[image: image1.png]CITY OF REGINA







Purchasing Clerk

In an environment that supports continuous improvement, this position performs the duties and responsibilities related to a centralized purchasing function.  

You will be responsible for the purchase of goods and services within an assigned dollar limit for various City departments.  You will prepare and issue requests for quotations and tenders, evaluate bids and prepare bid summaries. You will assist with the management of the Purchasing Card and Cheque Purchase Order programs. You will perform expediting duties to ensure delivery times are met and work with suppliers and internal departments to resolve invoice discrepancies.
The successful candidate will have experience in acquiring a wide range of goods and services.  You will also have experience in programs offered as an alternate method for client departments to acquire small dollar goods and services.  You will have the ability to work with suppliers and client departments in resolving delivery and invoice issues. 

Typically the knowledge, skills and abilities required are obtained through completion of Level I from the Purchasing Management Association of Canada (PMAC) professional development program combined with three (3) years experience in an automated purchasing environment.  Experience with word processing and spreadsheet applications is essential.

Competition #09-022
Closing Date: February 12, 2009
Refer to City of Regina website www.regina.ca for more information.

The City of Regina values diversity in our workplace and encourages

applications from all qualified Employment Equity candidates.

To be considered for this competition, completed resumes or applications must be received in Human Resources by 4:45 pm of the closing date at:


Human Resources Department

City of Regina, 11th floor, City Hall

2476 Victoria Avenue, P.O. Box 1790

Regina, Saskatchewan S4P 3C8

Web site: www.regina.ca Fax: (306) 777-6825

We will contact candidates we wish to consider within six weeks of the competition closing date. All applicants are thanked for their interest.

