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TOWN OF SURFSIDE
PROCUREMENT COORDINATOR

DEPARTMENT: FINANCE

PART TIME

NON-EXEMPT

GENERAL DESCRIPTION:

Performs a variety or routine and complex administrative, technical, and professional work in
analyzing and administering all the various components of the Town's purchasing functions.
Works under the general supervision of the Assistant Town Manager / C.F.O. or designee.
ESSENTIAL JOB FUNCTIONS:

1.

Consults with departmental personnel on procurement needs, provides technical
assistance, advises of equipment supplies, services and purchasing procedures as

2.

Assists with the entry and/or review of requisitions entered into the Town's Financial
Management System (FMS) including change orders to existing Purchase Orders

established.

(PO).

3.

4.

5.

Makes Town aware of new co-op contracts, state contracts, piggyback opportunities,
and non-compliance issues.
Assists departments in preparing bid specs and documents, formatting final
specifications product to be advertised for bids or RFPs.

Assists with bid openings and tabulations. Summarizes bids submitted evaluating bids
for non-compliance and assists in vendor research, technical compliance, and
recommendations for award.

6.

7.

Conducts vendor product or facility research as directed, obtaining and analyzing data
to forecast future price trends, to determine availability of products, to review new
products and evaluate substitutions, as well as performing life cycle cost analysis.
Reviews repetitive purchases for incorporation into contracts which are economically
advantageous.

8.

Obtains formal quotations as per established procedures via telephone or written

9.

Analyzes buying patterns and reviews alternate sources, survey markets to determine

quotations or formal bid process as directed.
the best source, new sources, market conditions, and trends.

10.
11.

Maintains all purchasing records. Generates reports to management as required.
Has daily contact with vendors, representatives and departmental personnel in order
to obtain information relative to work assigned, and advises of new market products.

12.

Performs other duties as assigned.

(These essential job functions are not to be construed as a complete statement of all duties performed.
Employees will be required to perform other job-related duties as required.;

