SAM HOUSTON STATE UNIVERSITY
STAFF JOB CLASSIFICATION DESCRIPTION

TITLE: Director of Purchasing and Stores EEO CATEGORY: Administrative
JOB NUMBER: 0-2070
STATUS & GRADE: E-NC
DATE: 01/2005
DEPARTMENT: Purchasing and Stores/Receiving

EDUCATION & EXPERIENCE REQUIREMENTS: Bachelor's degree in Business Administration or related area.
Minimum of five (5) years experience in State Purchasing and inventory control. Experience in a state institution of
higher education is desirable. Or a combination of education, experience, and training that would produce the required
knowledge and abilities.

NATURE & PURPOSE OF POSITION: Directs the procurement of goods and services required by the institution.
Reviews quotations, and keeps up-to-date and accurate purchasing and inventory records. Directs the operation of
central receiving, moving and storage, surplus property, and operation of the University Store.

SUPERVISION GIVEN & RECEIVED: Responsible for the complete supervision of Purchasing which averages 7
to 9 support staff positions. Direct/General supervision of the Manager of Receiving and Stores who averages 4 to 5
staff positions and 6 to 8 students.Reports directly to the Vice President for Finance and Operations.

PRIMARY RESPONSIBILITIES: Responsible for directing and supervising all purchases and procedures from state
and local funds for the University. Approves purchase requisitions from departments. Confers with departments on
purchasing, and freight deliveries, along with coordinating with the Business Office. Advises office personnel on
purchasing, payment, and regulations as needed. Attends to personnel administration of purchasing office personnel.
Annually coordinates lease/purchase requisitions on data processing equipment and agriculture equipment and other
items leased or rented for University use. Coordinates Small Business and Minority Reports for state requirements.
Attends to annual maintenance agreement for office machines. Coordinates with architect, Facilities Planning Director
and various committees on furnishings in new construction and renovation bids. Supervises procurement of these
furnishings and equipment. Responsible for directing the receipt and distribution of all freight and movement of
University Property from one location to another in the Hauling, Moving, and Storage area. Coordinating the setting up
and conducting of Surplus Sales. Directing the operation of the University Store. Historically Underutilized Business
(HUB) Coordinator for the Purchasing Department. Performs other related duties as assigned.

As the Historically Underutilized Businesses (HUB) Coordinator, responsibilities will be to: keep the President and all
division heads informed of the latest development in the area of HUBS; update the University HUBAP as necessary;
develop models of education in reach and outreach activities for use by the University in development of the HUB
program; share successful methods of increasing the participation of HUBs with departments and other agencies; serve
as liaison between universities’ computer services to ensure accuracy and timely availability of data; review all HUB
related reports prepared by the University’s Computer services Department; develop and update policy statements;
monitor the University’s goals and objectives; document and submit good faith efforts to the President; maintain reports
on HUB activity for future reference; develop new strategies to increase HUB participation; other duties and
responsibilities listed in TAC111.26.

OTHER SPECIFICATIONS: Involvement with other departments, staff, outside vendors, and agencies as well as the
State Purchasing & General Services Commission.

THIS IS ACLASSIFICATION DESCRIPTION WITH THE COMPLETE LIST OF JOB DUTIES BEING MAINTAINED
AT THE DEPARTMENTAL LEVEL. THE ESSENTIAL ELEMENTS OF THE JOB MAY VARY ACCORDING TO
WORK UNITS AND ARE IDENTIFIED BY THE RESPECTIVE DEPARTMENT FOR VACANCY NOTICES. ANY
QUALIFICATIONS TO BE CONSIDERED AS EQUIVALENTS IN LIEU OF STATED MINIMUMS REQUIRE THE
PRIOR APPROVAL OF THE DIRECTOR OF HUMAN RESOURCES. SAM HOUSTON STATE UNIVERSITY IS AN
"ATWILL" EMPLOYER. DRUG FREE/SMOKE FREE WORKPLACE. SECURITY SENSITIVE IN ACCORDANCE
WITH EDUCATION CODE 51.215. DRUG TESTING AS REQUIRED BY D.O.T. FOR SAFETY SENSITIVE
POSITIONS. PAY GRADE RANGE IS INCLUSIVE OF SOCIAL SECURITY BENEFIT REPLACEMENT PAY.



