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                                                      CLASS:  ASSISTANT PROCUREMENT ENGINEER

     NOTE:  Each position within this classification may perform some or all of these tasks.
	Task #
	Task
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	1. 

	Develops statewide technical procurement standards and specifications in order to meet customer’s needs by using customer and supplier’s input, industry’s research, national and/or international standards and the Internet while ensuring the State’s purchasing operations are in compliance with Public Contract Code, State Administrative Manual (SAM) Sections 3503 and 3555, departmental policies and procedures and under the direction of management.

	2. 
	Identifies performance criteria of required products and services in order to meet customers’ needs by using technical expertise and reviewing customer’s operation and/or process, input from other users, customer’s and/or supplier’s, and the Internet while ensuring the State’s purchasing operations are in compliance with Public Contract Code, State Administrative Manual (SAM) Sections 3503 and 3555, departmental policies and procedures and under the direction of management.

	3. 
	Collects, analyzes and interprets technical engineering information in order to meet customers’ needs by using technical expertise and manufacturers’ documentation(s) (e.g., technical specification, manuals, etc.) and the Internet while ensuring the State’s purchasing operations are in compliance with Public Contract Code, State Administrative Manual (SAM) Sections 3503 and 3555, departmental policies and procedures and under the direction of management.

	4. 
	Identifies potential problems (e.g., equipment size, match inter member with existing equipment, etc.) in order to meet customer’s needs by using technical expertise, input from other users, customer’s and/or supplier’s, Internet, etc., while ensuring the State’s purchasing operations are in compliance with Public Contract Code, State Administrative Manual (SAM) Sections 3503 and 3555, departmental policies and procedures and under the direction of management.

	5. 
	Serve as liaison with departmental staff, other State agencies, public agencies, and/or suppliers in order to resolve and/or address problems or issues affecting the work unit operations or objectives while ensuring the State’s purchasing operations are in compliance with Public Contract Code, State Administrative Manual (SAM) Sections 3503 and 3555, departmental policies and procedures and under the direction of management.

	6. 
	Recommends solutions to management and/or customers in order meet customers’ needs by using technical expertise and information of identified problems while ensuring the State’s purchasing operations are in compliance with Public Contract Code, State Administrative Manual (SAM) Sections 3503 and 3555, departmental policies and procedures and under the direction of management.

	7. 
	Evaluates customer’s requests in order to limit competitive bidding by using technical expertise, industry research, the Internet, etc. while ensuring the State’s purchasing operations are in compliance with Public Contract Code, State Administrative Manual (SAM) Sections 3503 and 3555, departmental policies and procedures and under the direction of management.

	8. 
	Evaluates bid submittals to determine technical compliance to specifications by using bid requirements against product specifications, other bid submittals (e.g., certified test report and/or lab results), the Internet, etc. while ensuring the State’s purchasing operations are in compliance with Public Contract Code, State Administrative Manual (SAM) Sections 3503 and 3555, departmental policies and procedures and under the direction of management. 

	9. 
	Inspects potential products for quality and performance by visual inspection, measuring the products against bid requirements, etc. while ensuring the State’s purchasing operations are in compliance with Public Contract Code, State Administrative Manual (SAM) Sections 3503 and 3555, departmental policies and procedures and under the direction of management.

	10. 
	Audits potential supplier’s operations for quality and performance by using technical expertise and on-site visits while ensuring the State’s purchasing operations are in compliance with Public Contract Code, State Administrative Manual (SAM) Sections 3503 and 3555, departmental policies and procedures and under the direction of management.

	11. 
	Tests proposed products for quality and performance by using proposed equipment against bid requirements while ensuring the State’s purchasing operations are in compliance with Public Contract Code, State Administrative Manual (SAM) Sections 3503 and 3555, departmental policies and procedures and under the direction of management.

	12. 
	Observes supplier’s demonstration of proposed products to validate the quality and performance by using technical expertise and visual observation while ensuring the State’s purchasing operations are in compliance with Public Contract Code, State Administrative Manual (SAM) Sections 3503 and 3555, departmental policies and procedures and under the direction of management.

	13. 
	Conducts validation of proposed products for quality and performance by using technical, customer and supplier’s expertise, while ensuring the State’s purchasing operations are in compliance with Public Contract Code, State Administrative Manual (SAM) Sections 3503 and 3555, departmental policies and procedures and under the direction of management.

	14. 
	Prepares and submits various technical reports and/or charts (e.g., bid evaluation, site inspection, research findings, etc.) to provide information, recommendation, etc. by using technical expertise and writing skills, various office software (e.g., Excel, Microsoft Word, Access, etc.) in order to meet customer’s needs while ensuring the State’s purchasing operations are in compliance with Public Contract Code, State Administrative Manual (SAM) Sections 3503 and 3555, departmental policies and procedures and under the direction of management. 

	15. 
	Provides technical support to departmental staff and agency customers in order to meet customers’ needs by onsite visits, technical expertise, etc. while ensuring the State’s purchasing operations are in compliance with Public Contract Code, State Administrative Manual (SAM) Sections 3503 and 3555, departmental policies and procedures and under the direction of management.

	16. 
	Communicates verbally and/or writing in a professional and effective manner with those contacted in the work (e.g., management, departmental staff, customers, other state agencies, and/or suppliers, etc.) by using interpersonal skills and tact to establish and maintain effective working relationships.

	17. 
	Participates as a team member in engineering studies and/or special projects/initiatives in order to meet customer’s needs by using technical expertise, customer and supplier’s input, industry’s research, national and/or international standards and the Internet while ensuring the State’s purchasing operations are in compliance with Public Contract Code, State Administrative Manual (SAM) Sections 3503 and 3555, departmental policies and procedures and under the direction of management.  

	18. 
	Travels to customer, supplier and/or other sites located in various locations within or outside the state in order to meet customer’s needs while ensuring the State’s purchasing operations are in compliance with Public Contract Code, State Administrative Manual (SAM) Sections 3503 and 3555, departmental policies and procedures and under the direction of management.  

	19. 
	Coordinates and participates in meetings, workshops and/or conferences with customers, suppliers and colleagues in order to facilitate successful procurement of required goods and services, keep current with in the field and emerging technologies, and under the direction of management.

	20. 
	Makes presentations to departmental staff, agency customers, suppliers, on issues, procedures and/or processes related to the State’s procurement by using technical expertise, oral and written communication skills, visual aids, handout literature, etc. in order to keep participants informed and meet customer’s needs while ensuring the State’s purchasing operations are in compliance with Public Contract Code, State Administrative Manual (SAM) Sections 3503 and 3555, departmental policies and procedures and under the direction of management.  

	21. 
	Attends various training courses (e.g. technical, software, and departmental, etc.) to enhance job efficiency and keep current with in the field and emerging technologies.
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