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Decision Making Degree

Utilizes choiceof actionwhennegotiatingandawardingsupplycontractsSolicits,researches,
arrangeslemonstrations/evaluatioasdnegotiatequipment/supplpurchase$or
program/project/servicareas. 35

Education Degree

Gradel2. PurchasinglanagemenAssociationof Canada SupplyManagementraining
(261 hours).

2.0

Experience Degree

Twenty-four(24) monthspreviousexperiencevorking in computerizegurchasing/stores/
distribution.Eighteen(18) monthson thejob to become&amiliar with computemprograms,

servicecontractagreements/negotiatiorsgpitalequipmenpurchaseshealthcareproductsand | 7
to becomeamiliar with region/facility/departmerpoliciesandprocedures.

Independent Judgement Degree

Resolvesninor purchasingporoblemssuchassourcingalternatesuppliesn emergencies.
Conductsvariouspurchasingactivitieswithin generallyacceptegracticesWork involvesa
choiceof methodsor proceduresanalysisandtroubleshootingo solveproblemsassociated 4.0
with late deliveriesandbackorders Exercisegudgementithin thelimits of policy for vendor
selectionbasedn departmentaheeds.

Working Relationships Degree

Providegtechnicalexplanation/advicen purchasingproceduresndpracticedo user
departmentd-Hasregularcontactwith the businescommunityandotheremployeesequiring
tactanddiscretionwhennegotiatingpurchasingandsupplyagreements. 40
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Job Title Purchasingigent

Code 217
Impact of Action Degree
Coordinateshe procuremenprocessy maintainingadequateesources$o meetquality and
servicerequirementsMisjudgemenin orderingmay causesubstantiatielayin servicesand
resultin inadequatesuppliesimpropercompletionor trackingof purchaserdersleadsto
over-billing or surplus/shortagesf supplies. 3.0
Leadership and/or Supervision Degree
Providesoccasionaguidanceo the primaryfunctionof others,includingtraining. Coordinates
andchannelavork to purchasingsupportstaff. Providesunctionaladviceregardingpurchasing
policiesandpracticedo userdepartmentandvendors.
2.5
Physical Demands Degree
Regulamphysicaleffort enteringpurchasingnformationwith frequentperiodsof computer
operatiorrequiringregularaccuratecoordinationof fine movements.
2.5
Sensory Demands Degree
Regularsensoryeffort reading writing, computeroperatiorandcommunicatingvith end-users
andvendorswith periodsof competingmultiple sensorydemands.
2.5
Environment Degree
Occasionaéxposurdo minor conditionssuchasinterruptionsandmultiple deadlines.
2.0




	Date: October, 2000
	Revised Date 1: 2004
	Revised Date 2: September 10, 2015
	Decision Making Degree: 3.5
	Education Degree: 2.0
	Experience Degree: 7.0
	Independent Judgement Degree: 4.0
	Working Relationships Degree: 4.0
	Decision Making: Utilizes choice of action when negotiating and awarding supply contracts. Solicits, researches, arranges demonstrations/evaluations and negotiates equipment/supply purchases for program/project/service areas.
	Education: Grade 12.  Purchasing Management Association of Canada - Supply Management Training  (261 hours). 
	Experience: Twenty-four (24) months previous experience working in computerized purchasing/stores/
distribution. Eighteen (18) months on the job to become familiar with computer programs, service contract agreements/negotiations, capital equipment purchases, health care products and to become familiar with region/facility/department policies and procedures.

	Independent Judgement: Resolves minor purchasing problems such as sourcing alternate supplies in emergencies.  Conducts various purchasing activities within generally accepted practices. Work involves a choice of methods or procedures, analysis and troubleshooting to solve problems associated with late deliveries and back orders. Exercises judgement within the limits of policy for vendor selection based on departmental needs.
	Working Relationship: Provides technical explanation/advice on purchasing procedures and practices to user departments. Has regular contact with the business community and other employees requiring tact and discretion when negotiating purchasing and supply agreements. 
	Impact of Action Degree: 3.0
	Leadership-Supervision Degree: 2.5
	Physical Demands Degree: 2.5
	Sensory Demands Degree: 2.5
	Environment Degree: 2.0
	Impact of Action: Coordinates the procurement process by maintaining adequate resources to meet quality and service requirements. Misjudgement in ordering may cause substantial delay in services and result in inadequate supplies. Improper completion or tracking of purchase orders leads to over-billing or surplus/shortages of supplies. 
	Leadership-Supervision: Provides occasional guidance to the primary function of others, including training. Coordinates and channels work to purchasing support staff. Provides functional advice regarding purchasing policies and practices to user departments and vendors. 
	Physical Demands: Regular physical effort entering purchasing information with frequent periods of computer operation requiring regular accurate coordination of fine movements.
	Sensory Demands: Regular sensory effort reading, writing, computer operation and communicating with end-users and vendors with periods of competing multiple sensory demands.
	Environment:  Occasional exposure to minor conditions such as interruptions and multiple deadlines.
	Job Title: Purchasing Agent
	Code: 217


