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Classification Specification
	

	
	4113100

	
	TRANSIT PURCHASING SPECIALIST



Class Summary

The responsibilities of this classification include purchasing and maintaining inventory levels of parts, supplies and equipment necessary to sustain transit revenue and non-revenue vehicle maintenance and facilities operations.
Distinguishing Characteristics

This is the first of a two-level Purchasing Specialist classification series.  Work involves purchasing the full range of parts, supplies and equipment required to support the operations of the business unit to which assigned which may include revenue vehicle maintenance, non-revenue vehicle maintenance or power and facilities business units.  Work includes maintaining adequate and cost effective inventories; expediting orders; evaluating and recommending new parts, supplies, equipment and vendors; and compliance with all King County purchasing policies, procedures, requirements and guidelines.  Work requires incumbents to learn and transfer new and expanded knowledge and skills as parts, components, materials and equipment are modified and updated.  Work is performed under the general supervision of a Lead Transit Purchasing Specialist or higher-level administrative supervisor.
Examples of Duties (May vary by position)

1. Manage and maintain efficient inventory levels based on fluctuating usage; receive, inspect, store and issue a variety of parts and accessories, building maintenance supplies and other materials.
2. Purchase a wide variety of parts and other transit equipment, tools and supplies; recommend vendors as required by agency purchasing procedures and based on comparisons of price, availability, quality of goods and vendor history of service, inventories, facilities and other available information.
3. Check and count parts and other requisitioned stock to ensure billing accuracy; check incoming stock against bill of lading, purchase order and delivery slip; itemize parts and stock on work orders and charge items to appropriate accounts.

4. Establish and maintain effective professional relationships with suppliers and customers.
5. Contact vendors and consult vendor catalogues to compile and assess information regarding required parts, equipment and materials; obtain telephone, fax, electronic and written quotes, document information and initiate purchases with vendors; create requisitions and prepare standard and limited purchase orders for approval as required.
6. Evaluate alternative sourcing and research and identify new vendors, parts, supplies and equipment; set up product tests and perform cost-to-value and cost-benefit analyses.
7. Develop and assist in the development of bid documents; review bids submitted; prepare factors for bid consideration and recommend and assist in final award of contract.
8. Prepare blanket purchase orders; maintain records of items on order and follow up on back ordered or non-delivered items; expedite orders as required; exercise judgment in vendor selection and prepare special purchase orders for parts or equipment needed in emergency situations.
9. Assist and coordinate project work associated with fleet retrofits, procurement of parts required for new fleet acquisitions; and requisition, purchase, monitor and expedite as required.
10. Document and establish stock levels; perform cycle counts and physical inventory audits; receive and ship parts, supplies and equipment; disburse warehouse inventory; recommend sale or salvage of obsolete inventory items.
11. Maintain required automated inventory, purchasing, accounting and vehicle maintenance systems and databases; review invoices for accuracy; process material receipts for payment; and resolve payment problems with accounting staff and vendors.
12. Pick up and deliver parts, supplies and equipment to transit and facility bases as required; load and unload product shipments using forklifts, overhead cranes and related warehouse equipment.
13. Perform other duties as assigned.
Knowledge/Skills
Knowledge of the full range of parts, supplies and equipment required to support a large fleet of diversified types of transit vehicles and the associated facilities

Knowledge of sourcing and vendors for the inventory of parts, supplies and equipment maintained

Knowledge of Federal Transit Administration and King County purchasing rules, regulations, requirements, policies and procedures
Knowledge of industrial, electrical and building maintenance materials and terminology
Knowledge of effective and cost efficient inventory control methods and practices

Knowledge and understanding of parts catalogs, schematics, technical specifications and performance characteristics of the full range of parts, supplies and equipment purchased
Knowledge of automated inventory, purchasing, accounting and vehicle maintenance systems and databases

Communication skills
Customer service skills

Interpersonal skills

Safety skills

Basic computer skills required to enter and extract information from automated vehicle maintenance systems and related software applications

Skill in mathematics

Skill in the operation of warehouse equipment

Skill in effectively handling multiple competing priorities

Skill in working with a variety of individuals from diverse backgrounds

Skill in establishing and maintaining effective working relationships 
Licensing, Certification and Other Requirements

Washington State Driver License
Willingness and availability to work different shifts on weekdays, nights, weekends and holidays

This is a classification specification and not an individualized job description.  Additional minimum qualifications may be established for individual positions based on business needs and are specified in position announcements as appropriate.
	FLSA Designation
	Non-Exempt

	Service Status
	Career Service

	Levels within same series
	Transit Purchasing Specialist, Transit Purchasing Specialist - Lead

	Class History
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