
 

 

TURLOCK IRRIGATION DISTRICT 

Department of Human Resources 

invites applications for the position of:  

Senior Buyer 
 

SALARY:  $4,628.00 - $5,908.00 Monthly 

 

OPENING DATE: 05/08/14  

  

CLOSING DATE: Continuous  

  

DESCRIPTION:  

JOB SUMMARY 
Under general direction, assist in the planning, direction, supervision, operation and 
coordination of the District's purchasing and contracting programs. Perform related projects 
and work as required. Provide optimal service to customers. 
  
  

EXAMPLES OF DUTIES: 

DUTIES AND RESPONSIBILITIES 
Assist in the planning, direction, supervision, operation and coordination of the District’s 
purchasing and contracting program. 
  
Assist in the research, development, and improvement of existing and new purchasing 
systems and procedures. Assist in the research and development of future purchasing 
operation systems, administrative projects and procedures. 
  
Resolve problems, questions and complaints related to: requisitioners, buyers, customers, 
contracting, accounting, warehouse, purchasing procedures, vendors as related to 
purchasing and contracting. 
  
Locate and evaluate sources for items unique to the electrical and irrigation industries and 
general stock and non-stock materials, equipment, services and construction; ascertain 
whether sources meet insurance, license, and other requirements of the District. 
  
Prepare invitations for bids and requests for proposals; evaluate price, quality, and value 
comparisons; recommend and award contracts and bids utilizing the competitive bidding 
process. 
  
Confer with District representatives to determine material, equipment, service and 
construction needs; coordinate requirements with vendors and receiving. 
  
Research and prepare material, equipment, service, and construction specifications and 
other documents, under supervision. 
  



Review and process purchase requests for accuracy, completeness, and adherence to 
District policy. 
  
Coordinate with vendors, receiving, and requisitioners on the follow-up, tracking, and 
expediting of orders. Reconcile non-conforming material, equipment, service, construction, 
and accounting discrepancies. 
  
Coordinate and prepare the disposal and sale of obsolete and surplus equipment, supplies, 
and scrap. 
  
Prepare business correspondence. 
  
May create requests for bids, proposals, information, purchase orders, and contracts 
utilizing the computer. 
  
May select, supervise, train, motivate, develop, discipline, and evaluate assigned staff. May 
assign workload and monitor the overall progress of assigned staff by conducting annual 
performance evaluations, taking proper and judicious positive disciplinary measures when 
required and providing ongoing feedback about job performance. May conduct interviews 
and coaching sessions as required and assist in the hiring and termination process. 
  
Comply with all District rules, regulations, policies and procedures. 
  
Perform other related duties as required or assigned by supervisor. 
  

TYPICAL QUALIFICATIONS:  

QUALIFICATIONS 
Any combination of experience and education that would likely provide the required skills 
and abilities is qualifying. A typical way to obtain the skills and abilities would be: 
  
Education 
Usually exhibited by a person with an Associate’s degree from an accredited college or 
university with major course work in purchasing, materials management, business 
administration, or related field. Additional qualifying experience may be substituted for 
education. 
  
Possession of a Certified Purchasing Manager (C.P.M.), Accredited Purchasing Practitioner 
(A.P.P.) or C.P.P.B./C.P.P.O. Certificate (Certified Public Purchasing Buyer/Certified Public 
Purchasing Officer) is highly desired. 
  
Experience 
Usually exhibited by a person with three (3) years of increasingly responsible buying 
experience, including procurement of material, equipment, inventory stock, and a variety of 
services, maintenance, and repair items. Education may be substituted for up to one year of 
experience. 
  



Skills and Abilities 
  
Interpersonal and Communication. Must be able to: communicate clearly and effectively, 
both orally and in writing with a broad spectrum of internal customers and vendors; work 
well under pressure; and manage people, projects, problems, and time constraints in a 
courteous and efficient manner. 
  
Maintain a positive work atmosphere by acting and communicating in a manner so that you 
get along with customers, clients, co-workers and management. 
  
Technical and Analytical. Knowledge of purchasing principles, methods and procedures; 
District rules & regulations; procedures and policies; public purchasing practices; and 
industry standards. Ability to prepare and evaluate specifications. Ability to prepare, 
evaluate and award construction/service contracts in accordance with Federal, State, local 
laws; District rules, regulations, procedures and policies; public purchasing practices; and 
industry standards. Intermediate computer skills are required. Internet knowledge is 
necessary. 
  
Administration and Operations. Must possess excellent organizational skills, be able to 
adapt to constantly fluctuating workload, meet deadlines with great accuracy. Ability to 
maintain accurate records and controls. Must have ability to look at the overall 
organizational "picture" of department and District. Self-starter with an attitude of providing 
excellent customer service. 
  

SUPPLEMENTAL INFORMATION:  

SELECTION CRITERIA 

                                                                Percentage Required to  
              Item                                            Obtain a Passing Score 

       Oral Interview                                                     70% 

 
Medical Examination 

This position may require a medical examination to determine medical fitness for performing the 
duties assigned to the position or classification. Drug testing in accordance with the FHWA 
regulations may also be required. (Details may be obtained from the Human Resources Department 
upon request.) 
  
SUBMIT APPLICATION TO: 
Human Resources Department, via our web site at www.tid.org.  
 
Internal and External applicants may apply starting Thursday, May 8, 2014. Position is 
open until filled. 

Charlotte Dutra 

http://www.tid.org/


crdutra@tid.org  
Human Resources Analyst 
(209) 883-8511 

 

   

APPLICATIONS MAY BE FILED ONLINE AT:  

http://www.tid.org  

 

OUR OFFICE IS LOCATED AT:  

333 East Canal Drive  

Turlock, CA 95380  

209-883-8620  

 

 

An Equal Opportunity Employer  

Job #1281  

SENIOR BUYER  

CD  

 

Senior Buyer Supplemental Questionnaire 

  

* 1. What is your highest level of education? 

 

 High School/GED 

 Some College 

 AA degree 

 Bachelor's degree 

 Master's degree or higher 

* 2. How many years of employment experience do you have in procurement? 

 

 None 

 Less than 2 years 

 3-5 years 

 6-9 years 

 10 or more years 

* 3. Describe in detail your experience in managing multiple projects simultaneously and how you 

met the deadlines in each case. 

 

* 4. Describe your experience in contract developing, reading, writing and negotiating for services 

and/or construction related projects. 

 

* 5. Provide some examples of how you balance internal customer service and maintain procurement 

policies and procedures. 

 

mailto:crdutra@tid.org
http://www.tid.org/


* 6. Describe the steps you take to become familiar with a new project you are assigned. 

 
 

 


