The City of Bedford, Ohio has an opening for a PURCHASING CLERK.   The position is part time (20 hours/week) and non-union.  The salary will be based upon qualifications and experience.  Please submit an application/resume to hangelo@bedfordoh.gov or send to the City Manager, 165 Center Road, Bedford, Ohio 44146, by February 15, 2013.  The City hopes to fill the position very soon.
NATURE OF WORK


This is a technical clerical position involving the recording of purchase of goods, supplies, and services for all municipal departments.



Work involves responsibility for the maintenance of purchase order records and files, verifying correct account codes, amounts, vendors, and entering this data into the software system of the Finance Department, and the provision of general clerical and typing support.  Work is performed in accordance with established procedures, policies, rules, and regulations under general supervision of the City Manager and Office Manager who review work through observation and conferences for results obtained.  This position will also work closely with related work in the Accounts Payable position.  

ILLUSTRATIVE EXAMPLES OF WORK

Prepares purchase orders for all departments.

Prepares requisitions for contracts that are bid and approved by City Council.

Issuing purchase order numbers upon request by department employees responsible for purchasing.

Enters purchase order data into the city’s software and network computer system.

Verifies purchase authority, quantity prices, and account codes upon receipt of requisition and invoice by departments to assure conformance with purchasing policy.

Advises departments on suppliers of goods and services at cost effective prices.

Provides central purchasing for office supplies, stationery and printed forms.

Assists other departments as needed.

Answers telephone inquiries.

Provides clerical support by creating reports, typing letters, memos, reports and related material.
Required to abide by all city policies and procedures as established by the administration for all employees.

Performs related duties as assigned.

REQUIREMENTS OF WORK

Graduation from high school, considerable computer and accounting clerical experience, or any equivalent combination of training and experience which provides the following knowledge, abilities, and skills:

Knowledge of business English, grammar, and punctuation.

Knowledge of standard office practices, procedures, equipment, and clerical techniques.

Ability to make arithmetic calculations rapidly and accurately.

Ability to learn assigned tasks readily and to adhere to prescribed City procedures.

Ability to distinguish confidential material and apply City standards for security and privacy.

Ability to communicate effectively, orally and in writing.

Ability to understand City budget provisions.

Ability to understand City financial data, accounting structure, and proper accounting procedures.

Ability to operate computer equipment and software after a reasonable period of training.

Ability to maintain required records orderly and in good condition.

Ability to maintain effective working relationships with employees, suppliers, and the general public.

