) 225-9230

E-mail: hr@osrhe.edu 

THE OKLAHOMA STATE REGENTS FOR HIGHER EDUCATION





JOB DESCRIPTION


Director of Purchasing
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