Zachary Community School Board

Position Description
JOB TITLE:
Clerk/Purchasing Processor, Child Nutrition Programs

REPORTS TO:  Designated Administrator/Supervisor

SCOPE OF RESPONSIBILITIES
Assists and works with the buyer in the performance of duties (excluding the actual purchasing function); serves as liaison between Child Nutrition Programs, Purchasing and Accounts Payable Departments for purchasing/invoicing problem resolution and enters online data into the accounting system.

PERFORMANCE RESPONSIBILITIES/ESSENTIAL FUNCTIONS
Essential duties and responsibilities include the following. Other duties may be assigned.

•
Assist the buyer by investigating problems occurring with purchase orders, invoices, school orders, pricing, vendor shipments/deliveries, etc. and handles each through to satisfactory resolution.

•
Investigates invalid data that may have been incorrectly entered.

•
Enters online vendor data for purchase orders and mailing lists.

•
Distributes buyer and/or system generated reports as appropriate.

•
Performs clerical and other duties such as typing, filing and maintaining catalog files as required.

•
Neat well-groomed appropriately dressed appearance.

•
Performs other related duties as required or assigned.

QUALIFICATIONS

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

EDUCATION and/or EXPERIENCE
Ability equal to that resulting from completion of business school, trade school, or specialized training beyond the high school degree but short of a junior college degree. Capability equivalent to that normally achieved through 1 to 3 years of continuous office experience preferably in purchasing or accounts payable related fields.
REASONING ABILITY
Ability to solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists. Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule form.
SKILL REALATED
Ability to operate a microcomputer and/or online connected mainframe terminal; to use Excel,​ Microsoft Word or other spreadsheet and word processing software; to communicate effectively with vendors and school employees in resolving purchase order/invoicing problems; to type at a minimum of 45 correct words per minute and to operate office machines such as a typewriter, calculator, copier and FAX; to comprehend and retain procedures and information and to cope with numerous telephone calls and interruptions without loss of concentration.
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PERSONAL CHARACTERISTICS

•
Ability and initiative to plan, organize and carry out assignments under minimum supervision.

•
Ability to work tactfully and harmoniously with schools, staff, vendors and the public.

•
Punctual and diligent in adhering to office hours of operation.
PHYSICAL DEMANDS

The physical demands described here 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 functions. While performing the duties of this job, the employee is regularly required to sit and use hands to handle or feel objects or controls. The employee frequently is required to talk or hear.

WORK ENVIRONMENT

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. The noise level in the work environment is usually quiet.

PROFESSIONAL CONDUCT
Employee acknowledges that he/she is required to maintain a high standard of professional conduct. Breach of said professional conduct includes but is not limited to: neglect of duty, dishonesty, engagement in acts that are contrary to CPSB policy, unlawful activities, or any other conduct which is seriously prejudicial to the school system.
EVALUATION:

Shall be evaluated in accordance with the Zachary Community School Board Personnel Accountability Plan.
TERMS OF EMPLOYMENT

260 days

NOTE: This job description is a summary of the primary duties and responsibilities of the position . It is not intended to be a comprehensive listing of all duties and responsibilities. The Zachary Community School Board reserves the right to change this description at its discretion.
REVIEWED AND AGREED TO BY:

_____________________________________


_____________



Applicant’s Signature






Date
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