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TITLE: PAY BAND:
(217) Purchasing Agent 14

FOR FACILITY USE:

SUMMARY OF DUTIES:

Tenders, awar ds and manages pur chasing contracts for supplies, services and equipment
for departments/region.

QUALIFICATIONS:

¢ Gradel2plus
¢ Purchasing Management Association of Canada certificate

KNOWLEDGE, SKILLS & ABILITIES:

I ntermediate computer skills

I nter per sonal and communication skills
Analytical and organizational skills
Ability to work independently

Valid driverslicense
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EXPERIENCE:

¢ Previous. Twenty-four (24) months previous experience working in a computerized
health care materialsinventory/stor es setting.
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KEY ACTIVITIES:
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Vendor Negotiation

Solicits/r esear ches service/lequipment/vendorsin conjunction with end-user.
Solicits quotations and requestsfor proposal.

Coordinatesthe evaluation of tendersand requests for proposal.
Submitsrequestsfor tenders.

Arrangesfor product/equipment demonstrations/evaluations.

Negotiates and awar ds ser vice/supply/capital equipment contracts.

Pur chasing Support

Completes department requisitions, checks for accuracy, verifies discrepancies.
Coordinates and channelswork to purchasing support staff (e.g., vendor research).
Assists with the development/implementation of policies and procedures.

Resear ches supplier gdistributor s and products/product alternatives (e.g., catalogues,
I nternet, business contacts).

Liaiseswith user departmentsregarding contractstenders.

Providestechnical explanation/advice on purchasing procedures and practicesto user
departments.

Reconciles and follows-up on purchase order ginvoices/damaged items/credit items and
late deliveries.

Expedites backorders.

Resolvesissues regarding quantity, quality and price.

Resear ches/monitor s product usage, price fluctuations, vendor performance.
Conducts auditson vendor performance.

Assists other departmentswith negotiating and administering service contracts.
Providesfollow-up on end-user satisfaction.

Assistswith the sale/disposal of used equipment.

Related Key Work Activities

Prepares statistical reports.

Assistswith SAHO Group Purchasing Agreements.

Participatesin the standardization review process.

Provides occasional guidanceto the primary function of others, including training.
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The above statements reflect the general details considered necessary to describe the principal
functions of the job and shall not be construed as a detailed description of all related work
assignments that may be inherent to the job.

Any revisions of this document recommended by the Joint Job Evaluation Maintenance
Committee must be approved by the Parties.

Validating Signatures:

CUPE: SEIU:
SGEU: SAHO:
Date: 2005
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