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Contract Administrator / Purchasing Manager

	Department:
	Finance	
	Reports To:
	Finance Director
	Division:
	Finance	
	FLSA Status:
	Exempt
	Pay Grade/Range:
	13	
	Revision Date:	
	10/20/2016


GENERAL STATEMENT OF JOB

Manages the procurement of complex construction and services contracts to include Request for Proposal (RFP), Request for Qualification (RFQ), Invitation to Bid (ITB), and all related documentation. 

Maintain knowledge of current trends, laws, regulations and practice in public procurement and implements as applicable to City operations. Negotiates, implements and monitors or manages contractual and use agreements to assure effective delivery of goods and services.  Ensures compliance to contract.  Responds to inquiries and audits and re-inspects as necessary.  Researches and compiles statistics on demographic factors various markets and economic conditions.   Approves or denies adjustments. 

Must be a self-starter and be self-motivated, be able to work under pressure and under deadlines, able to set priorities, and with good judgment and business sense.

Strengths are the unique combination of talents, knowledge, and skills that every person possesses. People use these innate traits and abilities in their daily lives to complete their work, to relate with others, and to achieve their goals. But most people don’t know what their strengths are or have the opportunity to use them to their advantage. At the City of Centennial you will have an opportunity to find out what your strengths are, using StrengthsFinder, and work in a culture of engagement, measured by the Gallup Q12©,  and do what you do best every day.

ESSENTIAL DUTIES
The following statements are illustrative of the essential duties of the job and do not include other nonessential or peripheral duties that may be required. The City of Centennial retains the right to modify or change the essential and additional functions of the job at any time.  

Formulates procurement strategy in alignment with agency policies, and objectives 
Directs the administration of complex, long-term services & major construction contracts
Develops or assists in development of scope of work, evaluation methodologies, price proposal structures and all aspects of contract formulation. Suggests and supports argument for contract types for a given purchasing situation 
Organizes and leads purchasing project teams pursuant to a specific agency need 
Reviews and approves/executes RFPs, ITBs, RFQs and contracts  
Plans and conducts negotiations to achieve agency pricing objectives 
Trains and mentors City employees and contractors in purchasing procedures and techniques 
Researches capabilities of vendors and suppliers
Identifies a pool of vendors/suppliers as candidates for project consideration 
Assists in the negotiation of contracts with an optimum mix of price and quality 
Assesses the quotations submitted and selecting the bidders with which the commercial/financial negotiations may be conducted 
Sets targets as to the result to be achieved in price negotiations 
Conducts the financial and contract negotiations at the appropriate management level 
Identifies and analyzes economic developments in the market 
Manages the competitive bidding and selection process 
Analyses data and prepares reports and recommendations
Negotiates contract terms, pricing and payment schedule, ensuring that the agreements with the vendors / suppliers are commercially advantageous 
Other duties as assigned

The duties listed above are intended only as illustrations of the various types of work that may be performed.  The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment connected to the position.

KNOWLEDGE, SKILLS AND ABILITIES

Requires a command of purchasing principles, methodologies, and concepts commensurate with all purchasing applications. 
Ability to clarify goals and reach agreement maintaining the interests of all parties 
Ability to keep up-to-date with market trends and new developments utilizing information for business improvement 
Ability to build and maintain excellent relationships with colleagues and clients 
Ability to overview situations, review and evaluate, defining set plans to achieve business goals 
Ability to problem-solve at a strategic level, working with others to reach a resolution 
Ability to achieve accurate and timely results 
Strong skill set in customer service, relationship building, written and oral communication and attention to detail
Ability to interact with departments within an organization and to manage multiple priorities in a fast paced and demanding environment
Medium to advanced competency in Microsoft Office products (Word/Excel/PowerPoint)
Basic financial analysis skills

MINIMUM EDUCATION, TRAINING AND EXPERIENCE

Requires a Bachelor’s degree in Purchasing, Business, or related field. 
Three years of experience in a major Purchasing environment to include public sector contracting experience. 
Requires experience in the field of marketing and sales or contract research.  CPPB certification or the ability to obtain within one year of hire. 
Requires an equivalent combination of education, training, or work experience that produces the knowledge, skills, and abilities to perform the essential duties and responsibilities of the position. 

REQUIREMENTS TO PERFORM ESSENTIAL JOB FUNCTIONS

Must be able to perform the essential functions of this job, with or without accommodation. 

Physical Demands
The person in this position must be able to remain in a stationary position 50% of the time; needs to occasionally move about inside the office to access file cabinets, office machinery, etc. Occasionally moves office equipment weighing up to 30 pounds. The person in this position frequently communicates with Council members, staff, vendors, and residents; must be able to exchange accurate information in these situations. Must be able to identify Council members, staff, vendors, and residents, as applicable. Must be able to observe, assess, record, and interpret information. 

Work Environment
Work is performed primarily in an office setting with in-person and telephone contacts and may involve frequent interruptions. Work may require attendance at evening and/or weekend meetings.  

Equipment Used/Required
Frequently operates a computer and other office productivity machinery, such as a calculator, copy/fax machine, and computer printer.

EXPECTATION OF ALL EMPLOYEES
[bookmark: _GoBack]Support the City’s mission and values. 

Mission – The City of Centennial is dedicated to providing a high quality of life, delivering superior customer service and achieving the highest professional standards. We strive to uphold our Mission by adhering to our organizational values.  

Values – How We Govern 
Efficient, Effective, Responsive, Accountable, and Innovative 

Values – How We Treat Each Other 
Respect, Integrity, Partnership, Trust, and Personal & Professional Development 



The job description does not constitute an employment agreement between the employer and employee and is subject to change by the employer as the needs of the employer and requirements of the job change.


The City of Centennial is an Equal Opportunity Employer
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