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FINAL ‘EDITED’ TASK LISTING

                                                      CLASS:  PURCHASING MANAGER, PD
NOTE:  Each position within this classification may perform some or all of these tasks.

	Task #
	Task



	
	SUPERVISION


	1. 
	Plan, supervise, direct, and oversee the work activities of various programs (e.g., Technology Acquisitions, One-Time Buys, Master Contracts, Food Purchasing, Multiple Award Program, California State Contracts Register, State Procurement and Contract Registration System, Purchasing Information Network, Cal Card, Graphic Support, Customer Service, Engineering, Records Management, Warehouse and Distribution Services, State Property Reutilization, Federal Surplus Property, Transportation Management, Office Information Officer) under the direction of the Assistant Deputy Director of the Procurement Division.

	2. 
	Recognize, reward, and/or reinforce the efforts and accomplishments of staff and appropriately celebrate employee achievements according to bargaining unit agreements, state rules, regulations and departmental policies and guidelines.

	3. 
	Document employee performance for coaching, counseling, and disciplinary activities using various tools and/or equipment (e.g., computer software, memos, letters, standard forms, files, etc.) according to bargaining unit agreements, state rules, regulations and departmental policies and guidelines.

	4. 
	Complete employee performance evaluations and probationary reports indicating accomplishments, performance goals, and areas of improvement using standard departmental forms (i.e. Individual Development/Training Plan, Merit Salary Adjustments, etc.) according to bargaining unit agreements, state rules, regulations and departmental policies and guidelines.

	5. 
	Provide review and approval of employee performance evaluations and probationary reports prepared by subordinate managers and supervisors as needed to bring employee performance in line with job performance expectations.

	6. 
	Provide coaching to subordinate staff relating to the tasks of the job to improve performance and productivity using interpersonal, mediation and/or supervisory skills according to bargaining unit agreements, state rules, regulations and departmental policies and guidelines.

	7. 
	Resolve disagreements and conflicts between staff members using interpersonal, mediation, facilitation and/or supervisory skills in order to achieve and/or maintain a cohesive, productive staff.

	8. 
	Determine the need for appropriate disciplinary action for employees in the work unit to improve employee performance according to bargaining unit agreements, state rules, regulations and departmental policies and guidelines.

	9. 
	Recommend appropriate disciplinary action for employees in the work unit using interpersonal, mediation and/or supervisor skills to improve employee performance according to bargaining unit agreements, state rules, regulations and departmental policies and guidelines.

	10. 
	Apply appropriate disciplinary action to employees in the work unit using various tools and/or methods (e.g., Adverse Action, Counseling Memorandum, etc.) to improve employee performance and/or maintain continuity and completion of work assignments.

	11. 
	Provide review and approval of disciplinary action recommended by subordinate managers and supervisors using various tools and/or methods (e.g., Adverse Action, Counseling Memorandum, etc.) to improve employee performance and/or maintain continuity of completion of work assignments.

	12. 
	Interpret provisions of collective bargaining agreements to ensure compliance in the course of supervising represented employees.

	13. 
	Administer provisions of collective bargaining agreements to ensure compliance in the course of supervising represented employees.

	14. 
	Promote the department’s equal employment opportunity policies and practices in making hiring decisions and employment decisions.

	
	WORK UNIT/BRANCH OPERATIONS  (Managerial/Program Mgmt)

	15. 
	Direct the staff and activities of several Procurement program areas (e.g., Technology Acquisitions, One-Time Buys, Master Contracts, Food Purchasing, Multiple Award Program, California State Contracts Register, State Procurement and Contract Registration System, Purchasing Information Network, Cal Card, Graphic Support, Customer Service, Engineering, Records Management, Warehouse and Distribution Services, State Property Reutilization, Federal Surplus Property, Transportation Management, Office Information Officer) in accordance with State, federal and/or departmental laws, rules, regulations, policies and/or guidelines for procurement activities. 

	16. 
	Develop and/or maintain policies and procedures to provide for the effective operation and/or implementation of several Procurement program areas (e.g., Technology Acquisitions, One-Time Buys, Master Contracts, Food Purchasing, Multiple Award Program, California State Contracts Register, State Procurement and Contract Registration System, Purchasing Information Network, Cal Card, Graphic Support, Customer Service, Engineering, Records Management, Warehouse and Distribution Services, State Property Reutilization, Federal Surplus Property, Transportation Management, Office Information Officer) in accordance with State, federal and/or departmental laws, rules, regulations, policies and/or guidelines for procurement activities.

	17. 
	Interprets and/or coordinates the effects of competing bidder preference programs (i.e., Small Business Certification & Resources, Recycled Paper, Distressed Areas, etc.) in accordance with State and/or departmental laws, rules, regulations, policies and/or guidelines for procurement activities.

	18. 
	Monitor the use and application of work unit, divisional and departmental policies procedures and guidelines using various tools, equipment, techniques and or methods (e.g., e-mail, reports, Administrative Orders, Management Memos, policy manuals, etc.) to ensure that work assignments and projects are completed in compliance with such standards.

	19. 
	Plan for the efficient use of personnel and resources using various methods and/or techniques (e.g., personnel records, budgets, strategic plans, business goals and/or objectives, etc.) to maintain production and /or complete assigned projects.

	20. 
	Establish performance goals and objectives for the work unit or division using various resources and/or methods  (e.g., departmental strategic plans, budgets, staffing, etc.) in order to meet program requirements in compliance with department/branch policies, procedures and/or guidelines.

	21. 
	Analyze and evaluate the level of service provided to customers/clients by the work unit or division through various methods and/or resources (i.e., surveys, personal contact, letters, memos, etc.) for customer feedback in order to improve quality of service to the customer.

	22. 
	Involve subordinate employees in planning work activities using various methods and/or techniques (e.g., special assignments, lead responsibilities, etc.) to accomplish project and/or program goals and objectives.

	23. 
	Involve subordinate employees in monitoring timelines and due dates using various methods and/or techniques (e.g., staff meetings, e-mails, status reports, etc.) for the completion of work assignments and projects.

	24. 
	Involve subordinate employees in identifying resources needed using various methods and/or techniques (e.g., staffing, budgets, project/workload reports, etc.) to accomplish project or program goals and objectives.

	25. 
	Shift priorities, staff, and resources to maximize the productivity and/or effectiveness of the work unit using various methods and/or techniques (e.g., staffing, budgets, project/workload reports, etc.) to accomplish project or program goals and objectives.

	26. 
	Resolve conflicting priority requests for services and/or products provided by the work unit by providing oversight and planning of work unit activities and working with customers to achieve feasible plans of action and commitments for service using various tools, equipment, methods and/or techniques (e.g., computer, telephone, interpersonal and negotiation skills, letters, memos, etc.).

	
	TRAINING

	27. 
	Assess training needs of staff to determine the level and type of job-related training (i.e., California Procurement and Contracting Academy, certifications, technical, analytical, mandated, etc.) for staff development and/or performance enhancement by identifying gaps and/or inconsistencies as required by bargaining units, law, departmental policies and guidelines.

	28. 
	Provide on-the-job training to staff to ensure associated knowledge and skills needed to effectively manage programs to maintain a productive workforce in order to maintain continuity and completion of work assignments.

	
	BUDGETS

	29. 
	Assist and/or develop the annual budget for the work unit and/or division for income and expenditures (e.g., operating and personnel costs, etc.) to maintain business operations within the division in accordance with department and/or state requirements. 

	30. 
	Track and/or monitor program/work unit expenditures against approved budgetary allocations through the use of various tools, equipment and/or resources (i.e., ABMS, computer software applications, budgets, inventory records, personnel records, etc.) to ensure programs are and/or will be properly funded for the fiscal year.

	31. 
	Approve budget expenditures (i.e., vendor invoices, supplies, travel, etc.) using various tools, equipment and/or methods (e.g., computer software, e-mail, fax, telephone, standard forms, memos, letters, etc.) in accordance with established work unit and/or program budget allocations.

	32. 
	Identify budget revisions/augmentation needs (e.g., position, equipment, supply order changes, etc.) using various tools, equipment, methods and/or techniques (e.g., ABMS, computer software applications, budgets, inventory records, personnel records, etc.) to ensure that budget allocations meet resource and expenditure requirements. 

	
	PROGRAM MANAGEMENT

	33. 
	Prepare strategic plans to meet current and anticipated business and/or organizational needs through the integration of technological advances, work practice modifications, in alignment with the department’s strategic plan.

	34. 
	Oversee and/or implement new and/or revised programs, policies, procedures, and/or business processes, using various methods and/or techniques (i.e., management memos, administrative orders, executive orders, legislation, etc.) for program and/or work unit performance and/or continuity of the business plan, ensuring appropriate staff training and preparation, customer/client interaction, and overall planning to minimize disruption to staff and program/work unit performance.

	35. 
	Establish and/or maintain policies and standards covering the requests for services by client agencies including activities of the various programs (e.g., Technology Acquisitions, One-Time Buys, Master Contracts, Food Purchasing, Multiple Award Program, California State Contracts Register, State Procurement and Contract Registration System, Purchasing Information Network, Cal Card, Graphic Support, Customer Service, Engineering, Records Management, Warehouse and Distribution Services, State Property Reutilization, Federal Surplus Property, Transportation Management, Office Information Officer) in order to maintain business operations and maintain customer satisfaction.  

	36. 
	Collaborate and cooperate with other units, sections, and divisions using interpersonal skills and procurement and materials management expertise to accomplish and/or meet client/customer and/or program business needs.

	37. 
	Initiate methods for the continuing evaluation of program effectiveness (i.e., surveys, performance measures, etc.) and/or the generation of data necessary for management appraisal of program effectiveness.

	38. 
	Travel (including overnight) to and from various locations (e.g., in-state or out of state) representing the division at meetings with various entities (e.g., customer agencies, professional associations, private businesses, out-station/remote staff, etc.) using various transportation methods and/or needs (e.g., state or privately-owned vehicle, airlines, hotel accommodations, etc.) as required by program needs and/or executive management.

	39. 
	Prepare various reports and/or summaries (i.e., statistical analysis, monthly reports, memos, etc.) on issues related to division programs and/or services using various tools and equipment (i.e., computer software, contract documents, memos, letters, standard forms, etc.) as requested and/or directed by division/department/agency management, policies and/or guidelines.

	40. 
	Implement and/or advise executive management on the potential impact of  proposed legislation to division programs, policies using various tools and/or equipment  (i.e., computer software, e-mail, in-person, telephone, memos, letters, standard forms, etc.) to respond to potential risk and/or change to current operations.

	
	PROBLEM SOLVING

	41. 
	Analyze, evaluate and identify problems and/or issues relating to work unit or division programs, procedures, business processes, and/or policies to determine degree of impact to the delivery of completed work products, services, and/or deliverables and to ensure that risks are minimized and/or mitigated.

	42. 
	Develop and/or assist staff with solutions for problems relating to work unit programs, procedures, business processes, and/or policies to mitigate the degree of impact to the delivery of completed work products, services, and/or deliverables.

	
	COMMUNICATION

	43. 
	Communicate professionally and effectively both orally and in writing, utilizing tact and interpersonal skills to establish and maintain effective working relationships in all situations.

	44. 
	Develop and/or maintain a system of communication to keep subordinate staff informed of important department, division, or work unit issues using various tools, equipment and/or methods (i.e., computer software, memos, letters, standard forms, staff meetings, etc.).

	45. 
	Monitor and/or report on activities, projects, and/or issues of interest to executive management using various tools, equipment and/or techniques (i.e., computer software, memos, letters, standard forms, staff meetings, etc.).

	46. 
	Serve as liaison, facilitate and/or participate in meetings with various entities (e.g., Legislature, Department of Finance, Bureau of State Audits, federal government, vendors, consultants, etc.) and/or the public using various tools, equipment, methods and/or techniques (e.g., flip charts, lap tops, Power Point, handouts, websites, overhead projectors, microphones, etc.) to provide information and/or to resolve issues affecting division operations as directed by DGS Executive Office and/or the State and Consumer Services Agency.

	
	PROJECT MANAGEMENT

	47. 
	Oversee and approve a variety of project schedules, including planned and committed milestones and deliverables, to ensure the completion of such projects in accordance with organizational goals and objectives.
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