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POSITION DESCRIPTION
	POSITION TITLE:
COORDINATOR, PURCHASING AND PRINT SHOP
	LABOUR CLASS CODE:

N207

	COST CENTRE NAME:

Materials Management
	COST CENTRE #:

7311

	SUPERVISOR’S TITLE:
Manager, Supply Chain
	DATE OF DESCRIPTION:
2001 February 26 

	PORTFOLIO/PROGRAM:

Support Services
	CURRENT REVISION DATE:

2006 January 24

	BARGAINING UNIT:

Non-Union, Support Unit
	

	
	

	POSITION SUMMARY 
	

	In a collaborative environment, under the general direction of the Manager, Supply Chain and while demonstrating a commitment to the Mission, Values and Management Philosophy of St. Boniface General Hospital the COORDINATOR, PURCHASING AND PRINT SHOP is responsible for development, implementation and maintenance of all processes related to Purchasing, Contracting and Printing Services.  This includes managing the physical, financial and human resources involved in maintaining the integrity of the purchasing, contracting and printing functions within the supply chain and in collaboration with WRHA Logistics Services.  Management practices must be in accordance with the Hospitals management values and operating standards; participating on appropriate Hospital-wide and external committees and in professional associations and performing other related duties as required.



	REPORTING RELATIONSHIPS
	

	The Clerk V(s), Buyer(s), Senior Buyer(s), Purchasing Assistant(s), Printing Attendant I(s), Printing Attendant II(s), Printing Attendant III(s) and Forms Management Clerk(s) report to the Coordinator, Purchasing and Print Shop.


	DUTIES & RESPONSIBILITIES
	

	1. Analyzes all processes involved in printing, the procurement of goods, services and equipment, through collaboration and consultation with all stakeholders.

2. Plans, establishes and determines work standards and practices for the successful procurement of goods and services in a responsible manner that maximizes efficiency and cost effectiveness while working collaboratively and consultatively with Winnipeg Regional Health Authority (WRHA) Logistics Services. 

3. Provides leadership to all staff involved in printing, the procurement of goods, services and equipment.  Mentors and guides Buyers in the area of contract law and supplier communication.  As a member of the Support Services Team, directs staff to accomplish goals and objectives established by the team; supervises, assigns and directs activities as required.

4. Helps develop a work environment that is characterized by: a customer focused orientation, collaborative change management, teamwork that surpasses traditional departmental boundaries, and creative proactive problem solving.

5. Develops and implements a customer driven facility wide procurement program in collaboration with WRHA logistics services.

6. As a valued management team member, cooperatively assists in establishing departmental goals and objectives that support the Mission, Values, and Management Philosophy of St. Boniface General Hospital.

7. Assists Manager develop appropriate budgets, monitors monthly financial performance and proactively adjusts practices to meet financial commitments.  Consults Manager on issues pertaining to budgetary variances and prepares variance reports as requested.

8. Develops systems to track workload activity and correlates this information to monitor process cost effectiveness and standardized human resource practices, as they related to the fair allocation of work duties.

9. Provides Human Resource leadership that is consistent with the corporate Human Resource Management policy and procedures.  This includes attendance management, staff recruitment, performance appraisals, progressive discipline in conjunction with Employee Relations, etc.

10. Works closely with the WRHA Logistics Services and all Hospital management staff to develop systems that improve processes related to the procurement of goods, services and equipment.  Acts as a Project Manager during the competitive bid process for site and regional capital equipment as appropriate.
11. Participates on both internal and external committees as required.

12. Provides written and oral reports as required, and conducts business matters in a professional manner, that is reflective of the Mission and Values of St. Boniface General Hospital.

13. In a collaborative and consultative manner, with the assistance of corporate Quality Management staff, develops, implements and monitors quality programs.

14. Pursues professional/personal development through relevant participation in continuing education and membership in professional associations.

15. Communicates to staff known hazards associated with their work.  Ensures staff are aware of health and safety policies and regulations and that duties are performed in accordance with same.  Promotes a positive, safe and healthy work environment.

16. Performs other duties and responsibilities as required.


	MACHINES (EQUIPMENT) OPERATED 
	

	· Personal computer and accessories

	

	WORKING RELATIONSHIPS 
	

	Maintains close and active relationships with internal customer representatives, particularly Clinical Resource Nurses, Program Team Managers and Support Managers, and other Hospital management staff in the provision of service to meet client needs.  Works collaboratively with WRHA Logistics Services staff; maintains positive and active relationships with external customer representatives, particularly vendors and sales representatives.



	QUALIFICATIONS

EDUCATION:

· Degree or diploma in Business Administration from a recognized institution.

SPECIAL TRAINING/SKILLS:

· Successful completion of Level III of the Purchasing Management Associations Certified Professional Purchasing Program (CPP).

· A sound knowledge of contract law as it applies to competitive bidding.

· Knowledge of computer systems and proficiency in the use of various current and related software including spreadsheet, word processing, email and database applications.

· Working knowledge of Crystal Report Writer would be an asset.

· Working knowledge of and experience in using Purchasing software and EDI.

EXPERIENCE:

· Previous experience in Purchasing and Contracting within complex service organizations with diverse internal customers.

· Progressive management experience.  Demonstrated history of expanded management responsibilities and accountability preferred.

· Successful demonstration of strong communication abilities, conflict resolution skills, and change management.

· Experience working within a printing environment would be a definite asset.

· Experience working within a unionized environment would be a definite asset.

Note:   An equivalent combination of education and experience, as deemed recognized by the Hospital, may be considered in lieu of the above.

OTHER ATTRIBUTES:

· Demonstrated analytical skills and judgment.

· Good conflict resolution skills.

· Ability to interact effectively with various levels of internal and external contacts.

· Must be able to handle highly stressed situations.

· Excellent interpersonal communication skills.
· Good organizational skills.

· Ability to function in a team oriented environment.

· Strong commitment to quality and customer focused services.

· Ability to apply creative approaches to problem solving and contract strategies.
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Departmental Manager (Signature)

Human Resources (Signature)

