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Operates a microcomputer, typewriter, printer, 10-key calculator, copier, and other peripheral equipment 
 
Effectively uses purchasing information systems to retrieve and process purchase requisitions, assign 
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EDUCATION AND EXPERIENCE 
 
Generally, any combination of education and experience that could provide the required knowledge and 
abilities is qualifying.  A typical method of demonstrating these qualifications would be: A Bachelor’s 
degree with a major preferably in Business Administration, Accounting or a related field and a minimum 
of two years of increasingly responsible experience as a Buyer, preferably in a public or educational 
agency. 
 
 
Bargaining Unit: Office, Technical, and Business Services (OTBS) Unit 
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