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Classification Specification
	

	
	2211200

	
	INVENTORY PURCHASING SPECIALIST II



Class Summary

The responsibilities of this classification include purchasing goods and services and ensuring documentation and inventory control.

Distinguishing Characteristics 
This is the second level within a three-level inventory purchasing classification series. This classification is distinguished from the other levels because incumbents work independently with minimal supervision and have a working knowledge of purchasing policies and inventory systems. Distinguishing duties also include stocking/receiving, cataloging and filing specialized/advanced parts, and keeping records. Incumbents do not make advanced decisions.

Examples of Duties (May vary by position)

The incumbents in this classification may perform all the functions of Level I in addition to the following:

1. Purchase goods, commodities and services. Obtain price quotes, research vendor sources, and select vendors for purchase of standard parts, materials, supplies, tools and services. Conduct price comparisons to identify savings.

2. Coordinate with central purchasing office. Prepare requests for purchasing authorization/limited procurement requisitions for minority/women business enterprises. Prepare change order requests. Assist with the preparation and review of bid specifications.

3. Receive, analyze and order critical and non-standard requests. Process standard non-inventory items. Update current computerized and manual pricing information.

4. Expedite operational orders/overdue/back orders.

5. Solve problems with accounts payable invoicing errors. Resolve discrepancies. Review billings for accuracy.

6. Manage inventory warehousing disbursements and document stock levels, process inventory purchases, perform cycle counts, perform physical inventory audits, ship and receive from warehouse, and perform material handling. Acknowledge receipt of goods and services. Maintain adequate supplies to meet user needs.

7. Maintain computerized internal purchasing/inventory records and information system. Input and research inventory and direct purchases, disbursements, inventory adjustments and the history of parts use. Update computer master files.

8. Monitor the use, storage and handling of hazardous materials.

9. Issue and maintain special tools and equipment.

10. Recommend strategies for surplus, sale and salvage of obsolete inventory items; gather items.

11. Help train new personnel.

12. Help track warranties and documentation.

13. Pick up and deliver items as required. Load and unload as required.
14. Perform other duties as assigned.
Knowledge/Skills (May vary by position)

Knowledge of basic accounting and bookkeeping principles
Knowledge of basic warehousing equipment and supplies
Knowledge of general office procedures and policies
Knowledge of purchasing procedures and practices
Knowledge of inventory control and management systems
Knowledge of heavy duty and industrial parts, fleet maintenance repair process
Knowledge of automated information reporting systems
Oral and written communications skills
Interpersonal skills
Basic mathematics skills
Decision making and conflict-resolution skills
Problem solving and analytical skills
Skill in the use of personal computers, word processors and database management software
Skill in handling a number of projects or tasks simultaneously
Skill in operating forklift and other material handling equipment
Skill in interpreting and evaluating manuals and catalogs
Licensing, Certification and Other Requirements

Some positions may require Washington State Driver’s License.

Some positions may require forklift operator certification.
Additional licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.

	FLSA Designation
	Non-Exempt

	Levels within same series
	Inventory Purchasing Specialist I, II and III
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