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PD NBR:

CLASSIFICATION: PURCHASING AGENT NF-1105-03
ORG TITLE: PROCUREMENT CLERK

INTRODUCTION

This position is located in the Visitors Quarters (VQ) operation at
NAME OF COMMAND. The primary function of the incumbent is to serve as
a purchasing agent for Non-appropriated funds (NABF). Incumbent will

conduct and initiate appropriated (APF) and nonappropriated fund (NAF)
purchases.

MAJOR DUTIES

Serves as purchasing agent for purchasing supplies and eguipment, as
contracting officer on NAF purchase orders and contracts and as
ordering officer on NAF delivery orders against open-end contracts.

Performs a variety of functions in the administration of NAF contracts,
including modifying contracts, issuing change orders, negotiating price
and delivery adjustments and exercising any other contract options,
terminating contracts in default or canceling contracts by mutual
agreement with liability to either party.

May research discrepancies involved in reconciliation of vendor
invoices to purchase orders or notification from vendor.

Maintains documentation of transactions and prepares reports.

Meets and communicates with vendors to discuss item selections, price,
terms of purchases, delivery, return order authorization, etc.

Performs other related duties as assigned.

FACTOR 1. SKILLS AND KNUOWLEBDGE REYUIRSD

The position requires three years of work experience that demonstrates
a thorough knowledge of purchasing procedures. Incumbent must have the
ability to apply the mechanics of purchasing and common business
practices as they relate to pricing, discounts, delivery, etc. Must be
able to communicate well orally and in writing and to negotiate with
various levels of business representatives in resolving issues.

Must possess basic math and reading skills. Must be able to use a
calculator and software programs (spreadsheets, work processing).

A warrant ($5K, $25K or Unlimited) is preferred.

FACIOR Z4. SUPERVISORY CONTROLS

The supervisor assigns work, approves leave and evaluates performance
of the incumbent. Work is evaluated in terms of quality, efficiency
and adherence to established standards and procedures. Work is
performed independently and is generally repetitive in nature.
Guidance and assistance must be requested for unusual problems or
unprecedented situations.



FACTOR 3. GUIDELINES

lhe incumbent carries out assignments in accordance with DOD and Navy
regulations and local policies. Judgment and knowledge in interpreting
and applying these regulations and policies is necessary. Procedures
for non-appropriated funds will be followed.

FACTOR 4. COMPLEXITY

Procurement of items/services requires identification of funding
sources and preparation of appropriate forms, determination of best
source of supply and follow-up on delivery of items/services.

FACTOR 5. SCOPE AND EFFECT
Incumbent is responsible for a variety of functions. Work involves
multiple/changing priorities and confidential information. Incumbent

must be able to handle unusual circumstances and provide solutions or
alternatives.

FACTOR 6. PERSONAL CONTACTS

Contact lnclude, but are wuot limited to, installation staff, guests and
vendors.

FACTOR 7. PURPOSE OF CONTACTS

Coutacts are wade to coordinate and/or obtain information relating to
price quotes, clarification of requests and guidance whenever
necessary.

FACTOR 8. PHYSICAL DEMANDS

This position is requized to do considerable standing, bending,
walking, pushing, pulling and climbing. Must have ability to perform
moderately strenuous physical labor as unassisted lifting, moving and
carrying of supplies and equipment weighing in excess of 100 pounds is

required. May be required to climb/descend stairs and properly placed
stepladders.

FACTOR 9., WORK ENVIRONMENT
Work 1s primarily performed indoors in areas that normally have
adequate heat, light and ventilation. Some walking, driving and

lifting/carrying items of light to moderate weight (15 to 40 pounds)
may be required.

SPECIAL REQUIREMENTS

Must possess a valid state driver license, as travel to other VQ
facilities may be required within the normal scope of duties.

This position is subject to completion of a satisfactory National
Agency Check (NAC) in accordance with CNI policy.

The incumbent is expected to work towards and obtain certification for
an unlimited warrant. Must actively participate in the Performance
Plus Training Program. This includes successful completion of basic

exams within the first 90 days of employment and certification within 1
yYear if eligibility requirements are met.



