O ass Code: K51

Cty of Anaheim Classification
Class Specification PURCHASI NG ASSI STANT
DEFI NI Tl ON:

Under mininmal supervision, to performhighly conplex and specialized clerical and
adm ni strative work for the Purchasing Division

EXAMPLES OF DUTI ES:

Est abl i shes and nmi ntai ns vendor sources for procurenent of assigned "non-conpetitive"
equi pnent, nmaterials, supplies and services.

Conpi l es data and prepares periodic activity reports.

Recei ves, conpares, verifies conpliance and matches various docunents such as insurance
certificates and endorsenents, order acknow edgnents, performance bonds, indemification
certificates, personnel status changes and tinme sheets.

Revi ews, prepares and conpiles date for buyers and vendors, nmking inquiries into

i nvoi ces, paynents, shipnents, receipt of material, change orders, purchase order

di screpancies and other related natters.

Revi ews and conpil es data on vendor perfornance status.

Prepares, evaluates and recommends award of bhids for sale of surplus material, requests
for unclained property and vehicle auction

Inputs and retrieves data to and fromCity nai nfrane conputer and divi si on conput er
system

Tr oubl eshoots by researching conplaints/inquiries and responds to issues on behal f of
t he Purchasi ng Agent.

Responds to inquiries regarding purchasing division policies and procedures; sonetines
involving irate and/or dissatisfied enpl oyees and vendors.

Provi des required clerical support to the Purchasing Agent and other professional staff
as required

Prepares correspondence and naintains files regardi ng enpl oyee disciplinary actions,
per f or mance eval uations, etc.

Prepares routine staff reports for council action; reviews others subnmitted for accuracy
and t horoughness conparing report to bid packages and ensuring accurate policies cited

Col | ects data and does research for assigned projects; nay provide recommendati ons.

Types conpl ex bids ensuring information is clear, accurate and presented in proper
format; ensures all required attachnments are included

Comuni cates with enpl oyees, vendors personnel and the public
Conposes correspondence for own signature as well as for the Purchasing Agent which

requires a good understandi ng of purchasing division procedures and | egal requirenents
as well as Gty policies and procedures.
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Qperates a variety of office equipnent such as typewiter, calculator, CRT
m croconputer, mcrofiche and phot ocopi er

Mai nt ai ns conpl ex and specialized filing systens.
Perforns other job related duties as required

M NI MUM REQUI REMENTS:

Experience in: Performng highly conplex clerical and staff work in a purchasing
envi ronment .

Know edge of: Mddern office equi pnent and procedures; conputer term nal operating
net hods and associ ated software; English usage, spelling, grammar and punctuation
busi ness mat h; purchasing practices, nethods and term nol ogy; advanced record keepi ng
net hods; data processing as it relates to purchasing

Ability to: Set own work priorities; proofread and detect errors in typing, spelling
and granmar; maintain accurate records and controls; read, understand and apply
difficult naterials; operate a calculator with accuracy; operate a typewiter and/or
conput er keyboard with speed and accuracy using associ ated software; conpile data and
prepare clear and easily understood narrative and statistical reports; conpose
correspondence; maintain budgetary expenditure files; speak clearly and distinctly;

under stand pertinent procedures and functions quickly and apply themwithout inmediate
supervi sion; establish and naintain effective working relationships with those contacted
in the course of work

Supervi si on Received: Wrks under technical supervision. Wrk in progress and
conpleted work is reviewed periodically.

Supervi si on Exerci sed: My nake assignnents and train enpl oyees. Provides input into
per f ormance eval uati ons.

Career Ladder Information: Experience gained in this class nay serve to meet m ni num
requi renents for pronotion to Buyer |

NOTE: The above statenents are intended to describe the general nature and | evel of work
bei ng perforned by persons assigned to this job. They are not intended to be an
exhaustive list of all duties, responsibilities and skills required of personnel so
classified. Al requirements are subject to possible nodification to reasonably
accomodate individuals with disabilities.
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