
 

 

 
 
 

 

Procurement Coordinator 
Purchasing 
Starting Pay Range: $17.28hr - $19.44hr 

 
JOB SUMMARY 

The Procurement Coordinator performs procurement transactions in software systems and maintains appropriate 

records and files for the Procurement function. Assists the Purchasing Director in managing workflow, projects, and 

activities of the Purchasing Division.  
 

MAJOR DUTIES 
 Maintains records, contracts and files of the Purchasing Division. Safeguards confidential information and shares 

only with those who have a need to know. Responsible for the collection of appropriate documentation from 
vendors and internal staff to maintain compliance with established purchasing and financial policies. Also 
responsible for adhering to retention schedule for all Procurement documents. 

 Performs financial and asset management transactions in software systems including report creation and 
generation. Works with Purchasing Director and staff to implement any new software updates and. Also manages 
various internal and external website updates related to Procurement solicitations.  

 Composes correspondence, minutes, agendas, memos, reports, advertisements and other documents for the 
Purchasing Director’s approval and signature. Coordinates the scheduling of the solicitation process and ensures 
compliance to all legal requirements. 

 Assists the Purchasing Director in supervising and directing special projects. Directs, monitors, coordinates, 
researches, and evaluates special project activities. Keeps the Division Head advised. Makes oral and written 
presentations to the Division Head on the status of special projects and on other matters. Represents the Purchasing 
Division with vendors in absence of Purchasing Director, maintains relationships and provides information on 
JWSC policies and procedures as appropriate. 

 Assists in developing and implementing administrative procedures, protocol, and other initiatives. Makes 
recommendations on work processes to incorporate policy updates and software requirements. Assists in the 
implementation of and compliance to any new policies. 

 Consults with other Division Heads and staff on matters relating to special projects or other matters. Coordinates, 
negotiates, and communicates with others to achieve goals and objectives in the best interests of the Division and 
the Company. 

 Receives telephone calls and visitors on behalf of the Purchasing Division. Serves as the first point of contact with 
the Purchasing Division.  

 Represents the Purchasing Director in hearing issues and concerns presented by citizens and other interested 
parties. Provides information, and answers questions as a representative of the Division Head’s Office. Researches 
issues and questions, gathers and assimilates data, and prepares written recommendations and reports for the 
Purchasing Director. Follows up with citizens or others to ensure complete and thorough communication and 
positive public relations. 

 Coordinates and/or participates in public relations events such as public speaking engagements, public appearance 
events, press releases, and personnel, social, or civic events. Makes logistical arrangements, coordinates the 
activities of all participants, and prepares for all aspects of sponsored events. Contacts appropriate individuals, 
guests, and participants. Thoroughly researches and prepares for all events in which Procurement is an official 
participant. Ensures that the Division and the JWSC is represented appropriately and properly. 

 May consult with vendors and staff to assist in sourcing initiatives of the Purchasing Division. 
 Performs other related duties as assigned, in support of customer needs and organizational objectives. 

 
KNOWLEDGE REQUIRED BY THE POSITION 

 Knowledge of and ability to apply public procurement principles and practices. 
 Knowledge of and ability to apply effective project and workflow management methods and practices. 
 Knowledge of or ability to quickly learn all facets of Procurement operations and administration. 
 Knowledge of appropriate local, state, and federal laws, rules and regulations as applied to the activities and 

programs of interest to the Purchasing Division. 
 Ability to communicate, orally and in writing, clearly, effectively, and in a business-like manner. 
 Ability to attend to details, to coordinate with others for project success, and to follow through to task/project 

completion. 
 Ability to establish and maintain effective working relationships with a wide variety of internal and external 
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customers. 

 Ability to master the use of new software technologies and platforms, staying abreast of system upgrades and new 
requirements.  High proficiency level with all Microsoft Office products.  Experience with financial or asset 
management software highly desired. 

 Ability to perform research, compile meaningful data and reports, and to make effective applications of findings. 
 Ability to effectively manage workflow, projects, and activities. Ability to prioritize workload and utilize 

judgement to attend to multiple tasks in the appropriate sequence and on deadline. 
 Willingness and ability to demonstrate commitment to the job, team and organization. 

 
GUIDELINES 

Guidelines include agency and department policies and procedures. These guidelines are generally clear and specific, 

but may require some interpretation in application. 
 

COMPLEXITY/SCOPE OF WORK 
 The work consists of related administrative duties. Strict regulations and guidelines contribute to the complexity of 

the position. 
 The purpose of this position is to provide administrative support for department operations. Success in this position 

contributes to the efficiency and effectiveness of those operations. 
 

MINIMUM QUALIFICATIONS 
 Knowledge and level of competency commonly associated with completion of specialized training in the field of 

work, in addition to basic skills typically associated with an Associate’s Degree. 
 Sufficient experience to understand the basic principles relevant to the major duties of the position, usually 

associated with the completion of an apprenticeship/ internship or having had a similar position for two to three 
years. 
 


