
CAJON VALLEY UNION SCHOOL DISTRICT 
PERSONNEL COMMISION 

CLASS TITLE: ASSISTANT BUYER 

BASIC FUNCTION: 

Under the direction of an assigned supervisor , perform a variety of technical dutie s involved in the 
purchasin g of designated supplie s, material s and equipment for District schools and departm ents; 
process requi sitions and prepare and distribute purcha se order s. 

REPRESENTATIVE DUTIES: 

ESSENTIAL DUTIES: 
Perform a variety of technical duties involved in the purcha sing of designated supplie s, material s and 
equipment for District schools and department s; prepare , proce ss and verify a variety of related forms 
and document s; assist in assuring smooth and timely delivery of assigned District goods according to 
establi shed policie s and procedures. 

Receive, review, prepare and proce ss requi sitions; review and inspect order s to assure accurac y, 
completene ss and proper cost calculation s, addre sses and vendor and product information; obtain correct 
information as needed; prepar e and distribute purcha se orders. 

Input requi sition, purcha se order and a variety of other data into an assigned computer system; maintain 
automated record s and files; initiate querie s, develop spread sheets and generate purcha se order s and 
computerized document s and report s; monitor and follow up on purcha se order status. 

Order supplie s, material s and equipment in accordance with establi shed policie s and procedure s; verify 
accurac y of delivery information , product and quanti ty; follow up on purch ase orders and assist with 
coordinating deliveries as needed. 

Distribut e, collect , process and review documents for accurac y, completeness and proper authorization 
and supporting document s; identify , investigate and resolve problem s and discrepancies related to 
purchas e orders, requi sitions and related document s. 

Maintain contact with staff, vendor and others to resolve issues, errors and discrepancie s related to 
purchase order s, deliveries, shorta ges and dama ged goods; follow up on delayed shipment s, 
discrepancie s and order statu s; contact other department s to assure receipt of ordered goods. 

Compile information and prepare and maintain a variety of record s, report s and files related to purchase 
orders, requisition s, inventory , products and assigned duties ; dupli cate and distribute purcha sing 
material s to appropriat e vendors and departments. 

Monitor and maintain appropriat e inventory levels of warehouse stock items in accordanc e with District 
needs, estimate supply needs and place orders to maint ain adequat e supply of stock ; process and follow 
up on backorder s as required. 

Serve as an informational resource to school site per sonnel concernin g purch asing and other assigned 
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function s; respond to inquirie s and provide information concernin g related practi ces, policies and 
procedure s; research and notify staff of purch ase order and delivery status as requested. 

Communicate with District per sonnel and variou s outside agencies to exchange information and resolve 
issues or concerns. 

Operate a variety of office equipment includin g a calculator , copier , fax machine , typewriter, computer 
and assigned software; drive a vehicle to conduct work. 

Perform a variety of clerical duties in support of purcha sing activities; initiate , receive and route 
telephone call s; greet and assist visitors; prepare and distribute a varie ty of corre spondence ; receive, sort 
and distribute mail as required . 

Research new product s for potential use by the District; research and obtain quotation s and prop osals 
from vendors; meet and confer with vendor s regarding product s and pricin g information ; maintain and 
update catalo gs and vendor and product lists. 

Compare and reconcile invoices, requi sitions, purcha se orders, record s, report s and other documents to 
assure accurat e purcha sing tran sactions. 

Revise pur chase orders in response to cancellation s, overages, and other issue s as needed. 

OTHER DUT IE S: 
Provide information and assistance to parents concerning lunch applications and meal status as assigned 
by the position ; proce ss lunch and verify accurac y and completene ss of lunch applicati ons as needed . 

Perform related dutie s as assigned . 

KNOWLEDGE AND ABILITI ES : 

KNOWLEDG E OF: 
Purcha sing practi ces, procedures and termin ology. 
Local vendor s and source s of suppl y. 
Use and termin ology of requi sitions, pur chase orders and other purchasing documents. 
Record-keepin g and report preparati on technique s. 
Inventory practice s and procedure s. 
Operation of a computer and assigned software. 
Interpersonal skill s using tact, patience and courtesy. 
Data control procedures and data entry operation s. 
Oral and written communication skill s. 
Telephone techniques and etiquette. 
Correct English usage, grammar , spelling, punctuation and vocabul ary. 
Mathematical calculations. 

ABILI TY TO : 
Perform a variety of technical duties involved in the purcha sing of designated supplies, materials and 
equipm ent for the District. 
Process requisitions and prepare and distribut e purch ase orders. 
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Order items and services in accordance with established policie s and procedures. 
Review and inspect orders to assure accuracy and completene ss. 
Utilize a computer to input and process data and generate purchase orders. 
Establish and maintain cooperative and effective working relationships with others. 
Understand and follow oral and written instruction s 
Meet schedules and time lines. 
Type or input data at an acceptable rate of speed. 
Operate a computer and assigned software. 
Communicate effectively both orally and in writing. 
Work independently with little direction. 
Maintain records and prepare reports. 
Perform mathematical calculations with speed and accuracy. 

EDUCATION AND EXPERIENCE: 

Any combination equivalent to: graduation from high school and three years clerical experience 
including one year working with purchasing functions. 

LICENSES AND OTHER REQUIREMENTS: 

Valid California driver 's license. 
Maintain qualification for automobile insurance coverage. 

WORKING CONDITIONS: 

ENVIRONMENT: 
Office and warehou se environment. 
Constant interruption s. 
Driving a personal vehicle to conduct work. 

PHYSICAL DEMANDS: 
Hearing and speaking to exchange information. 
Dexterity of hands and fingers to operate a computer keyboard. 
Seeing to read a variety of material s and view a computer screen. 
Sitting for extended periods of time. 
Bending at the waist, kneeling or crouching to file and retrieve material s. 
Reaching overhead , above the shoulders and horizontally. 
Regularl y lift and/or move up to 25 pound s and occasiona lly lift and/or move up to 50 pound s. 

HAZARDS: 
Working around and with machinery having moving parts. 

Classified Employees Salary Schedule: Range 23 Appro ved: 2/90; Rev. 8/99, 10/10 (Ewing) 


