Middletown, CT
Job Description

Classification Title Purchasing Assistant
Job Code

Department Finance

Union Group AFSCME 466

FLSA Status

Pay Grade

PURPOSE OF POSITION
The purpose of this position is to prepare, review and approve purchase orders and

liquidations. Performs complex admlnlstratlve functions in support of the Department.

ESSENTIAL DUTIES & RESPONSIBILITIES

The intent of this job description is to provide a representative summary of the major
duties and responsibilities performed by incumbents of this job. Employees may be
requested to perform job-related tasks other than those specifically presented in this
description.

lewest—respe#&ble—dedelf—Develops and dlstnbutes contracts Malntalns contract

awaurd lists for department/public use.

and—vende#s—Prepares reviews and approves purchase orders and purchase order
liquidations per city ordinance.

Fede#akagene&es—fepe%sﬁuenen—bms—and—een#aets—Processes credlt cards

Uploads transactions from departments AUC system. Reviews transactions to
ensure departments follow purchasing guidelines.

venderUpdates C|tv website with b|d postlnqs/notlflcatlons information, tabulation
and contract awards. Schedules and maintains website auctions for various city
departments to sell supplies, materials and equipment determined to be surplus,
obsolete or unused.
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e Perform other related duties as assigned.

MINIMUM JOB QUALIFICATIONS
Education and Experience
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four years of related administrative experience.
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Accounts Payable/Purchasing experience.

KNOWLEDGE, SKILLS, and ABILITIES

Reguires-the-aAbility to perform mid-levelmid-level of data analysis including the
ability to review, classify, categorize, prioritize and/or reference data, statutes and/or
guidelines and/or group, rank, investigate and diagnose. Requires discretion in
determining and referencing such to established standards to recognize interactive
eﬁects and relatlonshlps

de&%eeLeu{eeme—Requ%es%heﬂabHMeﬁehasa—lead—pepseﬂKnowledqe of C|tv

ordinances in regard to purchasing requlations

Reguires-the-aAbility to utilize a variety of reference, descriptive and/or advisory data
and information such as financial statements, technical operating manuals, mail,
purchase orders, lists, documents, directories, ordinances, statues, procedures,
guidelines and non-routine correspondence.

state contracts and awarded bIdS

Reguires-the-aAbility to perform addition, subtraction, multiplication and division; and
to calculate percentages and decimals.

Ability to Rrelate to and interact with a non-traditional and diverse student and
employee population

Ability to Wwork independently

Ability to Rread, analyze, and interpret standards, policies, procedures, and
regulations

Ability to Bdevelop and write reports, policies, and correspondence

Ability to Hhandle common inquiries or complaints

Ability to Bdefine problems, collect data, establish facts, and draw valid conclusions
Ability to Eexercise good judgment and focus on detail as required by the job

Ability to ©operate standard office equipment, such as computer keyboards and
monitors, copiers, scanners, and telephone

Ability to Yuse (or learn to use) computer software and systems applicable to the
position




Middletown, CT
Job Description

Classification Title

Purchasing Assistant

Job Code
Department Finance
Union Group AFSCME 466

FLSA Status

Pay Grade

Ability to Ffollow oral and written instructions and procedures

Ability to Scollect, organize, and interpret data and prepare accurate records
Ability to €compare data from a variety of sources for accuracy and completeness
Ability to ©organize large volumes of detailed data and information

Ability to Mverify and maintain accuracy of detailed data and information, detect data
errors

Ability to Mmeet schedules and deadlines of the work unit

Ability to Scommunicate in English effectively orally and in writing
Ability to Mmaintain well-organized materials, files, systems and tools
Ability to Aadapt to changes in work situations and priorities

Ability to Rreason/analyze; use logic to identify and resolve problems
Ability to Eevaluate, organize, and summarize data and information

Ability to Eestablish and maintain constructive and cooperative interpersonal
relationships with staff, peers, supervisors, or managers in the work unit and other
departments, as well as with staff of outside entities and other individuals, as
applicable to the essential duties and responsibilities

Ability to Ssatisfyies the needs of internal and external customers accurately and
promptly, treating customers with fairness and respect.

PHYSICAL REQUIREMENTS
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Exerting up to 10 pounds of force occasionally, a negligible amount of force frequently,
and/or or constantly having to lift, carry, push, pull or otherwise move objects, including
the human body. Sedentary work involves sitting most of the time. Jobs are sedentary
if walking and standing are required only occasionally and all other sedentary criteria
are met.

WORKING CONDITIONS

The working conditions described here are representative of those an employee
encounters while performing the essential functions of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the
essential functions.

Position requires stooping, kneeling, crouching and reaching.

The City of Middletown, CT is an Equal Opportunity Employer. In compliance with the
Americans with Disabilities Act, the City will provide reasonable accommodations to
qualified individuals with disabilities and encourages both prospective and current
employees to discuss potential accommodations with the employer.

Date created: 03/12/15
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