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Salary Step: 51 
FLSA: Non-Exempt 
 
 
Class specifications are intended to present a descriptive list of the range of duties performed by 
employees in the class. Specifications are not intended to reflect all duties performed within the job. 
 

SUMMARY DESCRIPTION 
 
Under general supervision, performs routine to complex purchasing duties for a variety of products, 
supplies and services; conducts complex cost/value analyses of a full range of commodities and services; 
provides technical assistance to Agency staff regarding procurement policies and procedures; interacts 
with vendors and suppliers regarding pricing and terms; assists the Maintenance department with various 
projects and performs related duties as assigned.  Reports to the Director of Finance or designee.  
 

REPRESENTATIVE DUTIES  
 
The following duties are typical for this classification. Incumbents may not perform all of the listed duties 
and/or may be required to perform additional or different duties from those set forth below to address 
business needs and changing business practices. 
 

• Reviews and processes purchase requisitions to verify completeness and accuracy of item 
descriptions and pricing for requested products, supplies, and services. 

• Provides guidance to departments on procurement requirements and funding limitations. 

• Investigates complaints by departments and resolves purchasing-related problems; maintains 
awareness of current product status and general market conditions by reviewing periodicals and 
vendors' new product information. 

• Performs in-depth analysis on open purchase orders to assess future budgetary impact for various 
departments. 

• Prepares and develops open-market purchase contracts, including cooperative purchase 
agreements. 

• Performs market, total life cycle cost, and value, price, and complex cost analysis in formulating 
purchasing forecasts and recommendations for purchasing commodities or services 

• Verifies account numbers and appropriate authorizations obtained. 

• Analyze, check, and verify invoices to reconcile to purchase orders and requisitions. 

• Tracks materials delivery and processes the receipt of goods. 

• Confirms inclusion of attachments and reviews for completeness; creates purchase orders for 
approval and sends approved purchase orders to the vendor for fulfillment.  

• Maintains computer inventory of stock levels on warehouse and vehicle supplies and materials; 
maintains records and storage of uniforms for department personnel; 

• Validates inventory level and conducts periodic assessments of inventory management and 
warehousing, and makes recommendations to improve cost efficiency and effectiveness.  

• Stays current with changing technologies and external business practices and considers their 
possible use at VVWRA. 

• Coordinates the disposition of surplus property. 

• Maintains a clean and safe work area and adheres to all safety requirements.  

• Prepares a variety of work reports and records; attends meetings; maintains cooperative working 
relations with vendors, contractors, and other departments. 

• Coordinate with Vendors to obtain necessary documents for the Accounts Payable process. 

• Review all outstanding purchase orders at the end of the fiscal year to assist finance staff with the 
budgeting process. 
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• Assists in confined space entries. 

• Operate heavy equipment, including front loader, windrower, backhoe, boom lift, scissor lift, single 
and tandem axle dump truck, forklift. 

• Assists in the disposal of hazardous waste materials and scrap metal. 

• Responsible for the routine inspection, servicing, and repair of golf carts to ensure they are safe, 
reliable, and in proper working condition. 

• Assists the Maintenance Department with various projects and routine needs as assigned. 

• Communicate effectively and establish and maintain effective working relationships with others. 

• May be required to work outside of normal business hours, including evenings or weekends, as 
operational needs require 

• Employees are considered disaster service workers as defined by the California Government Code 
and may be required to respond to emergencies that impact public health, safety, or the Authority’s 
operations. This includes call-back, extended work hours, and assignment to emergency duties as 
needed. 
 

 

QUALIFICATIONS 
The following generally describes the knowledge and ability required to enter the job and/or be learned 
within a short period of time in order to successfully perform the assigned duties. 
 
Knowledge of: 
 

• Practices, methods, techniques, tools, and equipment used in the design, installation, testing, 
calibration, maintenance, and repair of wastewater, recycled water, and solid waste processing 
facilities, electrical systems, process control systems, equipment, and machinery. 

• Policies, practices, and procedures of inventory management and control. 

• Agency policies, procedures, and practices regarding the area of assignment. 

• Agency practices and procedures for purchasing and maintaining public records. 

• Safety policies and safe work practices applicable to the work. 

• Modern maintenance techniques and practices. 

• Materials management process and procedures 
 
Ability to: 
 

• Must adhere to all VVWRA Personnel Rules and Regulations and behave in a manner in accordance 
with the VVWRA Core Values.  

• Predict time frames and estimate resources required to complete a full range of maintenance or 
repair- related jobs pertaining to the purchasing of required parts and equipment. 

• Understand the purchasing concepts and processes as outlined in the Board Approved Purchasing 
Policy 

• Analyze complex maintenance problems and data, evaluate alternatives, and recommend effective 
courses of action, document and present findings to various audiences. 

• Communicate effectively, both orally and in writing. 

• Understand and follow written and oral instructions. 

• Operate a computer, enterprise software, spreadsheet software, and other standard business 
software. 

• Establish and maintain effective working relationships with all those encountered in the course of 
work. 
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EDUCATION AND EXPERIENCE 
 
Any combination of education and experience that would likely provide the required knowledge and 
abilities is qualifying. A typical way to obtain knowledge and abilities would be: 
 

• Minimum of a high school diploma or general education degree (GED);  

• (3) three years of progressively responsible experience in the maintenance and repair of 
wastewater or water facilities and equipment 

• Understanding of accounting principles, including purchasing and inventory processes, is 
required, or an equivalent combination of education, training, and experience. 

• Experience in a public agency is preferred. College-level or advanced technical training in 
equipment/ facilities modern maintenance practices, including condition monitoring or a related 
field, is desirable.  

 
PHYSICAL DEMANDS AND WORKING ENVIRONMENT 
 
The conditions herein are representative of those that must be met by an employee to successfully 
perform the essential functions of this job. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential job functions. 
 
Environment:  
Work is typically accomplished near moving mechanical equipment indoors and outside in varied weather 
conditions; employee may be frequently exposed to fumes or airborne particles; occasionally exposed to 
toxic or caustic chemicals, risk of electrical shock, and vibration; and often works in a high noise 
environment 
 
Physical:  
Incumbents require sufficient physical ability to stand or sit for prolonged periods of time; operate SCADA 
equipment including use of a computer keyboard; to operate assigned equipment and vehicles including 
SCBA. Frequently lift and/or move up to 50 pounds and occasionally lift and/or move up to 70 pounds 
 
Vision:  
See in the normal visual range with or without correction; vision sufficient to read computer screens and 
printed documents; and to operate assigned equipment. 
 
Hearing:  
Hear in the normal audio range with or without correction. 

 
 
VVWRA is an equal opportunity employer. All applicants will be considered for employment without 
attention to race, color, religion, sex, sexual orientation, gender identity, national origin, veteran status, 
disability status, or any other protected classification. 

 


