
Job Title Buyer

Department
Institution South Orange County Community College District

Mission Viejo, California

 

Date Posted Dec. 4, 2025

 

Application Deadline Open until filled

Position Start Date Available immediately

 

Job Categories Classified Staff

 

Academic Field(s) Fiscal Services

Facilities/Maintenance/Transportation

 

Job Website https://www.schooljobs.com/careers/socccd/jobs/5149757/buyer
 

Apply By Email
 

Job Description

SUMMARY DESCRIPTION

Under direction from the Purchasing Supervisor, independently performs a variety of complex technical 
duties supporting the purchasing of supplies, materials, and services for the District; ensures 
compliance with all applicable state laws and district policies; coordinates District travel arrangements 
and the repair of District property; and performs a variety of tasks relative to assigned areas of 
responsibility. Requires considerable exercise of initiative and independent judgment to perform the full 
range of complex duties.
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DISTINGUISHING CHARACTERISTICS

This is the full journey level class within the Buyer series. Employees within this class are distinguished 
from the Senior Buyer in that the latter serves as a lead worker over lower level buying and purchasing 
staff in the absence of the Purchasing Supervisor. Employees at the Buyer level are fully aware of the 
operating procedures and policies of the work unit. Positions in this class series may be filled by 
advancement from lower-level purchasing classifications, or when filled from the outside, require prior 
experience.

 

REPRESENTATIVE DUTIES

The following duties are typical for this classification. Incumbents may not perform all of the listed 
duties and/or may be required to perform additional or different duties from those set forth below to 
address business needs and changing business practices.

Process purchase requisitions and issue purchase orders for a variety of equipment, supplies, 
materials and services at the most advantageous prices and terms.

Review purchase requisitions for accuracy and completeness; ensure proper authorization and 
supporting documentation; ensure compliance with applicable state laws, rules, regulations, and 
procedures; order commodities from state approved suppliers and contractors as required by law.

Prepare and mail competitive bid packages; receive, open, tabulate, review and analyze bids; 
recommend acquisition of materials, equipment, services, and supplies; ensure competitiveness of 
bidding process.

Draft specifications for materials, equipment, services and supplies to be obtained; maintain 
appropriate records on computerized system.

Process all printing supplies and stationery requisitions; serve as a liaison between printing vendors 
and the departments in obtaining samples, specifications and proof approval for each individual order.

Review contracts and purchase orders; maintain contact and negotiate with vendors; keep informed of 
market conditions and new products; evaluate vendor performance.

Process online internet orders as assigned; order, confirm, and request pre-payment for items to be 
received in a “Paid in Advance” status to meet departmental deadlines; note special instructions on 
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requisitions and orders so they can be processed in a timely manner; ensure compliance with state 
laws and district policies.

Receive requisition or verbal notification for equipment repair; contact vendor for repairs; schedule 
appropriate vendor; obtain proper authorization and supporting documentation; reconcile invoice upon 
completion of repair; forward invoice for payment.

Coordinate travel arrangements for personnel; ensure timely payments for conference registration, 
hotel and airfare; obtain proper authorization and supporting documentation; maintain travel and 
expenditures log.

Prepare purchase orders and other necessary documents related to the purchase of supplies and 
materials.

Confer with department representatives to determine purchasing needs, specifications and areas of 
standardization.

Process claims with vendors for damaged materials; monitor invoices for accuracy; obtain credits 
where appropriate.

Compile all maintenance contracts throughout the year; prepare spreadsheets for efficiently contacting 
vendors for repairs as needed; prepare clear and concise reports.

Reconcile monthly statements from vendors; confer with vendors regarding purchase orders, invoices, 
and payments.

Respond to vendor and staff inquiries in a courteous manner; provide information within the area of 
assignment; resolve complaints in an efficient and timely manner.

As assigned, train other department staff on the use of the purchasing system including purchasing 
procedures, input of requisitions into the system, and tracking of requisitions and payment dates.

Perform related duties as required.

 

QUALIFICATIONS
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The following generally describes the knowledge and ability required to enter the job and/or be learned
within a short period of time in order to successfully perform the assigned duties.

Knowledge of:

Operations, services, and activities of a comprehensive purchasing program for an educational 
institution.

Principles, practices, methods and techniques used in purchasing.

Applicable laws, regulations, policies, and procedures governing the purchasing process.

Types of supplies, materials, commodities, and services commonly used in educational institutions.

Principles and methods of negotiations.

Principles, practices, and procedures of inventory and quality control.

Office procedures, methods, and equipment including computers and applicable software applications 
such as word processing, spreadsheets, and databases.

Principles of letter writing and basic report preparation.

Basic principles and practices of accounting.

Principles and procedures of record keeping and filing.

English usage, spelling, grammar, and punctuation.

Ability to:

Evaluate quality and price of products to judge suitability of goods and alternatives offered.

Interpret and apply purchasing policies and applicable state laws and regulations.

Interpret and apply travel procedure requirements.

Analyze, evaluate and modify purchasing methods and procedures.

Operate office equipment including computers and supporting word processing, spreadsheet, and 
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database applications.

Maintain accurate records, controls and files.

Plan and organize work to meet changing priorities and deadlines.

Implement and maintain standard filing systems.

Work independently in the absence of supervision.

Understand and carry out oral and written instructions.

Work with and exhibit sensitivity to and understanding of the varied racial, ethnic, cultural, sexual 
orientation, academic, socio-economic, and disabled populations of community college students.

Communicate clearly and concisely, both orally and in writing.

Establish and maintain effective working relationships with those contacted in the course of work.

Report to work on a regular and consistent basis, as scheduled, to assigned job.

 

EDUCATION AND EXPERIENCE GUIDELINES

Any combination of education and experience that would likely provide the required knowledge and 
abilities is qualifying. A typical way to obtain the knowledge and abilities would be:

Education/Training:

Equivalent to two years of college level course work in business administration or a related field.

Experience:

Two years of responsible clerical purchasing experience, preferably within a public agency.
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Contact Information

Please reference Academickeys in your cover letter when
applying for or inquiring about this job announcement.

Contact

,
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