Purchasing Officer

(Level 7 – SGEU)

The Ministry of Government Services is seeking an enthusiastic, responsible and motivated individual to work as a purchasing officer.  

 

You will be responsible for providing procurement services to government departments.  You will administer the competitive process for the procurement of an assigned group of goods and related services for departments.  You will analyze requirements, determine the appropriate procurement method, prepare competition documents, evaluate competition responses and prepare the resulting agreements. Some travel will be required for the position.

 

The successful candidate will have knowledge of contract and competitive bidding law.  You will have a demonstrated ability to use various types of software packages such as word processing, spreadsheet, presentation and email.  You will also have experience creating, formatting and editing a variety of documents within tight timeframes.  You will have the ability to assess statistical and financial data to develop reports and/or make procurement decisions.   

 

Typically the knowledge and skills required for this position are gained through successful completion of a diploma in business or a technical program combined with progressively responsible experience in procurement positions.  Within an agreed upon timeframe, the successful candidate will be required to obtain a certificate in purchasing from the Purchasing Management Association of Canada (PMAC) or Certified Professional Public Buyer (C.P.P.B) designation offered by the Universal Public Purchasing Council (UPPC).

Note: This competition has been posted on our new Career Centre.  Please go to www.careers.gov.sk.ca and apply online.  The online application process replaces the need for a paper application or resume.

ADM001846, Regina, Government Services

CLOSING DATE: January 10, 2008

