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Shawnee Mission USD 512 – Purchasing Manager

https://www.smsd.org/human-resources/job-opportunities
Shawnee Mission School District is accepting applications from qualified candidates for the position of Purchasing Manager.  The salary range for this position is $65,921 to $88,585.  Job description is below.

Applications will be accepted until a successful candidate is found. If timing permits, the intent is to have the replacement purchasing manager in place in time for 2 – 3 weeks of training by the current purchasing manager until her retirement December, 2021. Applications must be received online from our district website.

Link to application: https://www.applitrack.com/smsd/OnlineApp/default.aspx?Category=Administration
Contact CFO Russell Knapp if you have any questions about this position.  RussellKnapp@smsd.org 913-993-6478.

CLASSIFIED EMPLOYEES
SHAWNEE MISSION PUBLIC SCHOOLS

POSITION DESCRIPTION

POSITION TITLE:
Purchasing Manager
DIVISION:
District Operations
DEPARTMENT:  Business Services
DAYS Scheduled:
12 Months

SALARY SCHEDULE:
Management & Professional Exempt, Grade 6

REPORTS TO:
Chief Financial Officer
I.
GENERAL DESCRIPTION
Under the direction of the Chief Financial Officer, the Purchasing Manager is responsible for supervision of all functions of the purchasing department, including coordinating and supervising all district purchases, bids, contracts, leases and other purchasing services.  

II.
EXAMPLES OF DUTIES AND RESPONSIBILITIES
A. Administers the purchasing team in conformity with the policies and procedures of the Board of Education, federal, state and local laws, regulations and mandates.
B. Communicates District goals, objectives, policies and procedures to staff members, vendors and the community.
C. Develops and supports attainment of department goals with staff members.
D. Promotes and supports collaboration amongst all district staff members.
E. Ensures that bids are properly prepared, let, recorded and opened to the public as described in state statutes and Board of Education policies.
F. Establishes and monitors guidelines for vendor selection.
G. Monitors and updates the purchasing calendar and coordinates with administrators for the purchase of goods and services on a timely basis.
H. Controls purchase order generation and distribution in accordance with Board of Education policies.
I. Maintains all contract files. The supervisor provides motor vehicle checks and reports in compliance with district policy.
J. Follows the district employment process when selecting and assigning candidates to purchasing positions.
K. Attends, participates and/or coordinates, when appropriate, department, district, local and state meetings.
L. Demonstrates commitment for professional development including organizing, participating in and supporting department professional development activities.
M. Perform any other related work as assigned.  Duties are at all times subject to review, delegation, or reassignment.

III.
TRAINING, SKILLS, AND EXPERIENCE REQUIREMENTS
A.
Graduation preferred from an accredited college or university with at least an Associates Degree in business, public school administration or related field.
B.
Five years of successful experience in a purchasing or business department of a school district or related organization.
C.
Knowledge of principles and practices of public school education and related purchasing services and ability to apply them to the needs of the district.
D.
Ability to plan, organize and coordinate purchasing programs.
E.
Ability to supervise others and develop effective working relationships with the staff, vendors and community.
F.
Knowledge and ability to utilize appropriate technology including department software.
G.
Ability to collaborate and communicate effectively both verbally and in written language.
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