SANTA CLARA COUNTY OFFICE OFK ED



Participates in or provides training sessions on purchasing policies and procedures, and on-line
purchasing systems

Attends and participates in meetings and related activities as assigned

Performs other duties as assigned.

Knowledge of:

General purchasing concepts, principles and practices
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Office methods, practices, procedures, and equipment

Microcomputer operations, hardware and software used in preparing reports

Proper English usage including grammar, punctuation, spelling, and sentence structure
Ability to:

Learn appropriate regulations applicable to purchasing and accounts payable

Perform arithmetic calculations with speed and accuracy

Operate standard office equipment including microcomputer, typewriter, calculator, copier, and fax
machine

Learn to use or use on-line purchasing systems, word processing and spreadsheet software application
programs

Understand and carry out directions independently

Communicate effectively and tactfully in both oral and written form
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BARGAINING UNIT: Substitute Workers Unit

WORKING ENVIRONMENT: Indoor, classroom and outdoor settings. The noise level in the work environment
is usually moderate.




