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BUYER

Salary:  $41,843 to $63,892/annually

Interested applicants apply at the Personnel Department, Monday through Friday, 8:00 a.m. to 5:00 p.m.  Applications can be downloaded from the jobs section at www.okc.gov. Applications with detailed resumes addressing the job requirements and departmental skill preferences will be accepted from January 17, 2012 through January 27, 2012.              

JOB SUMMARY

This position is located in the Procurement Services Division of the Finance Department and is under the direction of an immediate supervisor.  The Buyer is primarily responsible for facilitating the procurement of departmental equipment, supplies, and services by means of a formal bidding process. The duties performed require a knowledge of and ability to apply formal bidding procedures and policies in preparing and processing organizational purchase transactions. The duties also require considerable contact with various organizational personnel and business representatives in order to exchange information concerning purchases.  Essential job functions include: reviewing departmental purchase requests for accuracy and completeness; writing and/or reviewing specifications for supplies and services; reviewing bid documentation and forms to ensure adherence to procedures and policies; compiling, recording, and completing narrative and numerical purchase data; and exchanging purchasing information with vendors, sales representatives, and City staff. The assignments received are both general and specific in nature and may be received in verbal or written form. Work is periodically checked while in progress and upon completion for accuracy, completeness, and adherence to policies, procedures, and instructions. 

VETERANS PREFERENCE
A five-point preference will be awarded on the initial scored selection process for honorably discharged veterans of the United States Armed Forces not currently employed full time by the City of Oklahoma City.  Qualified applicants must submit a copy of their DD Form 214 indicating discharge type/character of service in person, mail, or fax at 405-297-2137.

JOB REQUIREMENTS
- Knowledge of procedure for writing and evaluating supply and service specifications.

- Knowledge of standard formal bidding procedures and practices.

- Skill in compiling and organizing information

- Skill in recording information accurately.

- Skill in reading and understanding Departmental product comparisons and requirements.

- Ability to follow formal bidding procedures and policies.

- Ability to promote harmonious working relationships with City staff and outside business representatives.

- Ability to obtain knowledge of City and local purchasing procedures, practices, and standards.

- Ability to make purchases determinations.

- Ability to tabulate and evaluate bids.

DEPARTMENT PREFERENCES

- Bachelor’s Degree in Business, Finance or Accounting.

- Understanding of state law requirements regarding purchasing.

- Experience working in an electronic purchasing environment.

- Experience using complex computerized financial systems. Peoplesoft a plus.

- Knowledge of the audit process regarding purchasing transactions.

- Proficiency using Microsoft applications, MS Access, Excel, Word and Powerpoint.

- Proven ability to successfully manage distinctly separate Special Projects over extended periods of time.

WORKING CONDITIONS

- Primarily indoors in climate controlled environment.

- Subject to continuous exposure to light and glare from a computer terminal.

- Subject to constant noise of a computer terminal, copying machine, ten-key, or telephone.

- Subject to frequent interruptions.

- Occasionally required to work beyond normal work hours.

PHYSICAL REQUIREMENTS

- Near vision enough to read and draft communications such as written or machine generated documents, reports, etc. 

- Finger dexterity enough to operate standard office equipment, including a 10-key.

- Speech and hearing enough to communicate clearly and distinctly in person and by telephone.
FRINGE BENEFITS

Vacation
96 hour per year.

Sick Leave
130 hours per year.

Holidays
10 regular holidays per year.

Injury Insurance
Effective day of employment.

Retirement
Jointly paid by the City and employee.

Credit Union
Full banking services.

Life Insurance
The City provides $10,000 term coverage; optional, supplemental and dependent coverage available at low rates.

Health Insurance or Health  
Plans are available for employee and dependent coverage.

   Maintenance Organization

Dental Insurance
Dental plan options are available for employee and dependent coverage at reasonable rates.

Disability Plan
City pays 60% of pre-disability income.

Compensation
Employees are required to receive pay electronically, either direct deposit or paycard.

Vac ID:   2375
Agency/Org: 280/0400

Classification:  3704

Analyst:  dlb
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AN EQUAL OPPORTUNITY EMPLOYER 

If you require reasonable accommodation at any time during the hiring process, please notify one of our personnel representative to make arrangements.


