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DEPARTMENT OF PUBLIC WORKS

Purchasing Services Officer 2

 

 

CLASSIFICATION:
Purchasing Services Officer 2 (#4332)

 

SALARY GROUP:
AR 24 ($59,711 - $74,879 annually or $2,287.78 - $2,868.93 biweekly)

 

PROGRAM/UNIT:
Procurement Unit

 

LOCATION:

Hartford

 

SHIFT:


Full-time 40 hours

 

Closing Date: 
August 10, 2007
 

Eligibility: Candidates must have applied for and passed the Purchasing Services Officer 2 exam and be on the current certification list promulgated by the Department of Administrative Services.  State employees currently holding the above title or those who have previously attained permanent status in the class may apply for lateral transfer

 

Purpose of Class:

This class is accountable for performing the most complex, technical procurement and/or acting as a working supervisor for lower level purchasing classes engaged in the requisition, purchasing and storage of materials, supplies, equipment and contractual services of a large purchasing operation.

 

Guidelines For Class Use:

This is an advanced professional working and/or lead level class and is distinguished from lower level purchasing classes by principal responsibility for highly complex and technical purchasing requiring considerable open-market buying and/or supervising purchasing and storage functions in agencies with large volume purchasing requirements.

 

Examples of Duties but not limited to:

Assumes responsibility for fulfilling highly complex or high volume purchasing requirements of agency; performs open market buying including determining which supplies, distributors, products and commodities to use; prepares or revises complex specifications for obtaining supplies, equipment and contractual services; selects sources, solicits and reviews competitive bids to contract for best terms; supervises preparation of requisitions and purchase orders for materials, supplies, equipment and contractual services; analyzes and interprets price trends and market conditions; inspects commodities delivered for conformance to more complex specifications; directs operation of large stores facilities; prepares inventory, commodity use and other statistical reports; provides staff training and assistance; conducts or assists in conducting performance evaluations; acts as liaison with other operating units, agencies and outside officials regarding unit policies and procedures; may determine priorities; may assign and review work; may establish and maintain unit procedures; performs related duties as required.
 

Minimum Qualifications Required Knowledge, Skill and Ability:

Considerable knowledge of purchasing methods, principles and procedures including specification writing; knowledge of types, characteristics, supply sources and market factors of supplies and equipment; knowledge of business law as it applies to purchasing contracts and sales; knowledge of inventory control procedures and record keeping; interpersonal skills; oral and written communication skills; some supervisory ability.

 

Interested candidates must forward all the following: a completed State Employment Application (PLD-1), cover letter and resume by August 10, 2007 to:

 

Susie Carlson

DAS/Small Agency Resource Team

165 Capitol Avenue, 5-East

Hartford, CT  06106

Fax: (860)622-4939 or E-mail: susie.carlson@ct.gov
To obtain a State PLD-1 log onto www.das.state.ct.us/exam.

 

Note: Due to the large number of applications received, we cannot confirm receipt of applications.

 

The Department of Public Works is an Affirmative Action/Equal Opportunity Employer.

Reemployment and SEBAC candidates will be given first preference.

Recruitment practices will be in accordance with State policies and procedures.
 

 

 


