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SANTA CRUZ CITY SCHOOLS 
JOB DESCRIPTION 

BUYER 

 

DEFINITION:     
Under the direction of the Assistant Superintendent of Business Services, perform a variety of duties in 

the area of purchasing; procure supplies, equipment and services in accordance with established policies 

and procedures; prepare, and follow instructions for bid specifications and quotations; prepare and write 
bids and service contracts; assist in the coordination of the purchasing operations of the district; perform 
complex and technical functions of buying and contacting vendors.  
 
ESSENTIAL DUTIES AND RESPONSIBILITIES:   

 Procure supplies, equipment and services in accordance with established District policies, 
procedures and state procurement laws; submit Request for Quotes and Request for Proposals; 
place orders utilizing mail, email, fax and online purchases; record items received in 
computerized system; maintain District’s inventory control systems; assist in warehouse inventory 
control and buying. 

 Process requisitions and change orders for the purchase of materials, supplies and equipment; 
maintain sources of supply using a vendor database maintain vendor files; maintain detailed 
specifications and shipping and delivery information; negotiate with vendors to obtain supply 
purchase price and delivery date; meet and work with vendors in resolving issues. 

 Track independent contractor activity; prepare DE542 purchasing report for State; process 1099 
and prepare report for County Office of Education; prepare purchase orders and writes 
specifications for bids and service contracts; negotiate and maintain lease agreements; maintain 
District agreements for copiers and other equipment.  

 Tabulate and analyze bids; recommend suppliers to whom bid should be awarded based on price 
and compliance with specifications.  

 Consult with District departments on purchasing needs; advise on new products and services as 
well as purchasing policies and procedures; train site secretaries on purchasing policies and 
procedures; assist account technicians and site secretaries on selecting correct account strings, 
available vendors, producing purchase order reports and monitoring purchasing budgets.   

 Participate in available training to meet new technology standards; maintain updated information 
on California Education Code, Public Contract Code, Board Policies; ensure department 
compliance with codes, policies and procedures.  

 Prepare reports, documents and correspondence related to purchasing activities as required by 
District staff or auditors; maintain records related to procurement processes. 

 Ensure inventory of copier room supplies, including paper, toner and other materials; assist staff 
in resolving issues related to copier use; drive a vehicle to conduct work.  

 

OTHER DUTIES: 

 Perform related duties as assigned. 

REQUIRED QUALIFICATIONS:  
 
Education and Experience: 

 Any combination equivalent to:  Associates degree in business, accounting or related field or 
related field and three years of responsible purchasing experience, preferably in a public agency.    
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Licenses and other Requirements 
 Valid Class C California Driver's License and evidence of appropriate insurance. 

 
Knowledge of:  

 Purchasing policies, practices, procedures and terminology. 
 Local vendors and sources of supply. 
 Technical aspects of purchasing materials, supplies and equipment. 
 Applicable laws, rules and regulations related to the purchasing operation. 
 Marketplace and commodity prices and practices. 
 Use and terminology of requisitions, purchase orders, receivers and other purchasing documents.   
 Record-keeping and report preparation techniques. 
 General accounting practices, procedures and terminology. 
 Operation of a computer and assigned software. 
 Interpersonal skills using tact, patience and courtesy. 
 Oral and written communication skills. 
 Correct English usage, grammar, spelling, punctuation and vocabulary. 
 Mathematical computations. 

 
Ability to: 

 Perform a variety of technical duties involved in the purchasing of various materials, products and 
services for the District. 

 Prepare, review, verify and process purchasing forms and documents including requisitions and 
purchase orders. 

 Verify accuracy and completeness of order information including adequate funding, required 
signatures, pricing, product, service and delivery information. 

 Order items and services in accordance with established policies and procedures. 
 Learn, interpret, apply and explain laws, codes, rules, regulations, policies and procedures. 
 Identify, investigate and resolve discrepancies. 
 Maintain, reconcile and account for inventory of fixed assets. 
 Utilize an assigned computer system to input, process and generate purchase orders. 
 Establish and maintain cooperative and effective working relationships with others. 
 Work independently with little direction. 
 Meet schedules and time lines. 
 Communicate effectively both orally and in writing. 
 Maintain records and prepare reports. 
 Perform mathematical calculations with speed and accuracy. 

 

WORKING CONDITIONS: 

Work Environment:  
 Indoor/Office environment. 
 Drive a vehicle to conduct work.  

 
Physical Demands: The physical demands described here are representative of those that must be met 
by an employee to successfully perform the essential functions of this job. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 

 Hearing and speaking to exchange information. 
 Dexterity of hands and fingers to operate a computer keyboard. 
 Seeing to read a variety of materials. 
 Sitting for extended periods of time.  
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The information contained in this job description is for compliance with the Americans with Disabilities Act 
(A.D.A.) and is not an exhaustive list of the duties performed.   

Approved by Personnel Commission: 3/3/2015 

Approved by Governing Board: 1/14/2015 

Salary Range: 36 

Revised:  


