OFFICE ASSISTANT - PURCHASE

DISTINGUISHING FEATURES OF THE CLASS: Under general supervision, an
incumbent of this position performs various clerical and office support functions to monitor
a large inventory of equipment and supplies, using a manual and/or automated system,
and processing purchase requisitions/orders to replenish supplies in accordance with
established levels to meet operating requirements of the department. This involves
considerable contact with users to insure appropriate order and also with vendors to
expedite, correct and follow up on backed-up or incorrect orders or deliveries.
Responsibility also involves maintaining accounts of expenditures to insure adequate
funds for purchase orders. Supervision may be exercised over lower level clerical
employees. Does related work as required.

EXAMPLES OF WORK: (lllustrative only)

Prepares and processes purchase requisitions for all material, supplies and equipment in
accordance with established County procedures;

Maintains a register of purchase requisitions using a manual or automated system;

Contacts vendors regarding service contracts, outstanding orders or incorrect deliveries in
order to expedite the delivery of needed supplies;

Maintains a detailed inventory of supplies, and prepares requisitions to replenish stock
items as needed;

Verifies all material received for accuracy and releases invoice for payment;

Keeps accurate records of expenditures against the approved budget to insure adequate
funds;

Types purchase orders, requests for price quotations, bids, etc.;
Maintains directory of vendors, material category indices, contract files, etc.;

Makes small emergency purchases and issues orders for general contractual items and
for routine purchases in small quantities, as authorized;

Handles correspondence relating to claims;
Supervises support staff in the maintenance of inventory items;
Maintains time and attendance records of unit employees;

Performs related clerical tasks to insure the effective operation of the department.
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REQUIRED KNOWLEDGE, SKILLS, ABILITIES AND ATTRIBUTES: Good knowledge of
modern office practices, procedures, and equipment; good knowledge of the mechanics of
purchasing; ability to maintain detailed records and files; ability to comprehend and carry
out complex oral and written instructions; ability to supervise the work of others; ability to
type at a speed of at least 35 words per minute; initiative; integrity; resourcefulness; tact;
physical condition commensurate with the requirements of the position.

MINIMUM ACCEPTABLE TRAINING AND EXPERIENCE: Possession of a high school
diploma and four years of clerical experience, one of which must have involved the
ordering of supplies and one of which must have involved typing, word processing or data
entry.

NOTE: Satisfactory completion of 30 credits of a college or business school or secretarial
school may be substituted for each year of the above required clerical experience.

*SPECIAL NOTE: Education beyond the secondary level must be from an institution
recognized or accredited by the Board of Regents of the New York State Education
Department as a post-secondary, degree-granting institution.
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