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EDITED TASK LISTING

                                                      CLASS:  ASSOCIATE MATERIALS ANALYST

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

	Task #
	Task



	1. 
	Create and manage one-time acquisitions, Master Agreements and statewide contracts for creating a purchasing vehicle for State agencies to acquire specific commodities or services, in accordance with the State Administrative Manual (SAM), Purchasing Authority Manual (PAM), State Contracting Manual, established Government Codes and Regulations, Senate Bills and legislation based on client need.

	2. 
	Survey state agencies and suppliers to gather feedback to determine the need for leveraged statewide contract in accordance with the State Administrative Manual (SAM), Purchasing Authority Manual (PAM), State Contracting Manual, established Government Codes and Regulations, Senate Bills and legislation.

	3. 
	Receive requests from State agencies in both hard copy and electronic format (desktop computer and automated purchasing software) for a wide variety of good and services to be used as the foundation for solicitation/contract development in accordance with the State Administrative Manual (SAM), Purchasing Authority Manual (PAM), State Contracting Manual, established Government Codes and Regulations, Senate Bills and legislation.

	4. 
	Analyze state agency requests for special requirements that are specific to the commodity, quantity, specifications, delivery terms, estimate price, suppliers, etc. in order to develop an appropriate specification in accordance with the State Administrative Manual (SAM), Purchasing Authority Manual (PAM), State Contracting Manual, established Government Codes and Regulations, Senate Bills and legislation.

	5. 
	Research industry standards, legislative requirements and policies and procedures governing governmental procurement to assure solicitation/contract compliance with industry standards and current legislative requirements by utilizing a personal computer in accordance with the State Administrative Manual (SAM), Purchasing Authority Manual (PAM), State Contracting Manual, established Government Codes and Regulations, Senate Bills and legislation.

	6. 
	Develop terms and conditions reflecting agency surveys, analysis of vendor usage reports, Procurement Division computer reports and historical data to assure solicitations/contracts accurately reflect state usage requirements utilizing an automated application (such as PIN and Excel) in accordance with the State Administrative Manual (SAM), Purchasing Authority Manual (PAM), State Contracting Manual, established Government Codes and Regulations, Senate Bills and legislation.

	7. 
	Working in a team environment with Specifications/Quality Control Section utilizing pertinent facts, historical data and current industry standards to achieve a desired level for establishing State standards and specifications in accordance with the State Administrative Manual (SAM), Purchasing Authority Manual (PAM), State Contracting Manual, established Government Codes and Regulations, Senate Bills and legislation.

	8. 
	Evaluate bid submittals based on requirements of the solicitation including: reviewing bid prices, specification compliance, delivery terms, brand and models offered, recycle content, etc., utilizing an automated process such as Excel spreadsheets to determine the proposed awardee (or awardees) in accordance with the State Administrative Manual (SAM), Purchasing Authority Manual (PAM), State Contracting Manual, established Government Codes and Regulations, Senate Bills and legislation.

	9. 
	Conduct a Life Cycle Costing analysis and apply preference programs such as Small Business, DVBE, TACPA/EZA, and LAMBRA, and multiple alternative award methods in order to determine a bidder’s compliance with the solicitation requirements and assure award is in compliance with all legislative mandated requirements.

	10. 
	Investigate supplier and/or agency complaints by initiating telephone inquiries, e-mail communications, and/or site visits to negotiate settlements between suppliers and State agencies utilizing knowledge of state purchasing procedures and policies to resolve agency, bidder, or awardee questions and disputes.

	11. 
	Communicate regularly with suppliers and agency representatives using telephone, facsimile and e-mail interaction to ensure all terms, conditions and requirements of the contract are met.

	12. 
	Monitor contract compliance according to terms and conditions by reviewing reports on usage and product inspections.

	13. 
	Schedule and facilitate statewide site visits, to confirm specification requirements and answer supplier/agency questions regarding the specific contract requirements.

	14. 
	Prepare correspondence using personal computer, to suppliers and agency representatives that include goal attainment letters, stop work orders, legal responses, legislative responses, contractor compliance letters, sample requests, or contract amendments in accordance with the State Administrative Manual (SAM), Purchasing Authority Manual (PAM), State Contracting Manual, established Government Codes and Regulations, Senate Bills and legislation.

	15. 
	Notify Dispute Resolution Unit of any protested award, which may include protests and complaints against solicitation; protests against proposed awards; and any contract disputes and related issues, by providing a copy of the supplier protest and supporting documentation in accordance with office policies and procedures.

	16. 
	Research and prepare written responses to supplier protest including letters, memorandums, reports, etc. for Dispute Resolution Unit, the Victim Compensation and Government Claims Board and/or Office of Administrative Hearings.

	17. 
	Participate as a subject matter expert in protest meetings and/or testify at hearings with the Victim Compensation and Government Claims Board and/or Office of Administrative Hearings to provide complete history of proposed contract award/requirements.

	18. 
	Prepare a detailed report that may include all facts concerning vendor’s bids that have been rejected and/or detailed reports, including chronology of events, for the Victim Compensation & Govt. Claims Board in cases involving potential bid protests to Procurement management fully analyzing all pertinent contract information in accordance with written instructions from PD management.

	19. 
	Reconcile differences between actual product on hand vs. electronic inventory to produce a correct inventory count utilizing electronic database programs in accordance with SAM.

	20. 
	Identify the inventory process, annual, bi-annual, quarterly or cycle count that would be most beneficial to the business needs of the state utilizing an electronic database program in accordance with standard policies and procedures.

	21. 
	Analyze space utilization, such as racking vs. bulk storage or narrow aisle vs. wide aisle, to ensure the most efficient and cost effective management of storage space.

	22. 
	Determine best method of distribution management utilizing rules and regulations governing the transportation of goods.
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