
CAJON VALLEY UNION SCHOOL DISTRICT 
PERSONNEL COMMISSION 

CLASS TITLE: PURCHASING ASSISTANT I 

BASIC FUNCTION: 

Under the direction of an assigned admini strator , perform a variety of clerical dutie s in the review and 
processing of purcha se order s, requisitions and var ious other purcha sing forms and documents; maintain 
related records and files. 

DISTINGUISHING CHARACTERISTICS: 

The Purcha sing Assistant I classification is the entry-level position in the series. Incumbents work under 
close supervi sion and perform a variety of clerical dutie s in the review and proce ssing of pur chase 
order s, requi sitions and variou s other purcha sing forms and document s. The Purcha sing Assistant II 
classification is the more experienced-le vel position in the series. Incumbent s work under genera l 
supervi sion and perform complex clerical accountin g dutie s involved in the proce ssing of account s 
payable. 

REPRESENTATIVE DUTIES: 

ESSENTIAL DUTIES: 
Perform a variety of clerical dutie s in support of purcha sing operation s; proce ss and verify accura cy of 
variou s purcha sing and related warehou se forms, document s and tran sactions; review tran sactions for 
errors and make appropriate correction s and adju stment s. 

Receive, review and proce ss purcha se order s and requi sitions; prepare , code and distribute purcha se 
orders; review and inspect order s to assure accurac y, completenes s and proper cost calculation s, 
addres ses and vendor and product information ; obtain correct information as needed. 

Process prepaid orders and special order requisit ions; verify accurac y of product and quanti ty; maintain 
contact with staff to resolve purchase order and requi sition issues, discrepancie s and probl ems; prepare 
and issue warrants for prepaid orders; follow up on purcha se order s as needed. 

Compile information and maintain variou s records , logs and files related to purcha se orders, 
requi sitions, inventory and assigned duties. 

Process store receipt s, reimbur sements and warehou se stock requi sitions; match invoices and packin g 
slips to appropriate purcha se order s. 

Input and updat e purchase order, requi sition and other purcha sing data in an assigned computer system; 
maintain automated record s; generate purchas e orders and other comput erized docum ents. 

Perform variou s clerical duties in support of pur chasing activities; initiat e, receive and route phone calls; 
take , retrieve and relay messages; greet and assist visitors; receive, sort and distribute mail. 

Communicate with District per sonnel and variou s outside agencies to exchange information and resolve 
issues or concern s; prepare and distribute a variety of correspondence . 
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Operate a variety of office equipment including a calculator , copier , fax machine , computer and 
assigned software. 

Calculate , assemble, match , sort, tabulate , review and post a variety of purcha sing data ; balance and 
adju st account s. 

Duplicate and distribute purcha se orders and related document s to appropriate vendors and departments. 

OTHER DUTIES: 
Perform related dutie s as assigned. 

KNOWLEDGE AND ABILITIES: 

KNOWLEDGE OF: 
Basic purcha sing practice s, procedure s and terminolo gy. 
Use and terminolo gy of requi sitions, purcha se orders and other purcha sing document s. 
Financial record-keeping technique s. 
Operation of a computer and assigned software . 
Modem office practices , procedure s and equipment. 
Interper sonal skills using tact , patience and courte sy. 
Data control procedures and data entry operation s. 
Oral and written communication skill s. 
Telephone technique s and etiquette. 
Mathematical calculation s. 

ABILITY TO: 
Perform a variety of clerical dutie s in support of purcha sing operation s. 
Receive, review, verify and proce ss purcha se orders and requi sitions. 
Process and record purchasing transaction s accurate ly. 
Utilize a computer to input and process data and generate purcha se orders . 
Establi sh and maintain cooperative and effective working relationship s with others. 
Understand and follow oral and written instruction s 
Meet schedule s 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 . 
Maintain variou s records, logs and files. 
Perform mathematical calculati ons with speed and accuracy. 
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EDUCATION AND EXPERIE NCE: 

Any combination equivalent to: graduati on from high school and one year purchasing, clerical 
accounting or related experience. 

WORKING CONDITIONS: 

ENVIRONMENT: 
Office and warehou se environment. 
Constant interruption s. 

PHYSIC AL DEMAND S: 
Hearing and speaking to exchange information. 
Dexterity of hands and fingers to operate a computer keyboard. 
Seeing to read a variety of material s. 
Sitting for extended periods of time. 
Bending at the waist, kneeling or crouchin g to file and retrieve mater ials. 
Reachin g overhead , above the shoulder s and horizontally. 
Lift and/or move up to 25 pounds. 

HAZARD S: 
Working around and with machinery having moving parts. 

Classified Employee ' s Salary Schedule : Range 19 Approved; 12/91; Rev. 9/93; 8/98, New title 10/10 (Ewing) 


