
 

Job Title:  Purchasing Specialist/Travel Assistant  Wage/Hour Status: Non-Exempt 

                   

Reports To: Director of Purchasing       Pay Grade:   Para Group 5            

                  

Dept. /School: Purchasing Department    Date Revised:  05/31/2018 

 

Primary Purpose: 

Assist in the procurement of materials and equipment for the district; updating of vendor contract information, 

follows established purchasing procedures to process bids and purchase orders, and travel inquiries. 

 

Qualifications: 

Education/Certification: 

       High School diploma or equivalent. 

 

Special Knowledge/Skills: 

Must possess required knowledge and be able to explain and demonstrate, with or without reasonable 

accommodations, that the essential functions of the job can be performed and be able to explain and 

demonstrate, with or without reasonable accommodations, that the essential functions of the job can be 

performed. This includes but is not limited to:   

 Purchasing terminology and processes 

 Invoices, requisitions and purchase orders 

 On line tracking and management systems 

 Compliance requirements for contracts 

 Maintaining an established work schedule 

 Effectively using organizational and planning skills with attention to detail and follow through. 

 Providing customer service to budget authorities and end users 

 Maintaining data and information systems 

 Maintaining confidentiality of work related information and materials 

 Establishing and maintaining effective working relationships 

 

Experience: 

Three or more years of related work experience. One or more years of purchasing experience or senior level 

administrative experience with procurement credit card systems, substantial purchasing, data tracking and 

administration duties in public education environment.   

 



Major Responsibilities and Duties: 

 

1. Responsible for entering District-wide purchase orders, purchase orders between two budget owners, 

and documenting the receiving records for same. 

2. Provides assistance with the Ticketracker Program for Campuses and Departments.  Setting up and 

maintaining web pages, users and trainings. 

3. Responsible for editing, updating, reviewing vendor contracts and expiration dates for compliance with 

purchasing laws and regulations. 

4. Provides assistance with the updating of approved vendor databases, purchasing databases, and 

contract management. 

5. Provides and/or assists with trainings as necessary for the Purchasing Department with Campus or 

Departments. 

6. Assists in the development of training materials, newsletters, brochures, forms, procedures and 

notices for budget authorities, Purchasing and other Business Services Departments. 

7. Utilize effective communication skills; ensure that all interactions are supportive, courteous and 

respectful. 

8. Coordinate all travel inquiries, including answering questions, setting up new accounts, and setting up 

payment processes. 

9. Serves as a liaison with the traveler, Accounts Payable and Finance as it concerns travel. 

10. Conducts research, analysis and recommendations on matters related to Travel. 

11. Assist with hotel and airline reservations for all district staff and students. 

12. Create and maintain an up to date travel guide to ensure District’s travel rules and regulations are 

followed.   

13. Assist District staff with the planning and execution of large travel group arrangements. 

14. Provides customer service assistance to budget authorities and end users district-wide; reports non-

compliance findings to budget authorities and program administrators; follows up with district staff 

regarding all outstanding travel. 

15. Other duties as assigned.   

 

Supervisory Responsibilities:  

None 

 

Equipment Used: 

Demonstrated proficiency using standard office software applications. 

 

Working Conditions: 

Mental Demands/Physical Demands/Environmental Factors: 

Occasional lifting of objects up to 25 pounds. 

Work with frequent interruptions. 

Subject to standing, walking, sitting, bending, reaching, kneeling, repetitive hand motions, pushing and pulling. 



Work is performed in a standard office environment. 

 

NOTE: The foregoing statements describe the general purpose and responsibilities assigned to this job and 

are not an exhaustive list of all responsibilities, duties, or skills that may be required. 

 

 


